San Diego
HOUSING COMMISSION

. HOUSING AUTHORITY REPORT

DATE ISSUED: February 9, 2009 REPORT NO: HAR 09-007
ATTENTION: Members of the Housing Authority
For the Agenda of March 24, 2009
SUBJECT: Personnel Policies Revision and Delegation of Authority
REQUESTED ACTION:

Housing Authority approval of revisions to the Housing Commission’s personnel policies as described
in the Summary of Changes (Attachment 1) and delegation of authority to the Housing Commission
Board for decisions related to the administration and management of human resource issues.

STAFF RECOMMENDATION:

Housing Authority approval of the following:

1. Proposed changes to the Personnel Policy Handbook (Attachment 2).
2. Delegation of authority to the Housing Commission Board to make decisions related to the
administration and management of human resource issues.

These recommendations were reviewed and approved for forwarding to the Housing Commission on
February 20, 2009,

SUMMARY:

The Housing Commission currently has a staff of 234 employees, of which 127 are represented by the
Service Employees International Union, Local 221 (S.E.1.U.) with the remaining 107 unrepresented. In
accordance with the Meyers-Milias-Brown Act [Government Code §3500 et seq.], the Housing
Commission has negotiated a Memorandum of Understanding (MOU) with S.E.L.U. to govern employer-
employee relations pertaining to those employees represented by the union. The remaining emplovees
are subject to the Housing Commission’s personnel policies. The personnel policies also apply to
represented employees in those areas where the MOU is silent,

The proposed rewrite to the Housing Commission’s personnel policies illustrate the efforts of the
Housing Commission to maintain good human resource administrative practices, and the adoption of
these rewritten personnel policies is important to the continuing efficient operation of the agency. The
proposed rewrite was developed in cooperation with General Counsel. These revisions include various
technical changes and separate the personnel polices into four distinct sections for ease of
administration: Legal; Employment Practices; Benefits; and Rules and Regulations. The Classification
and Pay Plan were previously included in the personnel policies; however, this information is now
included in the Housing Commission’s annual budget, which is presented to the Housing Authority for
review and approval. A summary of proposed changes to the personnel policies are included as
Attachment 1.
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The revisions to personnel policies and administrative and policy regulations most often involve matters
without budgetary significance, but important to the efficient administration of the Housing
Commission. The ability to implement the necessary modifications in an expedient manner with review
and approval by the Housing Commission Board increases the efﬁczency of the agency and minimizes
administrative burden on the Housing Authority S

The FY2006-2008 Business Plan, approved by the Housing Commission and Housing Authority on
September 16, 2005 and November 1, 2005 respectively, includes a goal to reduce the redundancy in
approval processes. Therefore, delegation of authority to the Housing Commission is recommended for
decisions pertaining to the administration and management of human resource issues.

To date, the Housing Authority has delegated authority to the Housing Commission to approve a number
of actions around human resource management. These include:

September 13, 2005 - the Housing Authority authorized the President and Chief Executive Officer
(CEO} to implement optional plan changes to the Housing Commission’s Section 457 Deferred
Compensation Plan, Further, the Housing Authority authorized the CEO to implement all future
mandatory legislative compliance revisions to the Plan Document for approval by the IRS as appropriate.

August 14, 2006 - the Housing Authority authorized the CEO to implement mandatory legislative
changes to the Housing Commission’s Defined Contribution Plan to ensure IRS compliance. Authority
was also granted to the Housing Commission Board to implement optional changes to the Defined
Contribution plan.

The requested delegation of authority will not repiace the Housing Authority’s review and approval of
the Housing Commission budget. The Housing Authority will thus maintain direct control over the
primary budgetary elements of the Housing Commission’s administration. As with all actions taken by
the Housing Commission, any member of the Housing Authority may call a decision of the Housing
Commission to the Housing Authority for review.

Respectfuily submitted, Approved by, i g
...... Y e A D me mj C/“”7<

C. Terry Wh:téades Carrom Vaughari ™

Director of Business Services Executive Vice Presidei

Chief Operating Officer
Attachments:
1. Summary of Changes

2. Personnel Policy Handbook (New)
3. Former Personnel Policies
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Policy Title

ATTACHMENT 1

Previous Policy Comments if Applicable

Revised Policy Comments if Applicable

107

408

09

Welcome Letter

"New. Welcomes employees to the Housing Commission

INEW
Divided into four sections: Legal, Employment Practices,
Table of Contents INJA Benefits & Rules and Regulations

Introduction/Right to Revise

Explains purpose of handbook

Updated tanguage and policy revision procedure

Employment At-Wili

Executive/management empioyees are at-will

Equal Employment Opportunity

Explains Equal Employment Opportunity guidelines

Clarifies at-will policy
Revised and enhanced language to be consistent with new laws

and procedures

Added policy Janguage to be- cnns:stent with laws and

Americans with Disahilities None procedures

Added policy {anguagé to be consistent with laws and Housing
Untawful Harassment None Commission procedures

{Explains caompliance with the immigration and Controf Act of
Employment Eiigibility & Registry None 1986

Explains employment terms of Executive and Management
employees

ipdates Executive and Management titles; permits supervisors
{to make up to two requests for payment in lieu of annual [eave

each fiscal year

President and Chief Executive Officer as Appointing Authority

Mayor and Cily Council act as Housing Authority to appoint the

Prasident and Chief Executive Offi

Deletes Mayor as appointing authority

Business Ethics and Conflict of Inferest

Describes employee standards of conduct

Expands conduct criteria and grounds for discipline or
termination

Section

Employmeit Practices.

201
282
233

204
205

206

207
208
209
210
211

212

213

214

218

216
217

Personnet Pol

Recruitment and Selection

Describes employment process

Etiminates redundant language

Employment Types

Describes types of employment appointments

Cilarifies employment fypes

Chianges in Employment Status

Describes options of employment status changes

_|Clarifies types and procedures for employment changes

Introductory Period (Formerly known as Probationary Period)

NiA

New. Changes "Probationary Period” to "Introductory Period”
and defines as part of the selection process

Hours of Work

Describes working hours and procedures fc}i"r'éporting

Updates janguage and procedures based on new software

Describes overtime policy for exempt and non-exempt

Overtime Pay employees _ Rewritten for clarity

Payment of Wages None o . New. Provides policy and procedures based on new software
Alternative Workweek Scheduies None New. Language allows for alternate work week schedules
Attendance & Tardiness None New. Language defines poitcy

Performance Evaluation Program

Describes performance review process

Clarifies tanguage

Job Classification Administration

Describes classification and compensation processes

Clarifies language

Describes pay plan, step increases and special pay

Clarifies {anguage and permits lump swm payment to be paid for
outstanding performance instead of pro-rating throughout year

Progressive Discipline

Describes counseling, disciptine and appeal process

Complaint Resolution Precedure

Describes grievance procedures

i Clarifies policy

Clarifies language; clarifies unacceptable behavior; clarifies that
non-represented employees s&b;ect to discipline process

Resignation/Termination

Describes resignation and termination policy

Clarifies final paycheck process and continuation of group
health benefits :

Layoff/Reinstaternent

Describes layoff and reinstatement policy

Clarifies ¢ guudeimes

FPersonnel Records

Describes maintenance of personnel records

Clarifies process

Employmentof Relatives

Telecommuting

‘Refers to Administrative Regu[ahon 701.400 which defines
irelatives as spouse or dependent children

New. Allows telecommuting on an approved basis for none
represented empioyees

s Comparison. xls

27412009
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Policy # Policy Title Previous Poticy Comments if Applicable Reviged Poticy Comments if Applicable

Section l; Benefits ...

iy | “Annual Leave Describes types and process for annual leave i Clar_"i'ﬁégwégtastrophic leave program; clarifies tang;

392 Holidays Defines holidays Efiminates additional holiday annually credited on December 31
Clarifies existing language; adds Family Medical Leave Act

303 Other Leaves of Absence Describes leave without pay and other ahsences requirements and Housing Commission processes

304 Bilingual Pay e Defines compensation terms for bi-lingual pay ) No change .

305 Insurance Benefits and Cafeteria Style Program Describes type of henefits program ] Na change

o o o o ‘New title; explains state laws and Housing Commission
306 Woarkers Compensation Describes temporary disability benefits iprocesses
307  Unemployment Compensation T Describes unemployment compensation __iNochange
o Glarifies that retirement benefits are defined by the Housing
308 Retirement System Describes Housing Commission retirement system Commission:
T ) Expantds policy; clarifies Tanguage; increases tuition

reimbursement from $2,000 to $4,000 annually for non-

399 Professional Training and Development Describes tuition reimbursement programs represented employees

310 Tramsportation Incentives Describes transportation reimbursement policy ) Minor editing

31 Expense Reimbursement N/A ) New. Delineates procedure for business travel

Section IV Rules and Redulations "
441 Gratuities Describes policy on accepting money or gifts Clarifies policy on receiving ;ratuitieé
402  Smoking ) NIA T New. Defines state law
o Prohibits use of aicohol or illegal use or possession of dfugs'or """" :

403 Substance Abuse controlled substances ) Expands policy on substance abuse

404 Privacy and Security o N/A, T INew ifics policy on_work areas, use of equipment

405 Computer and Email Policy Use of intranet grounds for counseling or disciplinary action ¢ delines set forth in Administrative Regulations
Expands policy regarding workplace violence; use of personal

406 Safety and Workplace Violence Describes on-the-job safety measures iterns on the job; property damage or theft

407 Dress Code N/A New. Suggests giéi"sonaf appearance guidelines

’ New. Defines policy; enrolls affected employees in DMV

403 Driving Policy N/A Employer Notification program ]

409 Confidentiality and Pretection of Proprietary Information NIA . e o New policy defines proprietary information

——n Acknowledgement of Personnal Policy Handbook o o New. Requires employees to sign upon receipt of Handbook.

27472009 2of2
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San Diego, CA 92101
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COLLABORATION, EXCELLENCE, INTEGRITY, RESPECT

PERSONNEL POLICY
HANDBOOK

FINAL DRAFT

February 2. 2008

Revised December 12, 2008
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Welcome! This handbook tells you about the San Diego Housing Commission. in these pages we have iried io
give specific answers to most of the questions from our employees. You may have other questions, which are not
answered here. One additional source of information for represented staff is the SEIU Memorandum of
Understanding. However, if you have additional questions, do not hesitate to ask them. We are aware of ihe
many ditferent needs employees may have and are eager to help you meet them.

As an employee of San Diego Mousing Commission you are an important member of a team effort. We hope that
you wilt find your position with our organization rewarding, challenging and productive. Because our success
depends upon the dedication of our employees, we are highly selective in choosing new members for our team.
We look to you to contribute o the success of San Diego Housing Commission. At the same time, we are
committed o providing alt employees with challenge, recognition, and benefils, as we achieve our organizational
mission and goals.

The San Diego Housing Commission’s Mission Statement says: We are committed to providing guality housing
opportunities o improve the lives of those in need.

Again, welcome to the team! We wish you every success in your work with San Diego Housing Commission.

Very fruly yours,

Carrol Vaughan
Executive Vice President and Chief Operating Officer

| 2/2/2008 9:31:00 AN




PERSONNEL POLICY HANDBOOK

Table of Contents

Policy # Page
Section I Legal
Introduction/Right to Revise 101 1
Employment At Wili 102 2
Equal Empioyment Opportunity 103 3
Americans with Disabilities 104 4
Unlawful Harassment 105 5
Employment Eligibility 106 7
Executive and Management Service 107 8
President and Chief Officer as 108 11
Appdointing Authority
Business Ethics and Conflict of Interest 109 12
Section il: Employment Practices
Recruitment and Selection 201 15
Employment Types 202 17
Changes in Employment Status 203 18
tntroductory Period 204 20
Hours of Work 205 21
Overtime Pay 206 23
Payment of Wages 207 24
Alternative Workweek Schedules 208 25
Attendance and Tardiness 209 26
Performance kvaluation Program 210 27
Job Classification Administration 211 29
Compensation Policy 212 31
Progressive Discipline 213 33
Comptaint Resoiution Procedure 214 40
Resignation/Termination 215 42
Layoff/Reinstatement 216 44
Personnel Records 217 46
Employment of Relatives 218 47
Telecommuting 219 48
Section 1ll: Benefits
Holidays 301 49
Annual Leave 302 50
Other Leaves of Absence 303 53
Bilingual Pay 304 61
Insurance Benefits and Cafeteria Style 305 62
Program (Flex-Plan}
Workers’ Compensation 3086 63
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66
67
68

71

72
73

76
77
78

81

Unemployment Compensation 307
Retirement System 308
Professional Training and Development 309
Transportation Incentives 310
Expense Reimbursement 311

Section V: Rules and Regulations
Gifis 401
Smoking 402
Substance Abuse 403
Privacy and Security 404
Computer and Email Policy 405
Safety and Workplace Viclence 406
Dress Code 407
Driving Policy 408
Confidentiality and Protection of 409

Proprietary Infarmation
Attachment: Acknowledgment of Personnel Policy Handbook Receipt
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- San Diego
HOUSING COMMISSION

licy Handboo
Effective Date: Pending

' Sectionl:  Legal :
; INTRODUCTION/RIGHT TO REVISE Revision Date:  08/01/2008 |
Policy#: 101 |

Supersedes:  07/01/2007

This Personnel Policy Handbook {Handbook) contains the policies, practices, guidelines and procedures that
the San Diego Housing Commission (Commission) has in effect at the time of publication. All employees
shouid read, understand, and comply with all provisions of the Handbook. 1t describes many of the
rasponsibilities as an employee and outlines the programs developed by the Commission to benefit
employees. .One.of the objectives.is to provide a work environment that.is.conducive to both personal and
professional growth.

This Handbook sets forth the entire agreement between employees and the Commission as to the duration of
employment and the circumstances under which employment may be terminated. The policies and practices
set out in this Handhook or in any other personnel document, including benefit plan descriptions, are not
intended to imply a contractual relationship, nor are they intended to create a promise or representation of
continued employment for any employee.

This Handbook supersedes all previously issued Handhaoks and/or policy statements or memoranda that are
inconsistent with the policies described herein.

The Commission reserves the right 1o revise, modify, delete or add to any and all policies, procedures, work
rules or benefits stated in this Handboeok or in any other document except for the policy of at-will employment.
Any changes must be in writing and must be approved by the Board of Commissioners. Any such written
changes to this Handbook will be distributed so that employees will be informed of the new policies or
procedures. No orai statements or represeniations can in any way change or alter the provisions of this
Handbook.

Reference to the Commission throughout this Handbaook refers to the organization, San Diego Housing
Commission, and its staff. It is intended that wherever reference is made in this Handbook to
decisions/recommendations being made or actions taken by the Commission, those
decisions/recommendations are being made by the President and Chief Executive Officer and/or his/her
designee.

The Housing Authority is responsible for the establishment, amendment, repeal and periodic review of the
policies and procedures. Under the direction of the Housing Authority, and acting on i's behalf, the President
and Chief Executive Officer compiles and edits the Handbook; to be submitted for adoption by the
Commission Board/Housing Authority.

The President and Chief Executive Officer is responsibie for the implementation of this Handbook.

ORGANIZATION AND ADMINISTRATION

Authority to effect personnel actions in accordance with these policies and implementing administrative
regulations shall be governed by the President and Chief Executive Officer or designes.

The President and Chief Executive Officer may autherize an exception to a provision herein for operational
needs consistent with the general provisions or budget authorized by the Commission.

tn cases where special programs have contract provisions which conflict with this Handbook, the provisions of
those programs will apply to personnel working in those particular program areas.

Page 1 of 84
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Effective Date: Pending

EMPLOYMENT AT WILL Revision Date:  08/01/2008 |
Supersedes: _ 07/01/2007 |

ESectionl: Legal
Policy #: 102

Employment at-will means that an emploves or the Commission may terminate employment without liability fo the

atherrexcept-as-otherwise provided-for nrtaw - or-inrany-collective-bargainingagreement,-where applicable-In
addition, the Commission or the smployee may lerminate employment in accordance with the terms of these
personngl policies along with any refevant collective bargaining agreement, where applicable.

Page 2 of 84



ersonnel

Effective Date: Pending

EQUAL EMPLOYMENT OPPORTUNITY Ravision Date:  08/01/2008 ?
Supersedes:  07/01/2007 |

SR A

Section: Legal
- Policy #: 103

The Commission maintains an ongoing commitment fo the principles of Equal Employment Opportunity
(EEQ) in accordance with applicable Federal and State law, Executive Orders, and guidelines promulgated
by appropriate agencies.

The Commission policy prohibits unlawful discrimination based on race, color, creed, gender, refigion,

marital status, domestic partner status, age, national origin or ancestry, physical or mental disability, medical
condition including genetic characteristics, sexual orientation, or any other consideration made untawful by
federal, state, or local laws. It also prohibits unlawful discrimination based on the perception that anyone
has any of those characteristics, or is associated with a persen who has or is perceived as having any of
those characteristics. All such discrimination is unlawful.

The Commission is committed to compliance with all applicable laws providing equat employment
opportunities. This commitment applies to all persons involved in Commission operations and prohibits
urdawful discrimination by any employee of the Commission.

The Commission will not discriminate with respect to recruitment, hiring, training, promotion, and other terms
and conditions of employment. The Commission is an EEQ empioyer and makes employment decisions on
the basis of merit. All other personnel actions or programs stch as compensation, benefits, transfers,
layoffs, recalls, Commission-sponsored iraining, education, tuition assistance, social and recreational
programs will be administered in a non-discriminatory manner. All employment decisions shall be consistent
with the principle of EEQ.

An employee who believes that they have been subject to any form of unlawful discrimination shall provide a
verbal or written complaint to the EO Compliance Office or Human Resources Department. If the complaint
is made verbally, the Commission encourages the employee to submit a written account of the complaint as
sooh as practical after making the verbal complaint. The complaint must be specific and must include the
names of the individuals involved and the names of any withesses. The Commission will immediately
initiate an effective, thorough, and objective investigation and attempt 1o resolve the situation.

if the Commission determines that unlawful discrimination has occurred, effective remedial action will be
taken commensurate with the severity of the offense. Appropriate action also wili be taken to deter any
future discrimination. The Commission will not retaliate against the employee for filing a complaint and will
not knowingly permit retaliation by management or coworkers.

Page 3 of 84
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Effective Dété:

Section I:  Legal -
AMERICANS WITH DISABILITIES Revision Date:

Poticy #: 104

08/01/2008

o 07/01/2007

Pending |

i

with a disability unless undue Commission hardship would result.

it is the Commission’s policy and practice to comply with the Americans with Disabilities Act and ensure equal
employment opportunity for all qualified persons with disabilities, The Commission is committed to ensuring

non-discrimination in all terms, conditions and privileges of employment. The Commissicn wili make

reasonable accommodations for the known physical or mental limitations of an otherwise qualified individual

Qualified individuals with disabiiities are entitled to equal pay and other forms of compensation, as well as,
equal treatment and reasonable accommodation in job assignments. Employment decisions are based upon
the essential job functions of the position, in accordance with defined criteria.

A Any applicant or employee who requires an accommeodation in order to perform the essential

functions of the job should contact Human Resources and request such an accommeodation. The

individual with the disability should specify what accommadation is needed to perform the job.

B. Human Resources or designee will conduct an investigation to identify the barriers that make it

difficult for the applicant or employee to have an equal opportunity to perform the job. The applicant

or employee will be required to present a certification from a healthcare provider as to what job

functions the applicant or employee can/cannot perform, for which job functions he or she needs an

accommodation and what accommaodation is recommended. The Commission will analyze all

information and identify possible accommeodations, if any. lf the accommodation is reasonable and

will not impose an undue hardship, the Commission will make the accommodation.

C. An employee who believes that they have been subject to any form of unlawful discrimination shall

provide a verbal or written complaint to the EQ Compliance Office or Human Resources

Depariment. If the complaint is made verbally, the Commission encourages the employee to submit
a written account of the complaint as soon as practicabte after making the verbal complaint. The

complaint should be specific and should inciude the names of the individuals involved and the
names of any witnesses.

O, Human Resources or designee will immediately initiate an effective, thorough and objective

investigation and attempt to resolve the situation. If Human Resaources or designee determines that
untawful discrimination has occurred, effective remedial action will be taken commensurate with the

severity of the offense. Appropriate action wili also be taken to deter any future discrimination.

Whatever action is taken will be made known 1o the affected employee.

E. The Commission will not retaliate against the employee for filing a compliant and will not knowingly

permit retaliation by management or coworkers.

E. During the interview process, hiring managers may inquire generally as to whether a prospective

employee can perform the essential functions of a job, with or without accommodation, but cannot

inquire as to whether or not an individuat has any type of disability.

Page 4 of 84




Effective Date: Pending |

UNLAWFUL HARASSMENT Revision Date:  08/01/2008
Super;gdes: 07/01/2007

 Section1:  Legal
s Policy #: 105

The Commission is committed to providing a work environment that is free of unlawful harassment. The
Commission’s policy prohibits sexual harassment and harassment based on pregnancy, chilgbirth or related
maedical conditions, race, religicus creed, color, gender, naticnal origin or ancestry, physical or mental
disability, medical condition, marital status, domestic partner status, age, sexual arientation or any other
basis protected by federal, state or locat law or ordinance or regulation.. All such harassment is unlawful.

This policy also prohibits untawiui harassment based on the perception that anyone has any of the above-
mentioned characteristics, or is associated with a person who has or is perceived as having any of those
characteristics. It is intended that any change or modification to existing law will become part of the
Commission's policy.

In accordance with its anti-harassment principle, the Commission prohibits employees from engaging in any
such harassment, including but not limited to ethnic slurs, racial epithets, derogatory jokes, physical
intimidation, threats of viclence ar bedily harm and sexual harassment.

The Commission’s anti-harassment policy applies to all persons involved in the operation of the
Commission, including Commission Board Members/Alternates and consultants working on Commission-
related projects, and prohibits unlawful harassment by any employee of the Commission, including
management and coworkers.

&

Prohibited untawful harassment because of sex (e.g., sexual harassment, gender harassment, and
harassment due to pregnancy, childbirth or related medical condition), race, religion, color, national origin or
ancesiry, physical or mental disability, medical condition, marital status, domestic partner status, age, sexual
orientation or any other protecied basis protected by federal, state or local law, ordinance or regulation
includes, but is not limited 1o, the following behavior:

A Verbal conduct such as derogatory comments; epithets; slurs; sexual innuendos; jokes or
comments that reasonably make another employee uncomforiable; slurs or unwanted sexual
advances, invitations or comments.

B. Visual disptays such as derogatory and/or sexually oriented posters, photography, cartoons,
drawings or gestures.

C. Physical conduct such as assault, unwanted touching, intentionally blocking normal movement, or
interfering with work because of sex, race or any other protected basis.

D. Threats and demands to submit to sexual requests as a condition of continued empioyment, or to
avoid some other loss and offers of employment benefits in return for sexual favors.

E. Retaliation for having reported or threatened to report harassment.

 RESPONSIBILE

If an employee believes that they have been unlawfully harassed, they shall provide a complaint to the
employee’s own, or any other Commission director, or the EOQ Compliance Office or Human Resources
Department.

The complaint may be made verbal or in writing to the EQO Compliance Office or Human Resources
Department or the employee’'s supervisor/director, lf the complaint is made verbally, the Commission
encourages the employee to also submit a written account of the complaint. The employee’s complaint

Page 5 of 84



Effective Date: Pending

UNLAWFUL HARASSMENT Revision Date:  08/01/2008
Supersedes: 07/01/2007 |

 Sectionl:  Legal
Policy#: 105

should include details of the incident or incidents, names of individuals involved and names of any
witnesses. Directors will refer all harassment complaints to the EO Compliance Office or Human Resources
Department. The EC Compliance Office or Human Resources Department or desighee will immediately
initiate an effective, thorough and gbjective investigation of the harassment allegations.

Confidentiality will be maintained to the fullest extent practicable under the circumstances.

i the Commission determines that unlawful harassment has occurred, effective remedial action will be taken
in accordance with the circumstances involved. Any employee determined by the Commission to be
responsible for untawful harassment will be subject to appropriate corrective action up to and including
termination. The Commission will advise all parties concerned of the results of the investigation. The
Commission will not retaliate against the employee for filing a comptaint and will not tolerate or permit
refaliation by management, employees or coworkers. Corrective action may also be taken against any
supervisor or director who condones or ignares unlawful harassment or otherwise fafls to take appropriate
action to enforce this unlawful harassment policy,

The Commission encourages all employees o report any incidents of harassment forbidden by this policy
immediately so that comptaints can be quickly and fairly resolved. Employees should also be aware that the
Federal Equal Employment Opportunity Commission and the California Department of Fair Employment and
Housing may investigate and prosecute complaints of prohibited harassment in employment.

An empioyee who believes that they have been unlawfully harassed shait report the incident immediately
and according to the following procedure so that the complaint can be resolved quickly and faitly.

A, Whenever possible, the employee should confront the harasser and tell the person to stop. |f the
employee does not feel comfcriable doing this, follow siep B immediately.

B. The employee should notify their own supervisor or Human Resources as soon as possible after the
incident, giving dates and time of the incident(s). Include details on the incident(s}, names of
individuals involved and the namas of any witnesses. The employee may notify their own supervisor
or Human Resources either verbally or in writing. If the complaint is made verbally, the Commission
encourages the employee to submit a written account of the complaint as soon as reasonably
practicable after making the verbal complaint.

C. Supervisors wilt refer all harassment complaints to the Commission’s EQ Compliance Office or
Human Resources Department. The Commission will immediately initiate an effective, thorough
and objective investigation of the harassment allegations. lf the harassment complaint is against
Commission's EO Compliance Office or Human Resources Department, the employee shall make
the complaint to the President and Chief Executive Officer and/or designee.

0. If an employee has any guestions regarding the Commission’s policy against unlawful harassment

or the procedure for filing complainis, please contact the EO Compliance Office or Human
Resources Department,

Page 6 of 84
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| Policy Handk 5
Effective Date: Pending
EMPLOYMENT ELIGIBILITY Revision Date: ~ 08/01/2008
Supersedes:  07/01/2007

i Sectionl:  Legal
 Policy #: 106

in accordance with The Immigration and Controt Act of 1986, the Commission hires only those individuals
whao are lawfully authorized to work in the United States.

Each new employee must provide documentation to the Commission to establish employment eligibility and
identification. A completed Employment Eligibility Verification Form -8 must be submitted to the

Commission's Human Resources depariment within seveniy-twe (72) hours of the date of hire. Providing
false documentation or making false statemenis on the verification form shall result in immediate termination.

Page 7 of 84
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Sectionl:  Legal EXECUTIVE AND MANAGEMENT
Policy #: 107 SERVICE

Effective Date: Pending

Revision Date:  08/01/2008
Supersedes:  07/01/2007

Employment at the Commission shall consist of positions designated in the Executive and Management
Service and all other positions not specifically included under the Executive and Management Service
designhated group.

A The Executive and Management Service shall include the position of President and Chief Executive

Officer and executive, managerial and administrative positions designated and approved by the
Commission. Such Executive and Management Service positions shall be included in the
Classification and Pay Plan, M Schedule.

B. The President and Chief Executive Officer serves at the discretion of the Appointing Authority.

1. The President and Chief Executive Officer shall have the authority to appoint and remove all officers,
directors and employees in the Executive and Management Service of the Commission_egxcept a5
otherwise determined by the Board of Commissioners in accordance with Policy 108, Appointments
made by, or under the autherity of the President and Chief Executive Officer shall be based on the
administrative ability, training and experience of such appointees in the work they are to perform. All
such appointments shall be without definite term or conditfons unless otherwise stated.

All appointees and Executive and Management Service employees shall serve at the

discretion of the appointing authority. The President and Chisf Executive Officer shall have the
authority o reorganize the Executive and Management Service of the Comimission, as and when
necessary, in the gpinion of the President and Chief Executive Officer, with notice to the Board of
Commissioners.

a. It shall be the duty of all Executive and Management Service employees to lead and
be responsible to the President and Chief Exscutive Cfficer in administering or
managing the work of the agency in a productive, efficient, and effective manner
consistent with management expectations, agency mission, and sound business
practices.

b. Executive and Management Service employees may be removed by the President
and Chief Executive Officer or designee at any time withcause-in accordance with
applicable policies, including without imitation Sections 107 C.1 and 107 C.3
among others, as may be necessary to effeciuate such-process the orderly and
proper functicning of the Executive and Management Service of the Commission.

2. Executive and Management Service positions are designated based on their executive and
managerial responsibilities for formulating, implementing, and/or administering policy
consistent with the organizational values, leadership principles, managerial phitosophy,
performance expectations, and operational needs of the organization. Also included are
designated positions having significant responsibility for formulating, administering policies
and programs.

The Executive and Management Service, shall-censist-ef-the-fellowing which may changs
from time o time, as determined by the Chief Executive Officer, with nofice (o the Board of
Commissioners, currently consists of the following positions:

¢ President and Chief Executive Officer
e Executive Vice President and Chief Operating Officer
Di { Busi Sarvi

D { Policv-& Public-Afial
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¢ Tha-Directors

3. Additional positions which meet the criteria of the Executive and Management Service as
provided for in this policy may also be designated by the President and Chief Executive
Officer with the approval of the Commission.

C. Employees in the Executive and Management Service shall be subject to the same policies and
provisions as ali other employees including equal opportunity in training and career opportunities

1. Recruitment, selection, and appointment to the Executive and Management Service and
process for the notification, removal or re-assignment of employees from the service shall
be determined by the President and Chief Executive Officer.

2. Employees in the Executive and Management Service shall not serve an infroductory
period.
3. The Presiden: and Chief Executive Officer shall have the discretion to determine the

standards and process for recruitment and selection, performance evaluation, recognition,
pay, reward, discipline, and exit from employment.

4. The compensation and pay system, management benefits, and pension related options
shail be established by the Commission.

5, Each Executive and Direcior shall earn annual leave credits as iollows:
Years of Service Hours per Month Days per Year
Beginning of the 1% .
through the 10" year 18.67 hours 28 days
Beginning of the 11"
through the 15 year 20.67 hours 31 days
Beginning of the 1 g
through the 25% year 22.00 hours 33 days
Beginning of the 26"
year 23.33 hours 35 days
a. Pay in Lieu of Annual Leave

Executives, Directors, and Supervisors may make up to two (2) requesis for
payment in lieu of annual leave each fiscal year. The total of both requests cannot
exceed one hundred twenty (120) hours. Requests for payment in lieu of annual
leave may be made if the employee has suflicient hours of earned leave credits and
meetis the foilowing conditions:
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¢ Has taken at least five (5) days {forty {(40) hours for full-time employees) of
annual leave during the previous twelve {12) months; and

s After receiving the requested number of hours in lieu of annual leave retained
at least twenty-four (24) hours of earned annual leave credits.

D. Executive and Management Service employees shall have salaries set within the approved salary
schedule range by determination of the President and Chief Executive Gfficer.

1. Executive and Management Service employees shall be eligible for a salary review each
July 1 based on performance, as determined by performance evaluation and other job
related criteria to be determined by the President and Chief Executive Officer. Special pay
equity adjustments, pay differentials, merit pay and recognition awards will be determined
by the President and Chief Executive Officer in accordance with approved budget
constrainis.

2. The President and Chief Executive Officer shall provide confidential correspondence to
each Executive and Management Service employee in regard to the annual safary
adjustment determination for that employee. If an Executive and Management Service
employee believes that the annual increase was inappropriate, that employee may, within
two (2) workdays of notification, submit written information to the President and Chief
Executive Officer in regard io that salary increase determination. The President and Chief
Executive Officer will consider the employee's input and make final determination within five
(5) workdays.

3. Annual salary adjustment determination notices to Executive and Management Service

employees and employee written responses shall become permanent personnel file
documents.
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The City Council gcting as the Housing Authority, shall appoint a President and Chief Executive Officer. The-

President-and-Chiel-Executive-Officer-shall-appeint-all-cther-personnel-except-as- fhosereguired by-the-
Housing-CemmissionBeard— 1 he President and Chief kxecutlve Officer shall appoint all nther personnei,
except as otherwise deferminad by the Housing Commission Board.
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Sectionl:  Legal BUSINESS ETHICS AND CONFLICT OF
 Policy #: 109 INTEREST

Employees must not take any action on behalf of the Commission that viclates any law or regulation.
Employees must adhere to high moral and ethical standards in the conduct of business. Employees may
not engage in activity that results in conflict of interest with the Commission or that reflects unfavorably on its
integrity. Employees violating these standards are subject to corrective action, up to and including
termination.. ...

In situations and on issues involving ethical or moral judgments, employees may sometimes have difficulty
in determining the correct course of action. In such situations, employees are urged to discuss the matter
with their immediate supervisor, depariment director, or the President and Chief Executive Officer.

To summarize standards for professional conduct which apnly equally to ali employees regardless of
individual job duties and responsibilittes. This policy is not intended to replace or negate the provisions or
requirements of any local, state or federal law, rule, reqgulation or contract provision applicable to
Commission employees.

.

No employee of the Commission shall engage in any business or transaction or shall have financial
property, or cther perscnal interest, direct or indirect, which is incompatible with the proper performance of
official duties or would tend to impair independence, judgment or action in the performance of such duties or
couid reasonably be inferred that such interest, real or apparent, is in violation or incompatible with the
disclosure requirements of the Commission Conflict of Interest Code Policy, Contracting and Procurement
Policy, the Standards of Conduct and disclosure requirements contained in this Handbook, and the
implementing Administrative Regulations. All employees are responsible for reading and complying with the
provisions previously stated. No employee shall engage in any enterprise or activity which shail result in any
of the following:

A Using the prestige or influence of official Commission employment for private gain or advaniage of
oneself or another.

B. Using time, facilities, equipment or supplies of the Commission for the private gain or advantage of
' oneself or another.

C. Using official information or information of a confidential nature not available fo the general public for
private gain or advantage of oneself or another.

D. Receiving or accepting money, gifts, or other consideration from anyone other than the Commission
for the performance of acts done in the regular course of employment or duty.

E. Receiving or accepting, directly or indirectly, any gift or favor from anyone associated with the
Commission or doing business with the Commission under circumstances from which it could
reasonably be inferred that such was intended 1o influence official employment or duties, or as &
reward for official action.

F. Engaging in or accepting private employment or rendering services for private interests or the

interest of ancther, when such is incompatible with the proper discharge of official employment or
duties, or which could reasonably be inferred of such a conflict.
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G. Engaging in unlawful discrimination or harassment.
H. Using Commission funds and property for any unlawful purpose. This prohibition includes, but is not

{imited to: (i) uniawful political contributions, (i) unlawful payments to governmentat officials or

employees, (iil) itegal rebates or refunds and (iv) payments or commiiments made with the

understanding or under circumstances that would indicate that these payments are kickbacks,
...bribes or 10 obtain influence.

. Establishing or maintaining unrecorded funds for any purpose.

J Failing to promptly record all financial transactions on the books of the Commissiocn. No false or
misteading entry shall be made for any reason.

K. Using the Commission’s letterhead/stationery for personat or non-official use.

L. Failing to safeguard confidential information abtained during employment. In the course of the work,
employees may have access to confidential information regarding the Commission, its elected
officials or fellow employees. It is the employee’s responsibility to protect and in no way reveal any
such information unless it is necessary for the employee to do sa in the performance of duties or
reguired by law.

M. If an employee is asked by another employee, supervisor or director to {a) perform any act that
appears improper, (b) make any impraoper entry on the Commission’s records or reports, () omit
any eniry that shoukd be made, (d) suppress or hide any information that may result in detriment fo
the Commission or be in violation of the aw, or (e} disclose information of a confidential nature
except when legitimately required, it is that employee’s duty and responsibility to bring the matterto
the attention of the President and Chief Executive Officer, Commissicn Legal Counsel or Chair of
the Commission Board. An employee will not be retaliated against for disclosing these activities to
the appropriate parties.

it would be virtually impossible to cite examples of every type of activity that might give rise to a question of
unethical eonduct. Therefore, it is important that employees rely on their own geood judgment in the
performance of their duties and responsibilities. When those situations occur where the proper course of
action is unclear, employees need to request advice and counsel from their supervisor or the President and
Chief Executive Officer. (Also see Section IV: Rules and Regulations for more detailed policies regarding
appropriate conduct and behavior.)

The highest standards of honorable and ethical conduct must be observed in all relationships with other
agencies and the public. Ii is prohibited to make disparaging statements, take any other unfair actions or
participaie in any activity intended to damage the Commission, other agencies, or the public.

Every empioyee shall disclose completely the nature and extent of any participation or interest, direct or
indirect, which might conftict with official responsibilities or duties or could reasonably be inferred as a
conflict.

Each employee shall conduct himself/herself in a manner that is courteous, considerate, and prompt in
dealing with the public and with persons or organizations having business with the Commission. Employees
shall not engage in criminal, infamous, dishonest, immoral or disgraceful conduct prejudicial to the
Commission.

Employees are expected to treat each other with courtesy, honesty, respect and understanding. Job-related
problems should be discussed openly and differences resolved fairly, professionally and promptly.
Confidential matters pertaining to employees will be respected.
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ITATION

The President and Chief Executive Officer shall formulate, adopt and amend as necessary reaschable
standards and procedures including applicable Administrative Regulations to ensure conformance fo this

policy.
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Candidates shall be selected for employment, promotion, and merit pay awards on the basis of job related
merit, abilities and skills unless otherwise designated within the provisions of these policies.

- RECRUITHEN

A recruitment program shall be conducted, based upon cutrent and projected work force needs. The
recryiting efforis shall be carried out in a imely manner. Recruitment shall be tailored to specific job classes
and shall be directed to appropriate sources in order to attract qualified candidates for consideration.
Recruiting pubiicity shall be carried out through appropriaie media for a reasonable period of time to ensure
sufficient opportunity for the available labor market to apply and be considered for employment on the basis
of skills and abilities. Announcement shall indicate that the Commission is an equal opportunity employer.

TION AND E
A Applications

Persons desiring employment shall submit an application seiting forth their qualifications for
employment and related information as may be required. Applications for Regular positions may
only be filed in response to the publication of a current job announcement.

B. Merit Competition

Selection for Regular employment shall be through competition. The President and Chief Executive
Officer may limit or target recruitments to Commission employees.

The President and Chief Executive Officer shall also have the authority to target certain recruitments
to Section 8 participants and residents of Commission/Authority owned housing. Current or former
employees who are residents and who meet the minimum reguirements for a classificalion may be
considered without further competition for selected positions.

The selection process shall be impartial and designed to maximize objectivity and validity for
successful job performance and career development.

C. Selection Methods

Selection procedures may include, but are not limited to:

Review of gualifications,

tvaluation of work experience and training,

Personal interviews,

Written and/or oral exercises and/or pericrmance tests,

Physical agility tests,

Comprehensive background checks and post offer of employment medical exam, and drug
screen,

Successiul completion of prescribed training, or

e Any combination of these or other assessment methods o ensure selection qualifications for
hire,

L [ ] e & @ ¢

Performance Reviews conducted within the last two (2) years may be considered by the President
and Chief Executive Officer or designee as part of the decision for seiection.
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I order to be eligible for Regular employment with the Commission, candidates shall be required to
pass a physical examination which shall be related to the job class. Such medical evaluation may
include drug and alcohol screening. Temporary and voiunteer employees may be subject to this
requirement.

Employees may be required to submit medical records from personal physicians and private
treatment when requested by a Commission consulting physician in accordance with applicable
release procedures. Such medical records may be submitted directly 1o the consulting physician for
use in evaluating the employee's capacity to work safely or with an impairment.

In the event an employee fails o meet the medical standards for the job class, based upen the
finding of the examining physician, the President and Chief Executive Officer shall determine if
reasonable job accommodations can be made that will enable the employee 1o perform the
essential functions of the job class.

Required post-offer, pre-employment physical examinations shall be paid by the Commission. The
Commission shall designate the examining physician.
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- POLICY

The Commission employs staff in one of {hree different employment categories: Regular Full-Time, Regular
Part-Time, and Temporary.

i

A. Regular Full-Time Employee

Employees in this category are those who regularly work forty (40) hours per week on a continuous
scheduied basis. Employees in this category are eligible {0 participate in ali benefit programs
offered by the Commission. Regular employees are hired through the competitive merit process.

B. Regular Part-Time Employee

Employees in this category are those who regularly work twenty (20) hours or more but less than

- forty (40) hours per week on a continuous scheduled basis. Employees in this category participate
in many of the Commission’s benefit programs on a pro-rated basis. Regular employees are hired
through the competitive merit process.

C. Temporary Employee

Employees in this category are those in positions of limited or specified duration arising out of
special projects, position vacancy, pending appointment, the absence of a position incumbent,
abnarmal work joads, emergencies, or other reasons established by the Commission.

Temporary empioyees can be hired:

1. Through the competitive merit process and are not eligible to participate in benefit programs
if the duration of the appointment is aniicipated 10 be the equivalent of ane {1} year or less
on a full-time basis;

2. Outside the competitive merit process 1o fill an urgent workload demand for up to one
hundred eighty {180) calendar days; or

3. Through an employment contract to provide professional fevel services external to the
budget and classification and pay system for a specified duration and scope of work.
Contract employees are hired outside the Commission's merit competitive process and
without employment rights or benefits other than those reguired by law or included in the
terms of their employment contract.
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Opportunities for changes in status are available to employees for application at any time regardless of

known position vacancies.

A Voluntary Transier

The President and Chief Executive Officer may, at any paint in the selection process, honor an
employee's request for transfer to an available position in the same classification. Considerations in
the President and Chief Executive Officer's transfer decision include supetvisor's recommendations,
employee's cufrent status, job performance, recent performance review, gualification for the position
by experience or training, and employment within the same or higher pay range. Testing may be
required of transfer candidates.

When an employee transfers o a position in the same classification, the employee shall be placed
at the pay step that continues the current salary, and the employee’s anniversary date will remain
unchanged.

B. Involuntary Transter

The President and Chief Executive Officer may initiate involuniary transfers {without loss of current
pay) whenever such re-assignments are in the best interesis of the Commission.

C. Demaotion

Employees may be demoted for reasons of disciplinary action, layoffs, job performance or voluntary
request for demotion. in addition, the President and Chief Executive Officer may honor an
employee's reguest for voluntary demotion to an avafiable position. Considerations in the President
and Chiet Executive Officer's voluntary demotion decision include supetvisors' recommendations,
employee's current classification and rate of pay, qualification by experience and training for the new
position. The President and Chief Executive Officer may place the demoted employee at any pay
step within the new pay range. The employee’s anniversary date changes upon demotion. No new
introductory peried is provided for the voluntarily demoted employee to a class previously held. A
New Class introduciory pericd is required without the right to return to a position in the previous
class held for the involuntarity demoted employee.

D. Lateral Reassignment

The President and Chief Executive Officer may, at any point, honor an employee's request for a
lateral reassignment to an available position in a different classification. A lateral reassignment is
possible when a Regular status employee is employed in a classification with the same pay range
as the available pgsition and the employee is qualified for the position by experience and training
and performance. Technical skills or knowledge 1ests may be required of a lateral reassignment
candidate. The employee’s anniversary date changes upon lateral assignment. No change in pay
occurs upon lateral reassignment. A New Class infroductory period applies.

E. Pramotions
1. Notice of openings that present promotional opportunities for employees through the

competitive recruitment process shall be posted in appropriate wark locations for at least
five (5) workdays.
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2. When an employee is promoted, he or she shall be placed at a step/pay within the new
range to be determined by the President and Chief Executive Officer. Normally, the
increase will be approximately 5%. The employee serves a New Ciass introductory period
and the anniversary date shall change 1o coincide with the effective date of promotion.

3. An empioyee scheduled for a normal step/pay increase within sixty {(680) calendar days upon

change of status due to promotion will receive the step/pay.increase upon. promaotion,
subject to satisfactory written evaluation, in addition to the normal step/pay increase
provided for promotions.

F. Reclassifications

1. When an occupled position is reclassified upward, the employee’s salary and salary review
date shall be changed to coincide with the effective date of the reclassification.

2. When an occupied position is reclassified downward, the employee’s satary shall be placed
at a step/pay within the new pay range which does not reduce pay or shall ramain until the
new range exceeds the employee’s pay rate.

a. When an occcupied position is reclassified downward, and the employee’s pay rate
is within the range for the new classification, the employee's salary will remain until
the employee's anniversary date at which time the employee may move onto the
step/pay nexi higher than current salary.

b. When an occupied position is reclassified downward, and the employee's step/pay
rate exceeds the top step/pay of the range for the new classification, the
employee's salary shall remain unchanged and will be "frozen”, unti the new range
equals or exceeds the employee's pay rate. The employee's step/pay rate will be
placed at the highest step/pay which does not reduce the Y- rated pay rate when
the pay range of the new classification equals or exceeds the employee’s Y- rated
pay rate.

C. Downward reclassification of & position does not change the anniversary dates of
the employee.

3. When an occupied position is lateraily reciassified, the employee’s saiary and anniversary
date remains the same.

G. Salary Range Adjustments

When an across the board salary range adjustment occurs, each employee shall be placed on the
same step within the new range as that employee occupied within the old ranges. When an existing
classification is allocated to a new range, the employee will be placed on a step closest o the
employee’s current step/pay. Pricr anniversary dates remain unchanged when salary range
adjustments occur.

H. Changes In Status Effective Dates

In the event an employee is promoted, demoted, reclassified, transferred, laterally reassigned, or
receives a salary adjustment, said action shall be made effective the start of the pay period in which
the action falls.
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The introductory period is an intrinsic part and extension of the employee selection process. The employee will
be considered in training and under careful observation and evaluation by supervisory personnel during this
fimeframe. Generally, this period will be utilized to train the employee for his/her job responsibilities and to
determine whether there is a fit between the Commission’s business needs and the qualifications of the
employee. ..

Newly appoinied regular employees shall serve an introductory period under close supervision and
evaluation in order to assess their ability and adaptation. For non-represented employees, this
period shall be six {6} months from the date of hire into a reguiar posiiion.

B. Completion of the introductory period does not entitle the employse © remain employed by the
Commission for any definite period of time, nor does it change the employment-at-will policy in any
way.

C. During the introductory period, the President and Chief Executive Officer may dismiss an employee
at any time, with or without cause and with or without notice, and without the right of appeal. The
discharge is at the sole discretion of the President and Chief Executive Officer.

D. A written evaluation shall be given at the end of the six (6)-month intraductory period with
subsequent reviews annually thereaiter from the date of hire.

E. A new employee terminated during the introductory period will be informed in writing that the
introductory period was not satistactorily completed.

F. Empioyees appointed, promoted or transferred to a new position shall serve an introductory period
of six {6) months.

G. The introductory period may be extended a maximum of ninety (90) calendar days for less than
satisfactory performance. In the case where the employee has been absent from work for the
equivatent of thirty {30) calendar days or more, the introductory period may be extended for a
specified period equal fo the time absent from the job, not to exceed ninety (90) calendar days. Only
one extension may be granted during the infroductory peried. If the new hire intreductory period is
exiended, a final evaluation shail be performed at the end of the extension io determine it
performance is satisfactory.

H. fn the event a Temporary employee is selected from a temporary assignment to a Regular position

in the same or equivalent classification, the six (8) month introductory period may be reduced, or
waived, as determined by the President and Chief Executive Officer.
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The Commission establishes working hours that are consistent with the operating reguirements and
responsibilities of the Commission. Work shifts, days, hours, and periods can be established and modified by
the Commission within the limits prescribed by law, based on operating conditions and requirements of the
Commission. Employees may not change their own work schedule without the consent from their supervisor.

The Commission may require an employee to work overtime, which may inchide weekends, evenings, and/or
holidays. The Commission will atiempt to provide advance notification, if possible.

A The regular workweek is Monday through Friday of each calendar week, and business hours are
between 7:00 a.m. and 6:00 p.m. of each day of the regular workweek. Full-time employees shall
normally work a forty (40)-hour week.

B. Employees are required to be at their assigned work locations and ready to begin work at their
designated start time.

C. it is the Commission’s policy to ensure that ail non-exempt employees are provided with meal and
rest periods.

No empioyee shail work for a period of mare than five (5) hours without an unpaid meal period of at
{east thirty {30) minutes. A fifteen {15)-minute, paid rest period must be taken approximately
hatfway through any work period of three-and-a-haif (3'2) hours or more.

When a work pericd of not more than six (6} hours will complete the day’s work, the meal pericd
may be waived by mutual consent of the emgloyer and the employee.

Employees must be relieved of all work during their fifteen (15}-minute rest and their meal periods.

0. The Commission may allow the use of makeup time when non-exempt employees need time off to
tend to personal cbiigations, according to each department’s practice. Makeup time werked will not
be paid at an overtime rate. When approved by management, an employee may take time off and
then make up the time later in the same workweek, or may work exira hours earlier in the workweek
to make up for time that will be taken off later in the workweek,

Makeup time requests must be submitted in writing fo the supervisor via email. Reguesis will be
considered for approval based on the legiiimate business needs of the Commission as soon as
reasonably practicable after submission of the request. A separate written request is required for
each occasion the employee requests makeup time. Any makeup time reguests must be submitted
in advance. The makeup time request must be approved in writing before the employee takes the
requested time off or works makeup time, whichever is first.

All makeup time must be worked in the same workweek as the time taken off. Employees may not
work more than eleven (11} hours in a day or forly (40) hours in a workweek as a result of making
up time that was or would be lost due fo a personal obligation.

If the employee takes time off and is unable to work the scheduled makeup time for any reason, the
hours missed will be taken as leave without pay or annual leave.

An employee’s use of makeup time is completely voluntary. The Commissicn does not encourage,
discourage, or solicit the use of makeup time.
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E. Employees who are breastfeeding may take additional unpaid breaks with their supervisor's

approval in order to express breast milk. The employee will be required to use the paid break time
already provided to her, if possible. If the employee needs a reasonable amount of additional time,
that time will be unpaid. The employee may choose 1o use meal break time to express breast milk

as well.
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Exempt Employees

A.

The Commission shall designate which classifications shall be exempt from overtime pay in
accordance with the Fair Labor Standards Act (FLSA). Indication of that designation will be made
on-the pay plan.

Part-time employees designated exempt in accordance with FLSA appointed to work a 1/2-time,
3/4-time, or other approved part-time schedule shall be paid proportionately to the monthly salary
paid to full-time employees in the same position.

Exempt employees shall not be required to have deductions from leave, pay, or other monetary
account for absences of less than a full workday.

Non-Exempt Employees

A.

For employees waorking in classifications not represented by the bargaining unit (MOU), ali hours
worked in excess of eight (8) hours in one (1) workday or forty {40) hours in one {1) workweek will
be treated as overtime. For overtime purposes, all paid leave shall be included in the normal forty
(40) hour week.

Compensation for hours worked in excess of forty (40) for the workweek or in excess of eight (8)
hours, but fess than twelve (12) hours, in a day shall be paid at a rate one-and-one-half {1%) times
the employee’s regular rate of pay.

Compensaticn for hours worked in excess of twelve {12) in one (1) workday and/or in excess of 8
hours on the seventh consecutive workday in a workweek shall be paid at double the regular rate of

pay.

For employees working in classifications represented by the bargaining unit (MOU), overtime is
authorized for work performed by an eligible employee in excess of the normal {orty (40) hour
workweek. For overtime purposes, all paid leave shall be included in the normal forty (40} hour
week.

Overtime work must be specifically autherized, in advance, by the employee's supervisor.
Overtime shall be paid in the pay period in which it is earned.

The President and Chief Executive Officer may elect to designate the workweek {7 day period) of
employees which best meets the service needs of the Commission.
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The Commission pays its employees on a bi-weekly basis. Employees are notified regarding specific
paydays by the Commission posting such dates. The following are the general guidelines used for payment
of wages:

A Pay Dates/Pay Periods

Employees will be paid every other Friday. The compensation will reflect work performed for the
two (2} weeks ending on the Friday preceding payday.

B. Timekeeping Requirements
All employees are required to record time worked on an slectronic timecard for payroll purposes.
Non-exempt employees must record their own time at the start and at the end of each work period,
including without limitation before and after any meal breaks or other unpaid periods away from

work.

Timecards are submitted to the direct supervisor for review and approval. Any errors on the
employee’s timecard should be reported immediately to the supervisor and/or payroll, who will
attempt te correct legitimate errors.

Completing another employee's timecard, allowing another employee to complete one’s own

timecard, or altering a timecard is prohibited and subject to disciplinary action, up to and including
termination.
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An alternate work schedule for a work unit may be implemented through an employee election process and
with the approval of the President and Chief Executive Officer and may be thereafter modified or eliminated,
at anytime, at the sole discretion of the President and Chief Executive Officer, in accordance with the

Commission’s business needs and with reasonable advance notice to employees.

The President and Chief Executive Cfficer reserves the right fo permit exemp? employees to work flex time,
as well as, the right to revoke any previously permitted flex time schedules.

Flex time allows exempt empioyees to control when they report to work and in some cases the hours and
days that they work based on the Commission’s business needs and within a reasonable framework of the

Commission’s regular business hours.
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Consistent attendance and punctuality are required standards for the Commission’s business operation, and
therefore an integral part of each employee's performance standard. Peor, uncertain, or irregular
attendance produces disruptive resulis for operations, lowers overall praductivity and continuity of work, and

is burdensome to other employees.

Employees are expecied and required to report to their designated work location at the prescribed time work
activity is 1o commence. Tardiness, un-excused absence, or failure 1o report as required is not acceptable
and subiect to disciplinary action.

In all cases of an employee's absence, the employee shaif provide the supervisor with a reason for the
absence and, if applicable, the probable duration of absence,

A If an employee is unable to report to work as scheduled due to illness or injury, the empioyee shall
natify the supervisor or designee prior 1o the start of the employee’s shift with at least a veice mail
message stating the reason for the absence.

B. Excessive tardiness or absenteeism, regardless of reason{s), which renders an employee
insufficiently available for work or negatively impairs the operations of the Commission, will be
evaluated on a case-by-case basis to determine the merits of corrective action, up to and including
termination of employment.

C. Employees unable to adhere to the Commission’s attendance policy will be subiect to corrective
action, up fo and including termination.
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The Commission’s performance management system is designed to provide feedback, recognize and reward
empioyees’ efforis and achievements. The Commission encourages supervisors to provide individual
feedback to employees on a regular basis. The Commission's performance management system is designed
so that each regutar employee shall be evaluaied following the introductory period and annually.

LINES

A. Feedback

The employee’'s supervisor shall give feedback throughout the year regarding the employee's
success in achieving job expectations and job requirements. Employees need to know if they are
completing performance objectives satisfactorily. Regular feedback also enables supervisors to
determine if performance objectives require adjusting due to changes in Commission or job
priorities.

New employees, or employees who are not performing as well as expected, should receive more
frequent feedback to provide additicnal guidance. Corrective action may be needed for an
employee who is not performing at a satisfactory fevel.

B. Performance Cbjectives
Goal-oriented performance objectives are mutually agreed upon betwean the supervisor and the
employee at the beginning of the evaluation period and documented on the evaluation form. [t is

important that employees understand the Commission's expectations. Both performance and
behavioral objectives may be established.

C. Types of Review
1 introductory Period

An introductory period evaluation is given to new employees at six (6) months to determine
if the individual is welt suited for the position to which they are assigned.

2 Feedback and Annual Review
Supervisors shall conduct informal feedback sessions during the year and should document
those sessions with each employee. These documented sessions will assist in the
development of the annual performance review.

3 Annual Review
An annual written review is required for each employee.
The evaluation shall include documented information regarding past performance, the
success of meeting goals and objectives previously agreed to and include goals and
objectives for the upcoming year. The preparation of a developmental plan is optionat. The
performance evaluation shall cover the entire period.

The supervisor shall complete the Performance Evaluation form during this review
referencing the employee's job desctiption and objectives previously agreed to.
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Aiter the employee has had an opportunity to review the written evaluation, the employee
and his/her supervisor will meet to discuss its contents. If appropriate and agreed to,
changes can be made to the document.

After the performance evaluation interview is completed, a copy of the completed
performance evaluation form will be provided to the employee. After the supervisor and the

..... employee-have signed-the form,.a.copy will be_made for the employee.and the original will ... .
be retained in the Human Resources personnel file. The employee may submit a written
response within a reascnable timeframe.

Page 28 of 84



San Diego
HOUSING COMMISSION

: Section | Employment .:JOB CLASSIFICATION Effective Date: Pending
Practices ADMINISTRATION Revision Date:  08/01/2008
Policy #: 211 Supersedes:  07/01/2007

The goal of the Commission’s classification specifications is to develop a system that supports employee
development, provides opportunities for career advancement and creates an understanding of the roles,
responsibilities and relationships of each position within the Commission.

AN T R

Classification and compensation practices are reviewed periodically to ensure internal and external
comparability and competitiveness of pay practices. When a new classification is created or when a
position's duties, functions and/or responsibilities change significantly, a job analysis or classification
reevaluation is conducted. Positions are classified/reclassified and assigned/reassigned to a salary grade
on the basis of the classification review. Work will be assigned according to the approved classification t0
avoid unauthorized out of class situations.

A, Position Classification
1. The regular classification of each position shall be consistent with the duties performed and
the position classification title approved by the Commission for inclusion in the agency
budget.
2. The President and Chief Executive Officer may temporarily reclassify or add positions to

meet unanticipated operational requirements, within approved policy authorization and
subject to appropriate funding source availability. All Temporary reclassifications as
additions to Regular staifing wilt be reported by the President and Chief Executive Officer to
the Cemmission during proposed budget discussions.

B. Class Specifications

The President and Chief Executive Officer shall be respansibte for the preparation of a class
specification for each classification in the pay plan adopted by the Commission. The class
specifications shall describe common distinguishing characteristics for each classification such as
title, nature of work, supervision exercised and received, examples of essential and related duties,
qualifications, reguirements, and relationship to other classifications in the career series. Class
specifications shall be updated, maintained, or may be created on a temporary basis as the
President and Chief Executive Officer determines necessary o properly describe the work
performed and to accomplish the agency’s mission, purpose and programs. Class specifications for
newly created Regutar classifications and substantive revisions to specifications for the Executive
and Management Service shall be approved by the Commission for development by the President
and Chief Executive Officer resulting from the budget approval process.

Class specifications shall be made available to the employees of each classification as a general
description of the work performed.

C. Classification Pay Plan
The President and Chief Executive Officer shall be responsible for making changes to the
Classification Pay Plan, the classification of individual positions and the assignment of classes to

salary ranges within currently approved salary schedules as may be required to accomplish the
agency’s rmission, purpose and programs, provided that such actions are:
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1. Consistent with policy.

2. Do not result in the addition of any new management positions not previously approved in
the budget.

3. Will not exceed the approved budget for personnel expenses.

. The authority of the President and Chief Executive Officer will include the addition/deletion of classifications,
reclassifications of currently authorized positions, and assignment of new classes to salary grades in
accordance with policy provisions and censistent with provisions of the Personnel Policies.

in implementing agency wide classification and compensation studies, the adopted implernentation plan shail
apply.

A Underfilling Positions

Positions specifically designated for career advancement in a career advancement series will be
budgeted at the full journey level. The President and Chief Executive Officer may elect o use a
lower paid classification than authorized in the budget and later raise that position's classification to
the budget authorized level.

B. Flexible Staffing

The President and Chief Executive Officer may designate certain positions as appropriate for
flexible staffing in a career advancement series. Current Commission classifications subject {0
flexible staffing designation include the following listed below. Other flexible staffing classifications
may later be added to the pay plan.

ENTRY LEVEL CLASS FLEXIBLE STAFFING ADVANCEMENT CLASS

Office Assistant | Office Assistant Il

Housing Aide | Housing Aide I

Housing Assistant | Housing Assistant II

Maintenance Technician | Maintenance Technician H}
1. Employees in positions with flexible staffing designations are subject to advancement o the

next class in the career advancement series without the need for competition up to the
budgeted classified level upon supervisory determination that the full range of duties are
being performed satisfactorily at the employee’s current level. Not all positions within a
career advancement series may be classified and/or budgeted at the highest level in the
career advancement series. Some positions may be classified and/or filled at a lower level.
in such a case, career advancement would only occur up to the classified level.

2, Employees of positions regularly classified at the entry class in the career advancement
series wili be subject to either competitive processes or fransfer to a fiexible staffing
designated position before advancement to the higher level class.

3. Written notice about flexible staffing opportunities shall be provided to candidates upon

recruitment. Such notice may be accomplished by inclusion in the recruitment job
announcement.
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The Commission's compensation program is designed to attract, retain, motivate and reward the best possible
workforce in an equitable manner, To accomplish this, the Commission has established the following plan,
provisions and standards for employee compensation.

A Employees shail be paid within the ranges assigned to their classifications in accordance with
standard merit increase principles.

1. The first step in each range is the minimum rate and shall normally be the hiring rate for the
classifications. In cases where it is difficult to secure qualified personnel or a person of
unusuai qualifications is employed, the President and Chief Executive Officer may approve
appointment of any step in the range for recruitimert purposes.

2. Advancement to the second and subsequent steps shall be at the completion of twelve (12)
months of satisfactory service at each preceding step, as reflected by the annual evatuation.

Upon completion of the perfarmance review form, employees eligible for an increase shall
receive the regular step increase effective the start of the pay period in which the annual
performance review date falls. Employees receiving a “Does Not Meet” rating will not
receive an increase.

3. Leaves of absence longer than thirty {30) calendar days shall delay and extend day for day
the period of satisfactory service necessary for a regular merit step/pay increase.

B. All classifications shafl be assigned to salary ranges by the Commission. The pay plan may be
amended from time to time, as circumstances require.

Extended Range “E” Classes:

An E Class appoiniment may be made by the President and Chief Executive Officer {o the range
directly above or below the designated range based on the gualifications of the individual and duties
assigned.

C. Effective January 1, 1999 the Basic Pay Plan (except for employees in the Executive and
Management Service) consists of a 7-stép merit pay range as reflected on the Commission’s
approved Salary Schedule.

1. The percent between steps 1 and 2, and 2 and 3 are 5% rounded. The percent between
steps 3 through 7 are 2.5% rounded.

2. Regutiar Merit Pay

Employees are eligible for regutar merit step advancement (approximate 5% pay increase)
to steps 2 and 3 at the completion of twelve (12) months satisfactory service at each
preceding step for meets/exceeds and outstanding performance as documented by the
annuai evaluation for the prior annual evaluation period.
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3.

Performance Bonus Pay

Employees at steps one, two, three, four, five and six are eligible for an increase to their
base pay at the time of their annual performance review. |n addition, if an employee
receives an Qutstanding rating on their annual performance review they will also receive, at
the time of the nexi scheduled pay check and in accordance with the current Payroill
Schedule,.a separate.check that equates-to.iwo.and one.half. petcent {2.5%) of their new

base pay rate.

Employees at step seven are not eligible for an increase to base pay. However, i the
employee receives an Ouistanding rating on their annuai performance review they will
receive, at the time of the next scheduled pay check and in accordance with the current
Payroll Schedule, a separate check that equates to two and one haif percent (2.5%) of their
current base pay rate.

Short Term Merit Awards

A lump sum award of up to $1,000 may be granted for exceptional performance of a limited
duration based on meeting specified criteria, or for sel{-directed development efforts to learn
and apply new skills consistent with the Core Values of the Commission.

Pay Differentials

a. Pay Differentials may be assigned to individual positions within a classification to
recognize assignments which though difficult and specialized, do not warrant
reclassification to a new or different classification. Such assignments may include
without limitation:

. Special projects and assignments of a specified duration which entail added
respensibilities and the application of specialized knowledge and skill.

i Temporary exercise of supervisory responsibilities for compelling cperational
reasons when no supervisory position exists to perform them.

e Difficult, challenging, specialized workioad or other significant added
programs, eperations or administration responsibilities for which a
classification upgrade is not warranted.

b. Pay differentials may be authorized up to 15% above base pay. All assignments
will be approved in advance by the President and Chief Executive Officer based on
supportive documentation.

Pay Equity Adjustment/Increase

A pay equity adjustment increase may be approved to alleviate salary inequities between

employees in the same classification or supervisorial/femployee salary relationships that
cannot be resolved through near-term merit increases.
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To ensure that the Commission maintains the highest standards possible, it adopts these policies for

counseling and discipline. The administration of these policies involves the use independent judgment and

discretion by Commission management appropriate to the circumstances. These policies are not intended

to be all-inclusive or otherwise describe avery circumstance for which counseling and/or discipline may be
appropriate-—-Questions-concerning the-administration-of-these-policies-should - be-made directly to- Human e
Resources.

A, Constructive Counseling and Development

The basic purpose of counseling is to advise the employee of practices, behavior, or other
circumstances that may impede an employee’s performance or otherwise lead to discipline of the
employee, and offer guidance to the employee for purposes of improving performance. Counseling
is intended to be less formal than discipline to facilitate open communication between Commission
management and staff.

B. Discipline Process

The disciplinary precess is more formal and serious than counseling and should be utilized to
impose specific consequences for unsatisfactory performance, behavior, or other actions justifying
disciplinary action against an employee.

In administering the personnel policies governing discipline, the Cemmission distinguishes between
two classifications of employees — Management Employees and Regular Employees. Management
Employees may be terminated, demoted, or otherwise disciplined for cause without adherence to
procedures enumerated in these policies under the section entitled “Procedures for Disciplinary
Action Affecting the Pay of Regular Employees” (“Adminisirative Hearing Provisions”). Regular
Empioyees may be terminated, demoted, or otherwise disciplined in a manner affecting pay for
cause and in accordance with the Administrative Hearing Provisions of these poiicies.

C. Administration of Counseling and Discipline

In deciding whether counseling or disciplinary action is appropriate {o any situation under review,
Commission management shouid adhere to the foifowing basic procedure:

First, a determination should be made as toc whether any action{s] or inaction[s] by an employee
justifies the invocation of either the counseling or disciplinary process. In making this determination,
Commission management should refer to the section entitled "Causes for Counseling or Disciplinary
Action”, paragraph A (below) to determine whether the situation under review is reasonably related
to those items identified as causes for counseling and/or disciplinary action. The level of counseling
or discipline should bear a rationaf relationship to the seriousness of the unsatisfactory
performance, behavior, or ather inappropriate employee action. In administrating the appropriate
discipline, the Commission may consider all factors reasonably related to the situation under review,
including the sericusness of the situation necessitating discipline, prior counseling or other
disciplinary measures.

Second, i a determination is made that counseling or disciplinary action is appropriate, Commission
management should select the appropriate counseling or disciplinary process.
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Third, Commission management should determine whether the employee is a Regular Employee or
a Management Employee. In administering disciplinary actions affecting pay for Regular
Employees, Commission management shall follow the special procedures set forth in Administrative
Hearing Provisions of these policies in the section entitied “Causes for Counseling or Disciplinary
Action”.

Fourth;-in-the-administration-of-disciplinary actions-against Regular employees, who are also

members of the bargaining unit represented by Service Employees International Union (SEIU) Local
221, reference should be made to the Memorandum of Understanding between the Commission
and SEfU. In the event of a conflict between these policies and the Memorandum of Understanding,
the Memorandum of Understanding shall controf.

1, Causes for Counseling or Disciplinary Action

The Commission may take disciplinary action against an employee for those actions or
inactions that justify the discipline. The Commission does not adhere te rigid criteria in
determining whether to take disciplinary action against an employee, or which disciplinary
measure best addresses the situation under review. Rather, the Commission analyzes the
totality of the circumstances in making the appropriate disciplinary determinations. Grounds
for disciplinary action include without limitation:

Violation of the Commission’s policy prohibiting drug and alcohol abuse;

Violation of the Commission’s policy prohibiting untawful harassment and
discrimination;

c. Insubordination, including but not limited to, failure or refusal to cbey the orders ar
instructions of a supervisor or member of management, or the use of abusive or
threatening language ioward a supervisor or member of management;

d. Removal of equipment/supplies from Commission property for personal use;

. Falsifying or making a material omission on an employment application or on other
Commission records or documents;

f. Theft and deliberate or careless misuse, damage or destruction of any Commission
property or the property of any employee or Commission customer/visitor;

g. Actual or threatened physical violence, threatening, intimidating or coercing any
member of the Commission’s community, vulgar or abusive tanguage.

h. Possession or use of dangerous or unauthorized materials, such as explosives,
firearms or other similar items, while on Commission property, while on duty or
while operating a vehicle leased or owned by the Gommission;

i, Linsatisfactory performance, including but not limited to, inadequate quantity or
quality of work product, failure to compilete assigned tasks, lack of cogoperation;

. Excessive tardiness or absenteeism, including abuse of any of the Commission’s
policies or procedures relating to leaves or breaks;

K. Dishonesty;

I Sleeping while on duty;

m. Failure to follow instructions or safety guidelines.

n. Conviction of a felony, based upon the nature of the offense, when it occurred and

its relevance o the position;
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0. Violation of any Commission safety, health, security policy, rule or procedure, or
codes of conduct or otherwise conducting cheself contrary 1o the interests of the
Commission;
o Recording the work time of another employee or allowing any other employee to
record one’s own work time, or falsifying any time card, either one's own or another
employee's; S
q. Removing or borrowing Commission property without prior authorization;
r. Provoking a fight or fighting during working hours or on Commission property,
s. Causing, creating or participating in an unauthorized disrugtion of any kind during
working hours on Commission property;
t. Failing to notify a supervisoer when unable to report to work;
u. Unreported absence of three (3) consecutive scheduled workdays;
V. Failing to obtain permission to leave work for any reasen during normal working
hours;
w Failing to observe work schedules, including rest and meal periods;
X. Failing to provide a physician’s certificaie when requested or required to do so;
y Working overtime without authorization or refusing to work assigned overtime;
z Accepting bribes; and
aa. Any other conduct of a reasonably serious nature.
2. Types of Counseling

The Commission recognizes two basic types of counsseling — oral and written. Each form of
counseling is described below and may be used as necessary to correct unacceptable actions
or inactions before the imposition of discipline.

a. Oral Counseling

Oral counseling is the most common form of counseling and should be used as often
as reascnably necessary o advise employees of relatively minor practices, behavior,
or other circumstances impeding an employee’s performance or otherwise likely to
lead to more progressive discipline. Oral counseling should be offered in a manner o
correct the performance and/or behavior inducing the oral counseling. Oral
counseling may be relied upen in any subsequent disciplinary action.

b. Written Counseling

Written counseling is a more formal and serious expression of employee counseling
that may be used where either oral counseling has proved ineffective ar the gravity of
the situation justifies written counseling. Na specific form is reguired for written
counseling, but it should generally describe the circumstances precipitating the
counseling along with the recommended remediat action. Written counseling may be
relied upon in any subsequent disciplinary action.
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3. Types of Disciplinary Actions Not Affecting Pay

Discipline does not have ic affect the pay of an empioyee, but rather may be used to correct
unsatisfactory actions or inactions prior to the imposition of more severe discipline, or to hold
the status quo while an investigation is made of a matter potentiaily necessitating the

imposition of discipline affecting an employee’s pay.

a. Written Reprimand

A written reprimand is the lowest form of discipline, but is more serious than either
oral or written counseling. A written reprimand should clearly state the reason it is
given {o an employee, as well as, describe the potential ramifications to the employee
for not correcting the deficient behavior, actions, or performance.

b. Suspension Pending Investigation

A suspension pending investigation is a not iiself a form of disciplinary action, but
rather a means for preserving the status quo while the Commission investigates a
matiter that might lead te disciplinary proceedings. During a suspensicn pending
investigation, the employee continues to receive his/her pay. The suspension should
not exceed thirty (30) calendar days, and should be conducted as scon as reasonably
practicable,

Upon completion of the investigation, the Commission should notify the employee
whather any disciplinary action will ensue because of the investigation. In the event
that the Commission deems disciplinary action appropriate, it shall notify the
employee of the intended disciplinary action and proceed in accordance with those
procedures governing the relevant disciplinary action.

4. Types of Disciplinary Action Affecting Pay

Disciplinary actions aifecting pay may take a variety of forms depending upon the severity of
the circumstances under review. The following are the available forms of discipline affecting
pay recognized by the Commission:

a. Suspension Without Pay

A suspension without pay is a form of disciplinary action appropriate in which a non-
salaried employee is suspended from employment without pay for a period not to
oxceed thirty (30) calendar days. A suspension without pay is only applicable to non-
salaried employees, as defined within the Fair Labor Standards Act and implementing
regutations.

Salaried employees, as defined under the provisions of the Fair Labor Standards Act
and implementing regulations, shall not be suspended without pay, except if such a
suspension is imposed in goed faith for infractions of safety rutes of major
significance. Safety rules of major significance include only those relating to the
prevention of serious danger fo the work place and/ar other employees. Exempt
status employees are, in general, not disciplined by piecemeal deductions from their
pay, but are terminated, demoted or given restricted assignments.
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b. Salary Reduction

A salary reduction is a reduction in an employee’s salary imposed for disciplinary
reasons. A salary reduction should be used in those situations where employee
misconduct justifies significant discipline short of termination or disciplinary demotion.

oG Disciplinary-Demotion

A disciplinary demotion is a formal demotion of an employee from a higher position to
a lower position, which carries with it a commensurate reduction in salary. The
Commission may impose a disciplinary demotion o address inappropriate employee
behavior, as well as, unsatisfactory performance. This form of discipline may be
appropriate for employees who are not performing in a satisfactory manner in a
higher classification, but would perform satisfactorily in a lower classification.

d. Dismissal

A dismissal is the formal severance of an employee from employment with the
Commission. A dismissal may be appropriate even when the Commission has the
option of electing efther a salary reduction or a disciplinary demotion.

D. Procedures of Disciplinary Action Affecting the Pay of Regidar Employees

Actions directly affecting the pay of Regular Employees shall be conducted in accordance with the
procedures specified in this Section.

1. Notice of Intent Procedure

Prior to disciplinary action becoming efiective, the Chief Executive Officer or designee shail
issue a Notice of Intent to Take Disciplinary Action in connection with a Suspension Without
Pay, Salary Reduction, Disciplinary Demotion, or Dismissal for cause. The written Notice of
intent must be served in person or by registered mail within a reasonable period following the
incident and at least ten (10) workdays prior to the disciplinary action becoming effective.

The Notice of intent shall include:

Disciplinary action 10 be taken;
Effective date of the action;

Statement of the cause thereof;

o o T

Concise statement ciling the causes for discipling, explanation of the employee’s acis
or orrissions, the reasons for the discipling, including reference {o the appropriate
Personnel or Housing Commission policies, and a statement that materials upon
which the discipline is based will be made available if requested;

e. Statement advising the employee of his/her right to an evidentiary hearing;
f. Statement advising the empioyee of the right to representation at his/her separate cost.

2. Employee Response to Notice of Intent

An employee may respond verbally or in writing (and if verbally, follow up with written
confirmation) to a Notice of Intent to Take Disciplinary Action during the period between the
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service of notice and the effective date of disciplinary action. The response shall be delivered
to the Chief Executive Officer or designee as specified in the Notice.

3. Meeting to Address Employee Response

a. The date and time to appear in response 1o the intended action shall be mutuafly
arranged-without delay. - The-empioyee shall have the right 0 be represented in
connection with making a response to the intended action at his/her separate cost.
The noticed disciplinary action shall not become effective prior to the employee
presenting his response to the intended action and a decision being made on the
intended action by the Chief Executive Officer or designee.

¢ The meeting shall be conducted informally.
e The employee may present any additional relevant facts.
b. After full consideration of the employee's response, the Chief Executive Officer or

designee may withdraw, modify or confirm the intended action and serve a Final
Notice of the disposition to include:

A summary of the Notice of Intended Action and the result of the decision;
+ A statermnent of the final disciplinary action taken;
¢ The effective date of the disciplinary action, i any;
+ A statement of the employee’s right to an evidentiary hearing.
c. The Chief Executive Officer or designee may elect to promptly schedule an

evidgentiary hearing on a Notice of Intent to Take Bisciplinary Action without the
hecessity of holding the informal meeting described in subparagraph (C){1) hereof. If
the Chiet Executive Officer or designee elects to follow this procedure, the noticed
disciplinary acticn will not become effective uniess and until the evidentiary hearing
procedure described in subparagraph (D) of this personnel policy resulis in an
adverse decision against the employee. The procedures described in subparagraph
{D) shall govern the evidentiary hearing, and such evidentiary hearing will be
scheduled in a manner reasonably calculated to provide the employee with sufficient
time to prepare a defense to the Notice of Intent to Take Disciplinary Action.

4. Evidentiary Hearing
a. Discipline Affeciing Pay:

Within ten (10) workdays of service of Notice of Final Disciplinary Action Taken, the
employee may file a written request for an evidentiary hearing in person or by
registered mail to the Chief Executive Officer. The evidentiary hearing shalt be
conducted as follows:

i. Upon an employee’s filing of a request for evidentiary hearing, the Chief
Executive Officer or designee shall retain the services of a neutral third party to
act as an administrative hearing officer. The administrative hearing officer shall
not be an employee or affiliate of the San Diego Housing Commission. The Chief
Executive Officer or designee shall endeavor to obtain the consent of the
employee in the choice of administrative hearing officer, and the San Diego
Housing Commission shall pay all costs of the administrative hearing officer. The
employee has the right to retain, at histher separate cost, counset to represent
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him/her at the evidentiary hearing. The hearing shall be infermal, and the rules of
evidence shall not strictly apply but should be used as guidelines to an orderly
administrative hearing. The San Diego Housing Commission and employee shall
have the right to present evidence, examine witness and cross-examine
witnesses. Upon closing the administrative hearing, the administrative hearing
officer shall make written findings of fact, conclusions of the applicability of the

- facts-to the-relevant personnel policies;-and-a-recemmendation either affirming or
reversing the Notice of Final Disciplinary Action Taken. The decision of the
administrative hearing officer shall be made in writing within ten {10) business
days from the closing of the administrative hearing.

If the employee chooses this process, the Chief Executive Officer shall make
a final determination based on a review of evidence and the administrative
hearing officer's recommendation with no further hearings. If the decision of
the administrative hearing officer is not accepted, the Chief Executive Ofiicer
shall state in writing the reason(s] why the decision was not accepted;

OR

i The employee may request a hearing as in procedure “a.” above except the
hearing shall be conducted by the Chief Executive Officer or designee. If the
Chief Executive Officer selects a designee 1o act as the administrative hearing
officer, the identity of such designee shall be disclosed to the employee
reasonably in advance of the adminisirative hearing.

iii. The hearing shail be held as soon as reasonably practicabte during business
hours and within reasonable time limits established by the Chief Executive Officer
or designee.

iv. The Chief Executive Officer's decision shall be final.
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The Commigsion recognizes the benefit of providing an orderly and expeditious method for resolving problems
which may arise from working relationships and conditions. It is the policy of the Commission to provide an
orderly method for handling problems and complaints in the interest of obtaining fair and equitable sofutions.

Employees shall be advised that using-this-process shail not affect their job status; security or relationship.
Employees can exercise this problem solving resolution process without retribution.

A. Except where a remedy is otherwise provided for by law, any employee shall have the right to present
a problem or complaint arising from his/her employment in accordance with the rules and regulations
of this policy.

B. All parties involved in the problem solving process must act in good faith and strive for objectivity,

while attempting to reach a solution at the earliest possible step of the procedure. Employees shall
have the assurance that bringing forward a problem or complaint will not result in reprisal of any
nature.

C. The Commission is commitied to ensuring a prompt and fair problem resolution process, including
any necessary investigation process, and wilt alfow employees to use Commission facilities and work
fime to deal with their problem or complaint and to go through the problem resolution process. The
use of any office time for this purpose shall not be excessive, nor shall this privilege be abused.

D. In gathering information on a problem or complaint, the employee may discuss the problemn or
complaint with employees immediately concerned after obtaining permission from their immediate
supervisor; and review of all documents, records or data ralated 1o the situation. A list of such
employees must be submitted to the Human Resources Manager in advance.

Upon ebtaining pefmissiom from their immediate supervisor, the employee shall be permitted {0 leave
the normal work area during on-duty fime for such time as is necessary o prepare a written complaint.

if any involved supervisor feels that the time requested would unduly interfere with an adequate level
of service, alternative arrangements may be made.

E. Certain time limits in the problem solving procedure are designed to seitle the problem or complaint.
The CGommission realizes, however, that occasionally the paities concerned may be unable to comply
with the established limitations. In such instances, the limitations may be extended upon the mutual
agreement of all parties concerned.,

F. When twg or more employees experience a common problem, they may initiate a single problem
solving process. if the employees de not have a common supervisor, the prokbiem or complaint shall
be presented to the director. If the employees work in separate divisions, the problem or complaint
shall be presented 1o the President and Chief Executive Officer.

Step 1: When an employee becomes aware that a problem exists, the employee shall discuss the matter
informaily with his/her immediate supetrvisor to try to resolve the problem.

Step 2: If a mutually acceptable solution cannot be reached in Step 1, the employee shall submit a complaint
in writing to the immediate supervisor and Human Resources. The immediate supervisor will try to
address and resolve the problem with the assistance of Human Resources.
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Step 3: if the problem cannot be resolved in Step 2 or the employee does not agree with his/her immediate
supetvisor’'s decision, he/she can file a formal written complaint with the department directer. Within a
reasonable timeframe, the department director will investigate the complaint, confer with persons
affected to the extent deemed necessary and meet with the employee in an attempt to resolve the
complamt and make a decision in writing. The decision will be given to the employes.

Step 4 if the empioyee is dissatisfied with the departmer&’t dxrector s dems;on he/she may request a review by
the President and Chief Executive Officer. The President and Chief Executive Otticer or desighee
shall review the complaint and render a written decision within a reasonable period of time. The
President and Chief Executive Officer’s decision shali be final and hinding.

Step 5: At any time througheut the complaint process, the employee may withdraw his/her complaint, if he or

she so chooses. The Commission will not encourage, discourage, or solicit the withdrawal of a
complain.
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The President and Chief Executive Officer, as Appointing Commission, may separate employees from
employment as necessary and as provided by these policies. Reasons for empioyee termination from
employment include dismissal by disciplinary action, resignation, death, non-disciplinary absence or disability,
retirement, and layoff.

A An employee who desires to terminate his/her employment should submit a written resignation at least
two (2) weeks before the intended resignation date.

B. In the case of the death of an employee, his/her estate shall be paid all wages or salaries and annual
leave accrued as though the employee had voluntarily terminated his/her employment.

A, The President and Chief Executive Officer may initiate non-disciplinary separation from employment
of an employee for reasons of physical or mental disability that cannot be reasonably accommodated,
job abandonment, failure to return to work following an approved leave, enforcement of the nepotism
policy or other similar non-disciplinary reasons. Employees in positions which require driving as an
essential duty may be subject to non-disciplinary separation from employment in the event of
denial/fexclusions of coverage by the insurance carrier or faijure to maintain a valid driver's license.

B. The President and Chief Executive Officer shall provide written notice to any Regular status employee
separated from employment for non-disciplinary reasons. The effective date of employment
termination may be determined by the President and Chief Executive Officer to be the last actual day
at work or the date the writien notice is signed or a future date. Upon receipt of notice of non-
disciplinary separation from employment, the employee may accept the decision or within ten (10)
calendar days submit a written request to the President and Chief Executive Officer for informal
reconsideration of the employment separation decision. Such request must include statement of {acts
or information which the employee believes will give the President and Chief Executive Officer good
reason to change the termination decision. The President and Chief Executive Officer will respond to
any such request for informal reconsideration.

An employee planning to retire shall submit a written notice at least thirty (30) days before the effective date of
retirement.

Although # is requested that an employee give ten (10) business days notice before resigning, if an employee
provides seventy-two hours {72) notice, the employee shall receive the final paycheck on the last day of work.
If {ess than seventy-two (72) hours notice is given, the Commission shall release the final check within
seventy-two (72) hours of when notice is given. :

If the employes is terminated involuntarily, a final paycheck will be provided on the day of termination.
| RETURN G

All employees are required to return all equipment, keys, 1D cards, emergency passes, uniforms and other
Commission property prior 1o leaving the Commission.
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in accardance with Federal law, employees and their families, at {heir expense, may have a temporary
extension of health coverage at group rates plus applicable administrative fees in certain instances where
coverage under the plan would otherwise terminate. Contact Human Resources for mere information
regarding this benefit.
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For business reasons, the Commission may need to restructure or reduce its workferce. H restructuring the
operaticns or reducing the number of employees becomes necessary, the Commission will attempt o provide
advance notice, if possible, to help prepare affected individuals. If possible, employees subject to layoff will be
informed of the nature of the layoff and the foreseeable duration of the layoff, whether short-term or indefinite.

In determining which employees will be subject to fayoff, the Commission will take into account, among other
things, operational requirements, the skill, productivity, ability, and past performance of those involved, and
also, when feasible, the employee’s iength of service.

The determination to lay off employees rests in the full discretion of the President and Chief Executive Officer
and the President and Chief Executive Officer’s decision is final and binding.

A. Seniority when used for layoff purposes is defined as the total length of continuous Regular service
with the Commission and authorized absence. The President and Chief Executive Officer may
authorize layoff of employees within the agency, a division, department or work unit as foliows:

When one or more employees performing in the same classification are to be laid off for fack of work,
reorganization, or purposes of economy, the order of layoff shall be as follows:

1. All Temperary employees within affected classification{s).

2. All Regular employees serving in a Temporary assignment in the affected classification shall
return o their Regular position/classification.

3. All introductory employees within affected classification(s) who have not completed the
introductory period.
4, All Regular employees based on work performance; those with best work performance will be

laid off last. Performance shall be defined as performance for the previous five (5) years of
continuous Regular service at the Commission. In the case of equal work performance
records, employees with least seniority shall be laid off first.

The names of Regular empioyees laid off shail be entered upon a re-employment list in the inverse
order that they are laid off. The person ranking highest on the re-employment list for a particular
classification shall be offered the appoiniment when a vacancy exists in that classification. Employees
on any re-employment list may accept a vacancy in a lower classification for which they are qualified,
and retain the right to fill the first vacancy which occurs in the classification from which they were laid
off. No introductory pericd shall be required for laid off employees who previously attained Regular
status upon re-employment from the list to their laid off class. Employees recalled from layoff shall
have prior accrued seniority restored.

Employees shall fose their seniority for the following reasons: (1) discharge, (2) resignation, (3} failure
to return to work when recalled from layoff as set forth in the recall procedure, (4) failure to return to
waork after expiration of a formal leave of absence, {5} retirement, and (6) layoff for a continuous
period of one (1} year.

Employees subject to layoff shall be given at least ten (10} workdays' written notice prior to the
effective date of layoff. It shali be clearly stated on all documents prepared in connection with the
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tayoff that the transaction in no way reflects on the employee's performance except that performance
shall be considered in determining order of layoif.
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Section II:

The Human Resources department shall maintain a personnel file for each employee. The Commission will
restrict access to and disclosure of personnel files to authorized individuals within the Commission who have a
legitimate business reason o see such files. An employee’s supervisor may review the personnel file of those
employees they supervise.

Each employee has a right to inspect his/her own personnel file or receive a copy of it. Employees may review
their own file upon request by scheduling an appointment with Human Resources at a mutually convenient
time. Files must be reviewed in the Human Resources office.

No adverse material shall be inserted into the employee's personnel file without notice to the employee.

The personnel files of employees shall be considered confidential. The President and Chief Executive Officer
or designee may review personnei files when considering employee performance for promotional
consideration. The President and Chief Executive Officer shall only release infoermation from personnel files
when lawfully ordered to do so. Creditors or other persons may obtain access as authorized in writrng by the
employee.

The Cammission will maintain confidential employee medical records, working files, (e.g., workers'
compensation, payroll, pre-employment reference checking, wage garnishment, grievance investigations and
resolutions, preliminary disciplinary action inquiries, unsubstantiated citizen comptlaints, civil rights complaints}
and other matters which are separate from the personnel files.

MEDICAL ¢

The employee or representative with written authorization from the employee may examine the employee's
medical records and other warking fites with the exception of pre-empioyment reference check files and
prefiminary disciplinary action inquiries.

Employee medical records and related working files about employees shall be confidential. The President and
Chief Executive Officer shall only release information from medical records to consukiing physicians, workers'
compensation representatives or employee assistance plan consultants with a need for such information and
with the proper authorization. Information from employee files shall only be released to other government
agencies in the conduct of oifictal business.

Upon termination, the personnel file, medical records file and other working files related to an employee may
be consolidated for record-storage purposes and with the appropriaie restricted access.

Information other than confirmation of dates of employment, final pay rate and job title shafl not be provided in
response to employment reference checks or creditor inquiries except as authorized by the former empioyee
and as permitted/required by law. These limitations shall also apply to other government agencies acting as
potential employers of former Commission employees. information may be released to other government
agencies in response 1o their inquirtes in the conduct of official business.

The President and Chief Executive Officer may eliminate or destroy the records of former employges within
the requirements of law or regulation and as administratively appropriate.
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The Commission may refuse to hire relatives of present employees if doing so could result in actual or
potential problems in supervision, security, safety, or morale, or if doing so would create an actual conflict of

interest or could create potential conilicts of interest.

Please reference Administrative Regulation 701.400 for more detailed information.
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The Commission offers non-represented employees a telecommuting alternative to their regular onsite work
schedule. Telecommuting provides non-represented employees with an opportunity 1o work from an
aliernative work environment instead of the primary location of the Commission. Telecommuting must be pre-
approved by the employee's supervisor and cannot be iniliated without a Telecommuting Agreement.

Section lI:

g

A. The Cammission retains the right in its sole discretion to designate positions that are appropriate for
telecommuting and approve non-represented employees for telecommuting. Telecommuting is a
privilege and may not be appropriate for all non-represented employees. Telecommuting does not
change the conditions of employment or required compliance with all Commission policies and
procedures.

B. The Commission reserves the right to change or terminate the Telecommuting Agreement at any
time, without cause or advance notice. A non-represented employee’s ability to work under a
Telecommuting Agreement rests in the sole discretion of the Commission.

C. If a non-represented emplayee wants to reguest a Telecommuting Agreement, he or she should
contact his or her supervisor and request a Telecommuting Reguest form. '

D. Telecommuting Safety: The Telecommuter is solely responsible for ensuring the safety of his or her
alternative work site. However, because the Commission is legally obligated to provide its employees
with a workplace that is free from hazards that might cause sericus harm or injury, the Commission
reserves the right to periodically inspect the telecommuter's aiternative work site. Any such inspection
will be preceded by advance notice and an appointment will be scheduled. Telecommuters are
protecied by the Commission’s workers’ compensation insurance. As such, telecommuters are
required to immediately report any injuries that occur while working.

E. The telecommuter shall be liable for any injuries that occur to third parties at or around the
telecommuter’s alternative work site.

F. Telecommuting Plan: All telecommuters will be required to sign a Telecommuting Agreement with
their supervisor that includes the days and work hours {as applicable) of the telecommuter; equipment
the Telecommuter will need; how the Telecommuter will communicate with the Commission; use of
support or administrative staff; and other appropriate information.

G. Hours of Work: Unless otherwise agreed in the Telecommuting Agreement, hours and days of work
will not change. Employees agree to diligently engage in official work related activities only during
work hours. Telecommuiing is not intended as a substitute for child care or care for another adult. If
a child or aduit needs care during work time, ancther responsible individual is expected to be present.

H. Aitendance at Meetings: Telecommuters are expected to attend all required meetings.
N Cosis Associated with Telecommuting: The Commission shalf not incur additional costs due to a

Telecommuting Agreement. The Telecommuting Agreement will specify any costs the Commission
will cover. All other expenses are the responsibility of the Telecommuter.
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A The days listed below shall be considered holidays for all Regular full-time Commission employees
who shall be entitled 10 take the leave without deduction in pay. Regutar pari-time employees'
compensated holiday time shall be equivalent to one-fifth (1/5) the number of regularly scheduled
hours in that employee's workweek during which the holiday occurred.

January 1 - New Year's Day

Third Monday in January - Martin Luther King, Jr. Day
Third Monday in February - Washington's Birthday
March 31 — Cesar Chavez's Birthday

Last Monday in May - Memorial Day

July 4 - Independence Day

First Monday in September - Labor Day

November 11 - Veteran's Day

Thanksgiving Day

Friday following Thanksgiving Day

December 25 - Christmas Day .
Every day or part of a day desighated by the Commission to be a holiday.

e o & & & & & » H 8 0O @

B. When a holiday as identified above falis on a Sunday, the following Monday shall be observed as a
holiday.

G. When a holiday as identified above falls on a Saturday, the preceding Friday shall be ohserved as a
holiday.

D. Holidays which fall while an employee is on annual leave shall be counted as a holiday and not
charged to annual or sick leave,

E. If holiday work is assigned and authorized, that time worked shall be reimbursed at the rate of che and
ohe-half (114) times the regular hourly rate plus the holiday pay to which the employee is entitled.

F. In order to be eligible for holiday pay, an employee must be either at work or on paid leave of absence
oh the regularly scheduled workday immediately preceding the haliday or day obsetved in lieu of the
holiday and the regularly scheduled workday immediately following the holiday or day observed in lieu
of the holiday. No employee who is on suspension or unpaid leave of absence on either the regularly
scheduied workday immediately preceding or immediately following the hofiday or day cbserved in lisu
of the holiday shall receive compensation for said holiday or day observed in fieu of the holiday.
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Annual Leave is compensated leave for eligible employees who are absent because of illness, injury, medical
or dental care appointments, or personal business or whe utilize time off as personal vacation. A doctor's
statement may be required for any period of sick leave as described under Sick Leave.

Each Regular full-time employes, shall earn annual leave credits as follows:

Years of Service Hours per Month Days per Year
v e 4 oor 12.00 hours 18 days
S}?g:,lngnrﬂ%; f1gleysear 14.67 hours 22 days

al
g e 4 ey | 17:33 hours 26 days
E}erg:,lngnhmt?l; ;t;e;eir 18.67 hours 28 days
f:g:nniﬂg of the2g" 20.00 hours 30 days

Annual leave accrual shall be pro-rated for part-time Regular employees.

An employee appointed from Temporary non-benefited status directly to Regular or Temporary benefited
status or within one (1) year of separation service shall receive service credit toward annual leave accrual for
the period of continuous Temporary non-benefited employment immediately preceding appointment.

Upon rehire to a Regular or Temporary benefited position following a break in service of less than three (3)
years, all previously counted service toward annual leave shail be restored.

A,

Credits Accumulated During Leave

Total annual leave granted may hot exceed the amount posted to an employee's account as of the
last day worked preceding leave. Annual leave credits will continue to accrue while on paid leave, and
can only be used as earned. Annual leave credits are not earned during periods of unpaid leave.

Approval of Leave Requests

Employees may request use of accrued annual leave in writing or by email up to one (1) year prior to
dates scheduled and shalf recelve a response, in writing, within ten {10) calendar days of such
request. Authorization for time off shalt be determined by the supervisor based on staffing
requirements. Authorization shall not be unreasonably withdrawn once approved.

Notification of Absences

It is the respensibility of each employee to notify hisfher immediate supervisor in advance of any
absence for scheduled medical appoiniments or other anticipated absences; or as soon as possible
on the first day of absence if the absence is unscheduled. The empioyee shall notify the supervisor
when he/she expects to return to work. A doctor's statement may be required for any period of annual
leave when used for #lness.
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Maximum Accumulation

The maximum accumulation of annual leave for employees hired before July 1, 1994 is six hundred
fitty {650) hours; while employees hired on or after July 1, 1894 may not accumulate more than three
hundred fifty (350) hours,

An employee may not accumulate over his/her maximum accumulation amount at any time: i an
employee has accumuiated hours over the maximum allowed, any further accumulation of annual
leave stops.

Pay in Lieu of Annual Leave

Supervisors may make up to two (2) requests for payment in lieu of annual leave each fiscal year.
The total of both requests cannot exceed one hundred twenty (120) hours. Requests for payment in
lieu of annual leave may be made if the employee has sufficient hours of earned leave credits and
meets the following conditions:

1. Has taken at least five (5) days (forty (40} hours for fuli-time employees) of annual leave
during the previous twelve (12) months; and

2. After receiving the requested number of hours in lieu of annual leave retained at least twenty-
four {24) hours of earned annual leave crediis.

Non-supervisory employees may make up to iwo {2) requests for payment in lieu of annual leave each
fiscal year. The total of both requests cannot exceed eighty (80) hours. Requests for payment in lieu
of annual leave may be made if the employee has sufficient hours of earned leave credits and meets
the following conditions:

1. Has taken at least five (5) days (forty (40) hours for full-time employees) of annual leave
during the previous tweive (12) months; and

2. After receiving the requested number of hours in lieu of annual leave retained at least twenty-
four (24) hours of earned annual leave credits,

Pay Off at Termination

An employee whose service is terminated shall be entitled o receive the eguivalent amount of pay for
annual leave accrued, but not taken, up to the maximum allowable accumulation of hours. Such
payment shall be made in a lump sum,

Catastrophic Leave Program

The Commission has established a catastrophic leave plan for Regular employees. Where in the
judgment of the President and Chief Executive Officer or desighee special circumstances validate the
need, employees may at their option donate leave to another Regular employse who has exhausted
all annual feave. Any accrued annual leave time may be donated.

A catastrophic iliness shall be defined as any illness, medical condition or injury that incapacitates, or
is expected to incapacitate an employee or an employee’s immediate family member and that requires
the employee’s personal attention for an extended period of time.

Leave may be donated as frequently as the donor desires but must be donated in full day increments
only. Donated leave shalt be transferred to a leave account for the recipient's use.
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In order {o qualify for the receipt of donated leave under this program the employee must satisfy the
following conditions:

1. Be on an approved unpaid leave of absence due to a catastrophic illness or medical condition
.of the empioyee or the employee’s immediate family member.

2. Provide sufficient information, in writing, to Human Resources or designee, to conclude a
catastrophic iliness or medical condition exists. Such information or correspondence shall be
treated in a highly confidential manner due to the sensitivity of the personal/medical nature of
the request.

3. Must have exhausted all annual available to him/her.

All Regular employees may benefit from leave donated under this program. The recipient of
catastrophic leave credits retains all future rights and interest in the leave donated, credited to their
account, under this prograrm.

Catastrophic leave is only donated as time, not dollars, i.e.; a donor may donate 8 hours of accrued
annual leave to a recipient as catastrophic ieave. The recipient may use the leave donated in any
amount and will be paid for each hour based on the recipient’s current salary, regardiess of the
donor's salary level. At no time may denations received under the Catastrophic Leave Program be
accrued and cashed-out if not used.

An employee who is on catastrophic leave must receive a minimum of one eight {8)-hour day and a
maximum of six (8) eight (8)-hour days from the accrued annual leave balance of employee(s)
authorizing such donation in writing. Annual Leave transfer donations are irrevocable. The President
and Chief Executive Officer may establish guidelines for implementing such transfers of leave.

1. The total transfer credits accumulated by an employee shall not exceed the maximum
accumulation of hours for that employee per the Annual Leave Policy.

2. Accumulations in excess of the maximum may be considered and approved by the President
and Chief Executive Officer.

H. Family Sick Leave

Pursuant to AB109 Family Sick Leave, effective January 1, 2000, an emptoyee is entitied 1o use up 1o
one-half {1%) the hours of annual leave to which the employee is eligible and has accrued in the
calendar year, to attend to the illness or medical need of the employee’s child, spouse or domestic
partner, or parent, as specified by law.

i Family Medical Leave Act (FMLA) and California Family Rights Act (CFRA)

For employees qualifying under the FMLA and CFRA, accrued annual leave up to twelve (12)
workweeks shall be provided to care for a serious iliness of the employee, and the employee’s child,
spouse or domaestic partner, or parent as specified by the Act. In addition, for employees qualifying
under the CFRA, accrued annual leave up to twelve {12) workweeks shall be provided to bond with a
newborn, adopted or newly placed foster-care child.
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Policy #: 303 '

A. Subject to supervisorial review and approval, an employes may take leave withoui pay instead of annual
leave.
B. An employee may request an unpaid leave of absence, if needed for compelling reasons. The

employee shall submit to the Commission a Leave of Absence Request Form at least thirty (30) days
before the desired leave date, stating the reason for the leave and the length of time being requested.
Upon return to work from an approved leave of absence, the Commission will make a reasonable
effort to reinstate the employee in the same or a similar position.

C. Leaves of absence without pay shall aiso be granted as reguired by law for family care or medical
leave due to, among other things, birth or adoption, including foster care placement of a child: care for
serious health condition of employee's parent, spouse or domestic pariner, or child; employee’s
serious heaith condition, or other lawfully specified purposes.

Entitlement to leave or benefits, as well as, definitions of child, parent, spouse or domestic partner
shall be in accordance with the California Government Code 12945.2 of the Family Rights Act of 1981,
and Title |, Sections 101-109 of the US Family Care and Medical Leave Act of 19983,

D The President and Chief Executive Officer may, in exceptional cases, extend a leave for an additional
pertiod not to exceed one (1) year. Only one extension may be granted and only in cases of iliness or
disability.

E. Immediately prior to, or at the time of return o active duty from employee iliness or disability leave, the

employee shall submit a statement from a physician certifying that he/she is released to return to
work. Reasonable accommodation will be made to an employee released with work restrictions or
fimitations.

F. When an employee has been granted a leave without pay and desires to return before expiration of
such leave, the employee may be required to give reasonable notice.

G. Failure to report for active duty after a leave of absence has expired or has been disapproved or
revoked, or any other failure to report for duty as scheduled, may at the optlicn of the President and
Chief Executive Officer, be considered as automatic resignation.

H. A leave of absence for any of the reasons stated by the employee may be revoked by the President
and Chief Executive Officer upon evidence that the cause for granting feave was misrepresented or
has ceased o exist.

1. Employees may not accrue annual leave credits while on "Leave Without Pay". Unpaid leaves of
absence longer than thirty (30} calendar days shall delay and extend day-for-day the period of
satisfactory service necessary for pay step advancement,

J. Premiums required under the employer's health, life and dental insurance programs shall not be paid
by the employer white the employee is on "leave without pay” status beyond the provisions of the plan
document and as required by law. Employees may coordinate with Payroll to make contributions
toward premiums if allowable by plan provider to continue bensfits during leave without pay (as
provided by C.O.B.R.A)).

It an employee is determined eligible for leave and elects to continue medical coverage, the

Commission shall pay the premium to continue the current medical plan coverage to the extent
required by law.
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If, in the opinion of the Commission, an employee is unable to properly perform the duties of his/her
positicn on account of injury, iliness, disability or impairment, the employee may be required to submit
himself/herself to an examination by a physician, designated or approved by the President and Chief
Executive Officer. If the report of the physician shows the employee unabie to perform his/her
essential duties, the employer may compel the employee 1o take sufficient leave of absence until such
time as the employee is able fo satisfactorily perform his/her essential duties with or without
accommuodation. If an empioyee is unable to perform his/her essential duties for an extended period
of time, he/she will be subject to termination. Reasonable accommodation for a limiting condition will
be made where possible prior to mandatory leave of absence or termination of employee with an
iliness or disability that cannot be reascnably accommodated.

General

Under the Federal Family and Medical Leave Act (FMLA) and the California Family Rights Act
(CFRA), employees who have maore than twelve (12) months of service with a covered employer, and
have worked at least 1,250 hours in the preceding twelve (12)-month petiod, may have the right to an
unpaid family or medical leave. This leave may be up io twelve (12) workweeks in a twelve {12)-
month pericd for the employee’s own serious health condition or that of the employee’s child, parents,
spouse or domestic partner; for the birth, adoption, or foster care placement of the employee’s child;
or for a "Qualifying Exigency Relating to Military Service” for the employee’s spouse, san, daughter,
parent, or next of kin, as defined by the rules and regulations of the Department of Labor’s
amendment to the FMLA.

Calculating Family Medical Leave

For purposes of calculating the twelve (12)-month period during which twelve (12) weeks of leave may
be taken, the Commission uses a roling twelve (12)-month period, which means each time an
smployee takes family leave, the remaining leave entitlement is any balance of the twelve (12)
workweeks that has not been used during the immediately preceding twelve (12) months. No
carryover of unused leave from one twelve (12) -month period to the next twelve (12)-month period is
permiited.

For employees working more or fewer than five (5) days a week, or working alternative work
schedules, the number of working days that make up the twelve (12) weeks of leave is calculated on a
pro rata or proportional basis.

Under most circumstances, leave under federal and state law will run at the same time and the eligible
employee will be entitled to a total of twelve (12) weeks of family and medical leave in the designated
twelve (12)-month period.

Pregnancy Disability Leave (PDL) and FMLA/CFRA

If an employee is disabled by pregnancy, childbirth or related medical conditions, she is entitled to
iake a pregnancy disability leave (PDL) of up to four (4) months, depending on the period(s} of actual
disability. Leave because of the employee’s disability for pregnancy, childbirth or refated medical
condition is not counted as time used under CFRA. Time off because of pregnancy disability,
childbirth or related medical condition does count as FMLA leave. Employees who take time off for
pregnancy disability and who are eligible for Family Medical Leave will also be placed on Family
Medical Leave that runs at the same time as their PDL. Once the pregnant employee is no longer
disabled, she may apply for leave under CFRA, for purposes of baby bonding.
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Intermittent Family Medical Leave

Any leave taken for the birth, adoption, or foster care placement of a child does not have 1o be taken
in one continuous peried of time. CFRA leave taken for the birth or placement of a child will be
granted in minimum amounts of two (2) weeks. However, the Commission will grant a request for
CFRA leave (for birth/placement of a child) of less than two (2) weeks’ duration on any two occasions.
Any leave taken must be concluded within one (1) year of the birth or placement of the child with the
employee.

Employees may take Family Medical Leave intermittently {in blocks of time, or by reducing their
normal weekly or daily work schedule) if the leave is for the serious health condition of the employee’s
child, parent, spouse or domestic pariner, or of the employee, and the reduced leave scheduie is
medically necessary as determined by the heaithcare provider of the person with the serious health
condition; and/or ased on the Department of Labor's rules and regulations pertaining to qualifying
military exigencies. The smallest increment of time that can be used for such leave is one (1) hour.

Notice Reguirements

if possible, the employee must provide at least thirty (30) days’ advance notice for fareseeabie events
(such as the expected birth of a child, the employee’s own planned medical treatment or for a family
member, or qualifying military exigencies). For events that are unforeseeable, the employee must
notify the Commission, at least verbally, as soon as he or she learns of the need for the leave. Failure

-to comply with these notice rules is grounds for, and may resuit in, deferral of the requested teave until

the employee complies with this notice policy. The employee must consult with his or her supervisor
regarding scheduling of any planned medical treatiment or time coff for a gualifying military exigency in
order to minimize disruption to the Commission’s operations. Any such scheduling is subject to the
approval of the healthcare provider of the employee or the healthcare provider of the employee’s child,
parent, spouse or domestic partner, or per notification of a qualifying military exigency.

Secand Opinion

If the Family Medical Leave request is made because of the employee’s own serious health condition,
the Commission may require, at its expense, a second opinion from a health care provider that the
Commission chooses.

If the second opinton differs from the first opinion, the Commission may reqguire, at its expense, the
employee o obtain the opinion of a third health care provider designated or approved jointly by the
Commission and the employee. The opinion of the third health care provider shall be considered final
and binding on the Commission and the employee.

Certification Requirements

The Commission requires the employee to provide certification within fifteen (15) days of any request
for Family Medical Leave, unless it is not practical to do so. The Commission may require re-
certification from the health care provider if additional leave is required.

If the leave is needed to care for a sick child, spouse or domestic partner, or parent, the employee
must provide a certification from the health care provider stating:

Date of commencement of the serious health condition;

Probable duration of the condition;

Estimated amount of time for care by the health care provider; and

Confirmaticn that the serious health condition warrants the participation of the employee.

2 © 8 @
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When both parents are employed by the Commission, and request simultaneous leave for the birth or
placement for adoption or foster care of a child, the Commission will not grant more than a total of
twelve (12) workweeks of family/medicatl leave for this reason.

If an employee cites his/her own serious health condition as a reason for leave, the employee must
provide a certification from the health care provider stating:

+ Date of commencement of the serious health condition;

s Probable duration of the condition; and

» [nability of the employee to work at all or perform any one ot more of the essential functions of
his/her position because of the serious health condition.

The Commission will require certification by the employee’s health care provider that the employee is
fit to return to his or her job.

Failure to provide certification by the health care provider of the employee’s fitness to return to work
will delay the reinstatement of the employee until the certificate is obtained.

Continuation of Health Benefits

An employee taking Family Medical Leave will be allowed to continue participating in any health and
welfare benefit plans in which he/she was enrolled before the first day of the teave (for a maximum of
twelve {12) workweeks) at the level and under the conditions of coverage as if the employee had
continued in employment for the duration of such leave. The Commission will continue to make the
same premium contribuiion as if the employee had continued working. The continued participation in
health benefits begins on the date leave first begins under FMLA (for pregnancy disability leaves) or
under the FMLA/CFRA (for all other family care and medical leaves). in some instances, the
Commission may recover from an employee premiums paid to maintain health coverage if the
employee fails to return to work following Family Medical Leave.

Employees on Family Medical Leave who are not eligible for continued paid coverage may continue
their group health insurance coverage through the Gommission in conjunction with the federal COBRA
guidelines Employees should contact Human Resources for further information. Payment is due
when it would be made by payroll deduction.

Return to Work

Under most ¢ircumstances, upon return from Family Medical Leave, an employee will be reinstaled to
his or her original Job or to an equivalent job with equivalent pay, benelits, and cther employment
terms and conditions. However, an employee has no greater right to reinstatement than if he or she
had been continucusly employed rather than on leave. For example, if an employee on Family Medical
L.eave would have been laid off had he or she not gone on leave, or if the employee’s job is eliminated
during the leave and no equivalent or comparable job is availabie, then the employee would not be
entitled to reinstatement. in addition, an employee’'s use of Family Medical Leave will not result in the
loss of any employment benefit that the employee earned before using family/medical leave.

Pregnancy, childbirth, or related medical conditions will be treated like any other disability, and an employee
on leave will be eligible for temporary disability benefits in the same amount and degree as any other
employee on leave.
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Any female employee planning to take PDL should advise the Commission as early as possible. The
individual should make an appointment with the Comimission to discuss the following conditions:

A,

Employees who need to take PDL must inform the Commission when a leave is expected to begin
and how long it will likely last. if the need for a leave or transter is foreseeable, employees must
provide notification af least thirty (30) days before the PDL or transfer is to begin. Employees must
consult with the Commission regarding the scheduling of any planned medical treatment or
supervision in order to minimize disruption to the operations of the Commission. Any such scheduling
is subject to the approval of the employee’s healthcare provider. If thirty (30} days’ advance notice is
not possible, notice must be given as soon as practical.

Upon the request of an employee and recommendation of the employee’s physician, the employee’s
work assignment may be changed if necessary 1o protect the health and safety of the employee.

Requests for iob transfers will be reviewed and will be reasonably accommaodated.
Temporary transfers due to health considerations will be granted when possibie.

PDL usually begins when ordered by the employee’s physician. The employee must provide the
Commission with a certification from a health care provider., The certification indicating disability
should contain:

» The date on which the employee became disabled due to pregnancy;

¢ The probable duration of the period or periods of disability; and

¢ Astatement that, due to the disability, the employee is unable to perform one or more of the
essential functions of her position without undue risk to herself.

The Comimission will require certification by the employee’s heaith care provider that the employee is
fit to return to his or her job.

An employee will be allowed to use accrued annual leave (if otherwise eligible to take the time) during
a PDL.

Duration of the lsave will be determined by the advice of the employee's physician, but employees
disabled by pregnancy may take up to four (4) months. Part-time employees are entitled to leave on a
pro rata basis. The four {4) months of leave inciudes any period of time for actual disability caused by
the employee’s pregnancy, childbirth, or related medical condition.

Leave does not need to be taken in one continuous period of time and may be taken intermittently, as
needed. Leave may be taken in increments of one {1} hour.

Employees on PDL who are eligible under the federal or state family and medical leave laws, are also
eligible to maintain group health insurance coverage for up to a maximum of twelve {12) workweeks {if
such insurance was provided before the leave was taken) on the same terms as if the employee had
continued to work. If the employee is ineligible under the federal and state family and medical leave
laws, while on pregnancy disability the employee will receive continued paid coverage on the same
basis as other medical leave that the Commission may provide and for which the employee is eligible.
In some instances, the Commission may recover premiums it paid to maintain health coverage if the
employee fails to return to work following pregnancy disability leave.

If the employee is on PDL and not eligible for continued paid coverage, or if paid coverage ceases
after twelve (12) workweeks, the employee may continue group health insurance coverage through
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the Commission in conjunciion with federal COBRA guidelines. Contact Human Resources for further
information.

L. Under most circumstances, upon submission of & medical certification that the employee is able to
return to work from a PDL, the employee will be reinstated io the same posiiion held at the time the
leave began or to an equivalent position, if available. An employee returning from a PDL has no
greater right to reinstatement than if the employee had been continuously employed.

Regular employees shall be granted up to a maximum of three (3) consecutive days bereavement leave {o be
used in case of death in an employee’s immediate family. Immediate family shall include: domaestic partner,
spouse, son, daughter, father, mother, brother, sister, grandparent, grandchildren, step parent, step children,
mother-in-law, father-in-law, son-in-law, daughter-in-law, brother-in-law, sister-in-law, or the corresponding
relation by afiinity, and any dependent residing in the employee’s household at the time of death. The
employer may require that the employee provide proof of death and/or a signed affidavit from the employee
regarding the retationship of the deceased.

e

Leave in the case of death of persons other than “immediate family” may be granted upon approval of the
Commission. If granted, such leave may be charged to the employee’s accrued annual leave or unpaid at the
employee's option.

The Commission shall provide military leave in accordance with the California Military and Veterans' Code.

Any employee who has been in the service of the Commission for a period of not less than one (1) year
immediately prior to the date on which miltary leave starts shall be entitled ic paid military leave. Service with
the Commission and in the mifitary constiiutes service in a pubtic agency, and may be combined for the one-
year requirement. The maximum paid military leave entittement during any one fiscal year shall be no more
than the pay for a period of thirty (30) calendar days.

Upan return from active duty military leave under the conditions prescribed above, the employse shall present
military separation papers. Following medical examination by the Commission's examining physician, the
employee shall be returned to the position the employee left, or to a comparable position for which the
employee is gualified, as determined by the Commission.

Employees qualified under this policy may receive up to ten (10} unpaid days off when their military spouse is
on leave from military deployment.

A gualified employee is one who works for more than twenty (20) hours per week whose spouse is a member
of the Armed Forces, National Guard or Reserves who has been deployed during a period of military conflict.

The employee must provide Human Resources with notice within at least two (2} business days of receiving

ofticial notice that their spouse will be an leave from deployment and that he/she wishes to take leave. The
employee must also provide written documentation certifying the spouse will be on leave from deployment.
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Employees shall not be subject to corrective action for taking time off to perform emergency duty as a
voiunteer firefighter, peace cfficer or emergency rescte personnel. They are also eligible to take unpaid leave
for required training. i an employee is an official volunteer firefighter, they should inform the Commission that
they might have to take time off for emergency duty. When taking time off for emergency duty, the
Commission should be advised before doing so when possible.

INESS LEAVE

A, Employees summoned for jury duty or subpoenaed as a witness at a court trial shall receive
compensation at their regular rate of pay only for those hours required to serve which occur during
their regularly scheduled workweek.

B. In advance of the requested time off, employses shall present the jury duty summons or subpoenato
Human Resources. Upan return, employees shall submit documentation of attendance for those
dates.

C. If a subpoena is received without advance notice, and the employee is unable to submit appropriate

leave forms, the employee shall notify his/her supervisor as soon as possible and submit the
appropriate documentation upon return to work. If an employes is excused from jury duty and there
are still at least two (2) hours left to the scheduled workday, the employee shall teiephone the
supervisor to determine if he/she should return to work.

D. Any fee for such duty shall be retained by the employee.

TIME OFF T

The Commission supporis and encourages employees in their responsibilities as citizens to cast their ballots
in general election years. Under most circumstances, it is possible for employees to vote either before coming
to work ar after the end of the workday. [f the employee does not have sufficient time outside of working hours
to vote at a statewide election, a maximum of two (2} hours time off with pay at the beginning or end of the
regutar workday shall be given. The employee must request this time off at least two (2) working days before
the election if this time off is necessary.

- SCHOOL ViSITS LEAVE

Employees who are parents or guardians of any child in kindergarten or grades one {1) to twelve (12) are
allowed up to eight (8) hours unpaid fime off per month, per child, with a maximum of forty (40) hours per
school year, to participate in any child's school activities.

A, Employees must provide their supervisor with reasonable notice for the planned time off.
B. Employees may elect to use avalilable annual leave to cover the time taken for the school visit(s).
C. Employees must provide, upon the Commission's request, written verification from the school of

parental participation specifying the date and time of the activity.
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An employee may be approved to receive paid or unpaid leave from regularly scheduled work to attend
courses, seminars, workshops or conventions that enhance, improve or add to the knowledge, skilis and
performance of the employee in the employee's employment with the Commission.

The determination as to when and whether an employee is granted a paid or unpaid leave shall be made by
the Presidert and Chief Executive Officer or designee. Employee requests for such leave shall be submitted
in writing in advance, in a timely manner,

O

An employse may be granted paid Discretionary Leave time off of up to three {3} calendar days for exceptional
performance and/or acknowledgement of extraordinary work on behalf of and in pursuit of the Commission’s
mission. Discretionary Leave may be granted in increments of one (1) hour periods up to twenty-four (24) -
three (3) eight (8)-hour days.

MINISTRATIVE LEAY

An employee may be placed on administrative leave by the President and Chief Executive Officer at any time.
Administrative leave for the remaining hours in a work shift may be required of an employee by the immediate
supervisor whenever an urgent or dangerous situation exists.

An employee placed on administrative leave may be required to immediately leave the property of the
Commission, At the initiation of administrative leave, the employee shall be instructed regarding return to
work procedures and of the reason for being placed on administrative leave.

Adminisirative leave is a required absence from work for the benefit of the Commission. Adminisirative leave
is not a disciplinary action. As long as the employee remains available for business consultation or immediate
recall to work, the administrative leave may be in regular paid status. The President and Chief Executive
Officer may determine subsequent to administrative feave to take disciplinary action.

THORIZED LE

A Absence without proper authorization or approval may be considered sufficient cause for suspension
or dismissal of the employee,

B. It an employee is absent without proper authorization, deduction shall be made from his/her pay for
the pericd of absence.

C. An unauthorized leave of absence of more than three (3) days is considered job abandonment, i.e., if
an employee is absent from work without notice and without contacting the Commission for more than
three (3) days, it is assumed that the employee has voluntarily resigned from his/her position at the
Commission.
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BOLICY

The President and Chief Executive Officer shall designate positions and assign employees to perform bilingual
duties in positions which require such skills. In order f0 ensure an adequate level of bilingual proficiency, the
Cemmission will require an evaluation of bilingual skills.

For employees required fo utilize primarily oral, non-technical bilingual skills, the empioyee shall be paid a
differential of $0.41 per hour {($71.07 per month). For employees required to utilize technical transiating skills,
the employee shall be paid a differential of $0.51 per hour ($88.40 per month). Supervisors may request a
review by the Human Resources Officer for the designation of an employee that is required to use bilingual
skills.

Technical Bilingual inciudes but is not limited to: Oral or written interpretation and transfation of technical
programmatic information such as Federal, State, or local program regutlations, policies, procedures, forms,
and documents and written and orat translation of routine information such as general correspondence, flyers
and/or bulletins and similar duties as assigned.

Non-technicat Bilingual includes but is not limited to: Written and oral translation of routine information such as
general correspondence flyers and/or bulleting and similar duties as assigned.
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The Commission shall provide eligible employees with a cafeteria-style benefits program in accordance with
Section 125 of the Internal Revenue Service Code. The portion and amount of total costs borne by the
Commission and employees will be determined from time to time by the Commission. Employees inferested
in obtaining information concerning the Commission’s administration of an internal Revenue Code Section 125
plan should consult with Human Resources.
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Workers' Compensation is a state-mandated benefit provided to employees who are injured on the job or who
become injured as a result of employment. Employees are entitled to medical treatment that is reasonably
required to cure or refieve the injury or iliness. The Commission pays the full cost of workers’ compensation
insurance.

Workers' compensation provides:

Varying levels of tax-free replacement income during periods of temporary inability to earn income
and, in certain circumstances, for some period after the worker returns to the labor market with a
diminished capacity as a resuit of the permanent nature of the injury. The amount depends on the
nature, severity and duration of the disability,

Benefits for those who suffer varying degrees of permanent disabilities; and

Tax-free benefits for surviving dependenis if the work-related injury is fatal.

For more information about the Commission’s workers’ compensation insurance policy, please contact Human
Hesources.

i .

Employees who are injured in a work-related incident will be referred to a medical facility of the
Commission’s choice.

Employees covered under the Commission’s Group Health Insurance may elect to pre-designate their
personal physician or chiropracior that participates in the group medical insurance plan in writing. If
the physician or chiropractor agrees, the employee may go to this doctor for treatment immediately
after the injury. An employee who has pre-designated a doctor may change their treating physician or
chiropractor thirty (30) days after report of the injury.

Contact Human Resources for more information about pre-designating a personal physician.
Staff Guidelines

1. Employee is required to:

a. lmmediately report the accident/injury/iliness to their supervisor.

b. Complete an incident report along with any other forms that the Commission may
reasonably require.

c. Participate with and follow prescribed work restrictions.

d. Maintain communication with Human Resources and supervisor regarding modified work
duty and doctor appointments, Workers’ compensation appointments are unpaid and
may be supplemented with available annual leave. The employee may choose o
schedule his/her appointment(s) around his/her work schedule.

e. Forward all workers' compensation medical documentation to Muman Resources
following a workers’ compensation doctor appointment (i.e. copy of Work Status Report,
documentation from therapist/specialist, etc.).

2. Supervisor is required to:

a.  Immediately report accident/injury/iliness to Human Resources. If necessary, Human
Resources will refer employee for medical treatment.
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b. Conduct accident investigation:

s |nvestigate incident using the incident Report.
+ |Immediately complete Incident Report and forward original to Human Resources.

c. Follow up on recognized safety hazards with corrective actions to prevent future incidents.

d. Montor approved modiied work duties for employees with prescribed work restrictions.
Employees will be placed on leave i the Commission is unable to accommodate
prescribed work restrictions.

e. Provide Human Resources with completed Temporary Limiied Duty Agreement (TLDA)
for employees on modified duty (if necessary).

3. Human Resources is reguired to:

a. Immediately provide workers’' compensation forms to the injured employee and provide
appropriate referral to the designated medical facility.

b. Send email and/or TLDA to supervisor to communicate any requnred work

resfrictions/modified work duties.

Fax claim paperwork to workers’ compensation third party administrator (TPA).

Forward supervisor Incident Report to the Safety Representative.

e. Communicate o supervisor changes to prescribed work restrictions/physician
recommendations and approval for the employee 1o resume regular work duties.

oo

C. An employee requiring a leave of absence due to a workers’ compensation injury or itness shall make
a written request through his/her treating physician, stating the medical necessity for the leave
indicating the anticipated leave date; and the expected return-to-work date. Should the return-to-work
date change, the employee is responsible for immediately notifying Human Resources of the new
anticipated return date.

D. An employee requiring a visit to a medical doctor the same day will remain on paid status. In addition,
if a follow-up medical appointment is required and the employee is not able to schedule the
appointment outside of their scheduled working hours, the smployee will be on paid status for time
used for a follow-up appointment within the first three (3} days following the work injury.

E. The employee on a leave of absence shall communicate regularly with Human Resources regarding
the employee's medical staius.

F. Workers’ Compensation leave shall continue until the employee either:

¢ is determined by the treating physician to be physically able to return to duty,
Accepts employment gutside the Commission;
Accepts employment in another Commission position where the physician approves the
employee to be able to perform the duties of the new position; or

» Elects retirement, as provided by law.

G. Prior to returning to work from a workers’ compensation leave of absence, the employee on leave shall
submit to Human Resources a written medical release from the physician in a form satisfactory to the
Commission. The physician statement shali indicate whether the employee is able to perform all
his/her usual and customary responsibilities.

H. Upon submission of a medical release that an employee is able to return to work after a workers’
compensation leave, the employee under most circumstances will be reinstated to his or her same
position held at the time the leave began, or to an equivalent position, if available. An employee
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returning from a workers’ compensation leave has no greater right to reinstatement than if the
employee had been continuously employed rather than on leave. For example, if the employee on
workers’ compensation leave would have been laid off had he or she not gone on leave, or if the
employee’s position has been eliminated or filled in order to avoid undermining the Commission’s
ability to operate safely and efficiently during the leave, and no equivalent or comparable positions are
available, then the employee would not be entitied to reinstatement.

An employee's return depends on his or her quaiifications for any existing openings. If, after returning
from a workers compensaticn disability leave, an employee is unable to perform the essential
functions of his or her job because of a physical or mental disability, the Commission’s obligations 1o
the employee may include reasonable accommuodation, as governed by the Americans with Disabilities
Act.

If an employee has an on-the-job accidenyinjury/iliness requiring medical attention, a drug screen will
be administered by an employer appointed provider. A positive screen will result in an action per the
brug-Free Workplace Policy and/or disciplinary action up to and including termination.

The law requires that the Commission notify the workers’ compensation insurance carrier of any
concerns of false or fraudulent claims. Any person who makes or causes to be made any knowingly
false or fraudulent material statement or material misrepresentation for the purpose of cbtaining or
denying workers’ compensation benefits or payments is guilty of a felony.
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This is a fund established to afford protection for those unemployed, but able to and available to work. The
Commission pays a tax on gross wages and salaries into this fund as prescribed by State law.
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Section ili: Benefits
 Policy #: 308

The Commission shall offer its employees a retirement system that shall be determined by the Commission.
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POLIC

it is the policy of the Commission 1 encourage all employees o expand their knowledge and level of
professionalism relevant to the Commission’s business operations. The purpose of this policy is to outline the
standards and procedures under which the Commission will provide financial support for activities that further
the goals of preserving and improving the Commission’s capacity to operate efficiently and economically. The
approval of any education, professional training and development is subject io the Commission’s budget
limitations and will be made at the sole discretion of the President and Chief Executive Officer or designes.
The Commission reserves the right to discontinue any previously approved education and/or other
professicnal training.

A, Tuition Reimbursement

An employee may be approved to receive tuition reimbursement for course required registration fees
and materials to attend courses that enhance, improve or add to the knowledge, skills and
performance of the employee in the employee's employment with the Commission. Eligible
employees will be reimbursed upon satisfactory course completion (Grade “C” or better, “Pass”, or
equivalent ) for 100% of tuition, mandatory fees, texibooks and supplies under certain condftions. For
non-represented employees, the maximum reimbursement is $4,000 per fiscal year.

Class and study time must be outside of the employee's regular working hours. The Commission
shall not compensate travel and related expenses

The determination as to when and whether an employee is granted reimbursement shall be made by
the President and Chief Executive Officer or designee. Employee requests for such reimbursement
shall be submitied in writing and in advance.

To receive tuition and fee reimbursement, the employee shall complete the Tuition Reimbursement
Request Form and submit a receipt and proof of completion of ail approved courses within thirty {(30)
days of completion of said course(s).

B. Professional Associations/Technical Groups

The President and Chief Executive Officer may approve payment for membership in craft, trade, or
other professional organizations that further the goals described above. The employee shall provide
evidence of their active participation in support of continued membership payment.

In addition, the employee may request reimbursement for attendance at professional association
dinner meetings and workshops. With prior approval, the Commission may allow the employee to
attend the workshop on Commission time.

C. Seminars/Workshops

The Commission may eleci to send employees to approved training programs, seminars, and/or
conferences from time to time. While these programs are normally scheduied during regular working
hours, there may be evening or weekend classes or activities.

Employees who desire to attend a seminar must submit a written request, inctuding estimated
axpenses, to thelr supervisor and/or Director for approval. No advances for reimbursable expenses
shall be made for one-day seminars or workshops. Reimbursements shall be processed in
accordance with the Commission’s Expense Reimbursement Policy.
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D. Trade Journals/Magazines
The Commission may reimburse an employee desiring to further his/her education and knowiedge for
the purpose of improving on-the-job performance. Approval, if any, will be given only for trade journal
or magazine subscriptions that are directly refated to the employee's professional field and/or
Commission job responsibilities.
E. Overtime
1. Non-Exempt Employees
Non-exempt employees attending a Commission requested one-day meeting will be paid for
any overtime haurs spent traveling to and attending the meeting. Overtime will not be paid for
any non-business nortion of a seminar or workshog program, including meal breaks, and/or
staying overnight if the program is out of town.

Employees who voluntarily choose to attend a seminar or conference on their regularly
scheduled day(s) off shail not be paid for attendance.

2. Exempt Employees

The Commission will not pay overtime to exempt employees for any time related to
attendance at conferences, seminars, or other professional meetings.
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i is the policy of the Commission {o provide transportation incentives to employees, encouraging use of
alternate transpeortation whenever possible.

Employees who purchase monthly passes for public transportation will be reimbursed 80% of the cost by the
Commission. Such passes shall exclusively be for personal use.
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Section lli:  Benefits
 Policy #: 311

The Commission has establishad the following procedure regarding reimbursement for travel and other
Commission related business expenses.

A Employees shait obtain supervisory approval prior to incurring any Commission reimbursable
expenses related to travel or other business functions.

B. The decision of the President and Chief Executive Officer shall be final in cases where conflict of
opinion about the appropriateness of reimbursement exists. The following guidelines shall govern
such approval:

1. While attending aporoved functions, the burden of responsibility for sound judgment in
spending Commission funds rests on the attending employee.

2. A fixed reimbursement amount is set in advance by the President and Chief Executive Officer
or designee to cover ali meals not otherwise included in the registration fee.

3. The employee shall fill out an Employee Travel and Meeting Expense Report and submit
receipts with itemizations and explanations in order to receive reimbursement.

4. Reimbursement requests with receipts shall be submitted to the supervisor for approval on
the expense reimbursement form. Approved reimbursement requests shali be forwarded to
the department director and President and Chief Executive Officer for payment.

C. Vehicle Use/Reimbursement: prior approvat of the President and Chief Executive Officer/designee
must be obtained for use of any Commission vehicles.

Employees approved to use their personal vehicles shall receive mileage reimbursement at the rate
currently established by the Internal Revenue Service.

Whenever possible, employees shall carpool when {raveling on Commission business.
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An employee's obligation under this policy is in addition to and does not in any way change his/her obligation
under the Commission’s Business Ethics and Conflict of Interest Policy.

An employee may not receive a gift from any individual, organization, or vendor doing business with the
Commission that has an estimated aggregate value of more than allowed under applicable state law. All gifis
received or offered to the employee shall be reported to the employee’s supervisor.

Gifts in excess of that permitted under state law should be refused or returned and the offer should be
reported to the supervisor. Staie limits on gifts are reviewed every two years.

For the purpose of this policy, a gift is defined in state law.
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Smoking is prohibited within any Commission building, on Commission premises, including enirance and exit
doors and gates, or in Commission vehicles.
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The Cammission is committed to protecting the health, well-being and safety of employees and the public at
targe from the hazards caused by misuse of drugs and alcohol. Because of the importance of this
commitment and the addictive and secretive nature of substance abuse, accomplishing this goal requires the
full commitment and suppert of management, as weli as, the support of each employee,

The Commission complies with federal regulations and provides a drug-free (i.e., free of alcohol, drugs or
controlled substances such as marijuana, heroin, cocaine, etc.} workplace through development and
administration of policies, guidelines and programs designed to ensure a drug-free workplace.

This policy prohibits unfawful manufacturing, distribution, possession, sale or use of controlled substances at
work and also requires that employees convicted under a criminal drug statute for any incident at work notify
the President and Chief Executive Officer within five (5) days of conviction.

For the purposes of this policy, a drug will be considered an “lllegal drug” if its use is prohibited or restricted by
law and an employee improperly uses or possesses the drug, regardiess of whether such conduct constitutes
an illegal act or whether the employee is criminally prosecuted and/or convicted for such conduct.

Legally prescribed medications are only excluded from this rule and permitted to the extent that the use of
such medications does not adversely affect the employee’s work ability, job performance, or the safety of that
individual or others.

A. Employees are expected and required to report to work on time, free of any mental or physical
impairment that may be attributed to the abuse of drugs or alcohol.

B. Employees shall not possess, use, furnish, seli, or offer aicohol, liegai drugs or other controlled
substances while on the job or on Commission premises. An employee who purchases, possesses,
uses, furnishes, distributes, sells or offers illegal drugs or controlled substances while on the job or on
the Commission premises is subject to corrective action, up to and including termination of
employment.

The sole exception to this item is where, at a Commission-sponsored event, the Cammission permits
consumption of alcoholic beverages. In such event, employees are required to use good judgment
with respect to the use of alcohol (e.g., responsible consumption; identification of a “designated
driver,” etc).

C. Use of prescription drugs or other medication, in accordance with physician’s instructions, is not a
violation of this policy as long as the medications do not interfere with the safe and effective
performance of duties. Employees who are using prescription medication that may affect their ability
to work safely are responsible for bringing the matter to their supervisor's attention. Supervisors
should be informed of the effects of any medication an employee may be taking or any iliness an
employee may have on the employee's capabilities to perform work safely and efficiently. Employees
who are deemed by the Commission to be temporarily unable to perform their job safely because of
their use of medication will be removed from their job during the pericd they are required 1o take the
medication.

D. An employee reasonably believed to be under the influence of alcohol or drugs shall be prevented
from engaging in further work and removed from the worksite. The employee shall be transported to
a Commission-designated medical clinic for the appropriate substance abuse testing procedure,
unless the employee admits to the substance abuse, in which event corrective action may be taken,

Page 74 of 84



- San Diego
- HOUSING COMMISSION

1 Se*étlown v:

Rules and Pending |

! Effective Date: !
Regulations SUBSTANCE ABUSE Revision Date:  08/01/2008
- Policy #: 403 Supersedes:  07/01/2007

up fo and including termination. If the employee refuses fo take a drug test the Commission may take
corrective action, up to and including termination.

E. Employees who engage in off-the-iob or off-premises alcohol or illegal drug activity that impairs their
work performance, causes damage o the Commission premises or property, jeopardizes their own
safety or that of coworkers, or the general public, or undermines the public's confidence in the
Commission to provide service will also be subject to corrective action, up to and including termination
of employment.

F. Employees who observe or encounter evidence, or who otherwise have good reason to believe that a
Commission employee, while on the job or on Commission property, has possession of, is using, or is
invelved in furnishing, selling or offering ilegal drugs must report that information to the President and
Chief Executive Officer or designee.

G. Employees and supervisors are encouraged 1o seek assistance before drug or aicohol abuse
negatively affects job performance. If an employee comes forward, prior to corrective action, and
requests time off without pay to address a drug or alcohol abuse problem, the Commission may
provide assistance in identifying appropriate treatment programs and will make reasonable
accommoaodation to assist the employee. Participation in a program is at the employee’s expense,
afthough some health plans may partiaily cover some expenses.

H. An empioyee's participation in an assistance program does not relieve the employee of responsibility
to meet work performance requirements.

I Employees are expecied to fully cooperate in any interview or investigation of possible violation of the
substance abuse rules. When employees are on duty or on Commission-owned or leased properties,
including parking lots, as well as, when employees are operating vehicles, the Commission reserves
the right 1o require employees to agree to inspections of Commission propetty and/or their personal
property and to implement other measures necessary to deter and detect abuse of this policy. An
employee's refusal 1o consent to such an inspection or to otherwise cooperate in a proper
investigation conducted under this policy is grounds for corrective action, up to and including

termination.
J. Employees must, as a condition of employment, abide by the terms of this policy statement.
K. As part of a conditicnal offer of employment with the Commission, a candidate is required to undergo

a drug-screening test.
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Desks, storage areas, work areas, lockers, file cabinets, credenzas, computer systems {including lapiops and
computers provided for home use), software, communication systems (including E-mail}, office telephones,
modems, facsimile machines and duplicating machines are Commission property and must be maintained
according to this policy. Because all these items are the Commission property, employees do not have, and
should not expect, any right of privacy regarding this property or the contents of the property.

A. Neatness

All work areas and items must be kept reasonably clean and are to be used only for work purposes,
except as provided in this policy.

B. Right of Inspection

The Commission reserves the right, af all times, and without prior notice, to inspect and search any
and all the Commission property for the purpose of determining whether this policy or any other
Commission policies have been viclated, or whether further inspection and investigation is necessary
for purposes of promoting safety in the workplace or compliance with state and federal laws. Such
inspections may be conducted before, during or after business hours, in the presence or absence of
the employee.

C. Prior Authorization

Prior authorization must be cbtained before any Commissian property may be removed from the
premises.

D. Use of Telephones

The Commission recognizes that employees may occasionally find it necessary to use the
Commisston telephoneas for personal use. Such calls must be kept to a minimum. Abuse of
telephone priviteges may resuft in corrective action, up to and including termination. Any personal
long distance call shall only be made using a phone card.

The Commission's voicemail systems are to be used for business purposes only. The President and
Chief Executive Officer or designee reservas the right to listen to voicemail messages to ensure
compliance with this rule, with or without notice to the employee and/or in the employee’s presence or
absence.
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“poLieY

The Commission’s computer systems, including any E-mail systems, are to be used for business purposes
only. The President and Chief Executive Officer or designee reserves the right to access, copy and retain e-
mait messages to ensure compliance with this rule, with or without notice to the empioyee and/or in the

employee's presence or absence.

Empioyees shall adhere to the guidelines as defined in the Adminisirative Regulation #214.000: Electronic
Mail, Network and Internet Usage.
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The Commission has developed guidelines to heip maintain a safe workplace. This safety policy is intended
to keep the Commission’s employees safe and to protect its possessions, confidential information and

equipment.

LINES
A OSHA-mandated Safety

it is the policy of the Commission to provide a safe place to work, in accordance with the Occupational
Safety and Health Act (OSHA) standards.

Employees shall observe all safety regulations and requirements given verbally or in writing. An
employee, in addition to guarding his/her own safety and the Commission's property, shall seek to
safeguard his/her fellow workers and other peopie affected by his/her work. An employee shall report
to his/her supervisor any accident, illness or disease occurring to himself/herselt arising out of
employment and shall, if ocbserving, report any apparent unsafe condition o his/her supervisor. The
supervisor shall consider each situation on a case by case basis and may consider administrative
leave, referral, or approve annual leave or other option to safeguard the workplace.

B. Violence in the Workplace

The Commission has zero tolerance against any threats of violence made in the workplace, either
implied or direct, made by any individual.

Threatening or intimidating behavior, threats, or acts of viclence will not be tolerated and may be
grounds for immediate termination, arrest and prosecution or a civil harassment action. Any individuat
who engages in threatening behavior or violent acts (or who makes comments about inflicting self-
harm or harming others) while on Commission property will be removed from the premises and may
not return until the incident is fully investigated. The Commission reserves the right to have any such
incident assessed by a professional who specializes in threat assessment.

Threats to or intimidation of employees in the workplace by individuals outside the Commission are
not tolerated and must be reported to the Commission or designee. This may include acts of
domestic violence and threats of harm from cusiomers or vendors toward employees or Commission

property.

Employees must be aware of persons loitering for no apparent reason in parking areas, walkways,
entrances and exits. Employees must report any suspicious persons ot activities to the President and
Chief Executive Officer or designee.

If an employee witnesses or receives a threat, or learns that ancther perscen has wiinessed or
received a threat, they must notify their supervisor or the President and Chief Executive Officer or
designee immediately. Reports must be made of all incidents no matter who was involved or their
relationship to each other. If an employse applies for or abtains a protective order or restraining order
that lists Commission locations as protected, they must send a copy to Human Resources.

The safety of the office, as well as, the welfare of employees depends upon the aleriness and

sensitivity of every individual to potential safely risks. Employees should immediately notity
management when unknown persons are acting in a suspicious manner in or around the office.
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When an employee is personaily threatened by an individual as a direct result of his/her working
relationship with the Commission, the employee may request that the Commission conduct a prompt
investigation to determine whether any one or more of the following actions would be appropriate:

1. Work reassignment;

2. Temporary transfer to another position or work location;

3. Other actions as may be deemed appropriate;

4. if the invesiigation shows that the personal threat interferes with the employee’s performance

of his/her job duties, the Commission will request injunctive Court action against the
threatening individual(s} in conformance with Code of Civil Procedure, Section 527.6
prohibiting harassment.

C. Use of Personal ltems on the Job

The Commission provides the necessary equipment required for employees to accomplish their job
and tasks in the most efficient and safe manner. However, employees who want to use their personal
items at work may do so with the understanding that they are responsible for the property, that it must
be used safely and responsibly, and that the Commission will not replace or pay for personal items
that are damaged or destroyed on the job.

Before employees may use their own equipment on the job, they must request written approval from
their supervisor.

Employees must secure their desk, office or vehicle at the end of the day. When called away from the
work area for an extended length of time, employees should not leave valuable and/or personal
articles in or arpund the workstation/vehicie that may be accessible. The Commission is not
responsible for the loss or damage to any persenal property or equipment.

D. Property Damage/Theft

A written report shall be made of damage to Commission property (excluding vehicles) or theft and
shall contain the following information:

s A description of item(s) damaged or stolen;
e Value of the item(s); and
o Circumstances surrounding the damage or theft.

if the damaged or stolen item is of significant value or if a number of iiems are affected, this should be
reported to the police and the Commission immediately. The police report shall then be made
available to the Commission.

The location of the theft or damage shall determine from which department the written report
originates. Non-supervisory employees who discover theft or property damage shall report this
information to their immediate supervisor who, in turn, will be responsible for writing and submitting
the reguired report to the President and Chief Executive Gificer or designee. Supervisory or
management staff, who themselves find evidence of theft or damage shall be responsible for
preparing and submitting a report 1o their immediate supervisor. In all instances, damage or theft
reports shalf be subsequently reported to the President and Chief Executive Officer or designee for
appropriate action.
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An employee's personal appearance reflects on the Commission’s image to the public, job applicants,
consuliants, visitors and other employees. All employees are representatives of the Commission and
therefore impact the Commission’s image as a professional organization. Personal appearance includes
grooming, cleaniiness and appropriaie attire. Employees are expected to dress in professional office clothing
and maintain a businesslike and well-groomed appearance.

Depending upon position responsibility and for health and safety reasons, employees may be provided, at
Commission expense, uniforms and related safety equipment (hard hat/safety boots/safety glasses) for use
only while on duty.

Employees are not permitted to alter the appearance of provided uniforms. The purpose of providing uniforms
is to present a standardized and neat appearance to the public and ensure the safety of employees.

Protective clothing must be worn at alt times as directed by each department’s supervisor and shall not be
worn for any other purpase than in the service of the Commission.

Employees shall adhere to the Commission Business Appearance Guidelines.
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When driving on Commission business, the employee should always obey the rules of the road and be
courteous 1o other drivers and pedestrians. As further safety precautions, the employee may not drive on
Commission business while under the influence of alcohot or drugs. For insurance purposes, the employee
should notify the Human Resources immediately if he/she has received a D.U.1. conviction.

A Reimbursement When Using Own Vehicle for Commission Business

Employees reguired to drive their own vehicie on the Commission business shall be reimbursed for
actual miles at the annually established rate by the Internal Revenue Service.

B. Use of Commission Vehicles
1. A Commission vehicle is to be used for Commission business only.
2. The use of driver and passenger seat belts is mandatory.
3. The Commission vehicle is to be driven only by li;:ensed Commission staff while perfarming

Commissicn business.

4, The Commission vehicle shall be kept at the appropriate office location. The only exception
shall be when an employee has authorization o use the vehicle for an over-night business trip
and/or late night or early morning meetings that would cause a significant inconvenience to
return the car. '

5. When an empioyee retains the car overnight, or over a weekend, leaving his/her personal

vehicle at the Commission office, the employee is permitted to use the car for necessary local
errands.
C. Dapartment of Motor Vehicles Employer Pull Notice Program

in an effort 10 ensure safe driving on Commission business, the Commission is enrolled in the
Department of Motor Vehicles’ (DMV) Employer Pull Notice (EPN) program. The EPN program was
established to provide employers and regulatory agencies with a means of promoting driver safety
through the ongoing review of driver records.

Designated employees will be enrglled in the program, as follows:
* Designated positions requiring driving;
s  Positions receiving a monthly car allowance; and
= Positions receiving mileage reimbursement for driving a personal vehicle on Commission
business.

The EPN program allows the Commission to monitor driver license records of employees who drive
on the Commission's behalf and is intended to promote the safety and security of employees.

Page 81 of 84



5an Diego
- HOUSING COMMISSION

Rules and Effective Date: Pending

| Section IV:
Regutations DRIVING POLICY Revision Date: ~ 08/01/2008 |
. Policy #: 408 Supersedes:  07/01/2007
D. Injury/Accident When Driving on Commission Business
If the employee is injured in an automobile accident, while driving on Commission business, the
employee must inform his/her supervisor immediately. Employees are required to maintain their own
car insurance and a valid California Driver's License if they drive their own personal vehicle.
E. Vehicle Accident
An employee or contract employee involved in an accident, however slight, while driving a
Commission vehicle, must inform his/her supervisor immediately and complete a writien report as
soon as possible after the incident.
It is the responsibility of the employee’s supervisor to ensure that this report is complete and
submitted to the insurance carrier.
F. Use of Cell Phones and Text-Based Communication While Driving

In the interest of the safety of our employees and other drivers, Commission employees are generally
prohibited from using cell phones and/or writing, sending or reading text-based communication,
including texi messaging, instant messaging, and e-mail, on a wiretess devics or cell phone while
driving on Commission business and/or Commission time.

If the employee’s job requires that he/she keep a cell phone or other wireless device turned on while
driving, the employee must use a hands-free device and safely pull off the road before conducting
Commission business. Under no circumstances should employees place phone calls or conduct text-
based communication while operating a motor vehicle while driving on Commission business and/or
Commission time. Violating this policy is a viclation of the lfaw and of Commission policy.
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The protection of proprietary information is essential both for the Commission and the employee’s fuiure
security. In the course of the employee’s work, the employee may have access to confidential and
proprietary information regarding the Commission, its officers, affiliates, suppliers, customers and fellow
employees. To protect such information, the empioyee may not disclose such information at work except as
necessary to perform his/her duties. The employee must not under any circumstances reveal this
information outside of the Commission without prior approval by the President and Chief Executive Officer
or designee. Such information can be used only to perform the employee’s job duties within the
Commission.

s

Proprietary information includes, but is not limited 1o, the foilowing exampies:

Comptiter processes;

Computer programs and codes;
Customer lists;

Financial information;

Marketing sirategies;

New materials research;

Pending projects and proposals;
Proprietary production processes;
Research and deveiopment strategies; or
Technological data.

¢ & & & 8 © & 3 0 B

Adopted: July 1, 1879
Hevised: Ociober 1, 1998; July 1, 2001; July 1, 2004; July 1, 2005; July 1, 2007; August 1, 2008
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| Attachment POLICY HANDBOOK RECEIPT

IPT OF PERSONNEL POLICY HANDE

| have received a copy of the San Diego Housing Commission’s Personnel Policy Handbook. | understand
that it contains important information on Commission policies, as well as, my rights and responsibilities as
an employee. | understand and agree that | have a duty to familiarize myself with the policies in the
Handbook and abide by these policies.

/LEDGMENT OF R

| have read and understand the Handbook. | understand that | am governed by its contents. | understand
that the Commission retains its discretion to make all decisions concerning my employment (including, e.9.,
decisions regarding promotions, demoticns, transfers, job responsibilities, increases or reductions in pay,
bonuses or other compensation, ot any other managerial decision). No director, supervisor, or
representative of the Commission has the authority to enter into any agreement, express or implied, for
employment for any specific pericd of time, or make any agreement for employment.

| understand and agree that nothing in the Personnel Policy Handbook creates or is intended to create a
promise or representation of continued employment.

| have also read and understand the Commission’s Unlawful Harassment Palicy.
[ further understand that the Commission can change, delete, or add to any policies, benefits, or practices

described in the Handbook in its sole and absolute discretion with or without prior notice and in accordance
with the Housing Commission/Authority.

Signature Date

Print Name

File: Human Resources Personnel File
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COLLABORATION, EXCELLENCE, * 1122 Broadway
= San Diego, CA 92101

INTEGRI1Y, RESPECT » Fax (619) 578-7355

¢ www.sdhc.org

PERSONNEL POLICIES

Revised July 1, 2007

By maintaining RESPECT for our customers,
we COLLABORATE effectively,
prove our INTEGRITY, and
demonstrate our EXCELLENCE.
*

At the Housing Commission,
CORE VALUES begin with me!
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102.101

102,102

102.100 GENERAL PROVISIONS

PURPOSE

it is the mission of the Housing Commission to provide, in a cost effective manner, housing
services to families of low and moderate income. These services include safe, decent and
sanitary housing and related aids to improve the economic and social well being of our
clientele.

The Housing Commission believes that a qualified and responsive staff is essential to the
accomplishment of this mission.

The provision of a qualified and responsive staff requires policies for employee hiring,
training, career development, job classification, salary administration, retirement, fringe
benefits, leaves, discipline, grievance consideration, termination of employment, standards of
conduct, and related activities to insure that personnel are recruited, selected and employed in
an objective, impartial, fair and consistent manner in accordance with their ability and desire
to assist in the accomplishment of the mission and its Core Values, and consistent with the
operational needs of the Housing Commission.

Therefore, the San Diego Housing Commission adopts these Personnel Policies to meet the
goals and objectives stated above.

The President and Chief Executive Officer is responsible for the implementation of these
Personnel Policies.

The President and Chief Executive Officer shalt formulate, adopt and amend as necessary
reasonable standards and implementing procedures inciuding applicable Administrative
Regulations to ensure conformance to these Personne! Policies.

PRESIDENT AND CHIEF EXECUTIVE OFFICER AS APPQINTING AUTHORITY

The Mayor and City Council, acting as the Housing Authority, shall appoint a President and
Chief Executive Officer. The President and Chief Executive Officer shall appoint all other
personnel.

[Supersedes Policy 102.000, Issued 7/1/79 and revised Effective 10/1/98, 7/1/01, 7/1/04, 7/1/07]

Authorized:

Elizabeth C. Morris Carrol M. Vaughan
President and Chief Executive Officer Executive Vice President and Chief Operating Officer

Date

Date
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102.103

102.104

ORGANIZATION AND ADMINISTRATION

Authority to effect personnel actions in accordance with these policies and implementing
administrative regulations shall be vested in the President and Chief Executive Officer or
designee.

The President and Chief Executive Officer may authorize an exception to a provision herein for
operational needs consistent with the General Provisions, Classification and Pay Plan, Budget
authorized by the Housing Commission. In extraordinary circumstances in which pay Is
negatively impacted, the President and Chief Executive Officer shall report such exception, in
writing, to each Commissioner no later than ten (10} days following the action taken.

EXECUTIVE AND MANAGEMENT SERVICE

Employment at the Housing Commission shall consist of positions designated in the
Executive and Management Service and all other positions not specifically included under the
Executive and Management Service designated group.

A, The Executive and Management Service shall include the position of President and
Chief Executive Officer and executive, managerial and administrative positions
designated and approved by the Housing Commission. Such Executive and
Management Service positions shall be included in the Classification and Pay Plan, M
Schedule.

B. The President and Chief Executive Officer serves at the discretion of the Appointing
Authority.

1. The President and Chief Executive Officer shall have the authority to appoint
and remove all officers, managers and employees in the Executive and
Management Service of the Housing Commission. Appointments made by, or
under the authority of the President and Chief Executive Officer shall be based
on the administrative ability, fraining and experience of such appointees in the
work they are to perform. All such appointments shall be without definite term
or conditions unless otherwise stated.

a. It shall be the duty of all Executive and Management Service employees
to lead and be responsible 1o the President and Chief Executive Officer
in administering or managing the work of the agency in a productive,
efficient, and effective manner consistent with management
expectations, agency mission, and sound business practices.

b. = Executive and Management Service employees may be removed by the
President and Chief Executive Officer or desighee at any time without
cause in accordance with applicable policies as may be necessary to
effectuate such process.

2. Executive and Management Service positions are designated based on their
executive and managerial responsibilities for formutating, implementing, and/or
administering policy consistent with the organizationai values, leadership
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102.104

principles, managerial philosophy, performance expectations, and operational
needs of the organization. Also inciuded are designated positions having
significant responsibility for formulating, administering policies and programs.

The Executive and Management Service shall consist of the following:

President and Chief Executive Officer

Executive Vice President and Chief Operating Officer
Director of Business Services

Birector of Policy & Public Affairs

Birector of Facilities & Asset Management

Birector of Financial Services

Director of Housing Finance & Development

Birector of Rental Assistance Programs

Secretary to the President and Chief Executive Officer

* * * ® % % * ¥ #

Additional positions which meet the criteria of the Executive and Management
Service as provided for in this policy may also be designated by the President
and Chief Executive Officer with the approval of the Housing Commission.

Employees in the Executive and Management Service shall be subject to the same
policies and provisions as all other employees including equal opportunity in training
and career opportunities with the following exceptions:

1.

Recruitment, selection, and appointment to the Executive and Management
Service and process for the notification, removal or re-assignment of
employees from the service shall be determined by the President and Chief
Executive Officer.

Empioyees in the Executive and Management Service shall not serve a
probationary period.

The President and Chief Executive Officer shall have the discretion to
deiermine the standards and process for recruitinent and selection,
performance evaluation, recognition, pay, reward, discipline, and exit from
employment.

The compensation and pay system, management benefits, and pension related
options shall be established by the Housing Commission.

Each Executive and Director shall earn annual leave credits as follows:

Years of Service Hours per Month Days per Year
Beginning of the 18.67 hours 28 days

1st through 16th

Beginning of the 20.67 hours 31 days
11th through
the 15th year
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102.104

Beginning of the 22.00 hours 33 days
16th through
the 25" year

Becﬁ:;inning of the 23.33 hours 35 days
26" year

a. Pay in Lieu of Annual Leave

Executives and Direciors may make up to two requests for payment in
lieu of annual leave each fiscal year. The total of both requests cannot
exceed 120 hours. Requests for payment in lieu of annual leave may be
made if the employee has sufficient hours of earned leave credits and
meets the following conditions:

1. Has taken at least five days (40 hours for full-time employees) of
annuai ieave during ihe previous 12 months; and

2. After receiving the requested number of hours in lieu of annuai
leave retained at least 24 hours of earned annual leave crediis.

Executive and Management Service employees shall have salaries set within the
approved salary schedule range by determination of the President and Chief Executive
Ofticer.

1. Executive and Management Service employees shall be eligible for a salary
review each July 1 based upon performance, as determined by performance
evaluation and other job related criteria to be determined by the President and
Chief Executive Officer. Special pay eguily adjustmentis, pay differentials, merit
pay and recognition awards will be determined by the President and Chief
Executive Officer in accordance with approved budget constraints.

2. The President and Chief Executive Officer shall provide confidential
correspondence to each Executive and Management Service employee in
regard to the annual salary adjustment determination for that employee. If an
Executive and Management Service employee believes that the annual increase
was inappropriate, that employee may, within two (2) workdays of notification,
submit written information to the President and Chief Executive Officer in
regard to that salary increase determination. The President and Chief
Executive Officer will consider the employee's input and make final
determination within five (5) workdays.

3 Annual salary adjustment determination notices to Executive and Management
Service employees and employee written responses shall become permanent
personnel file documents.

102,105 TYPES OF APPOINTMENTS

A.

"Regular Employee™: An appointment to a position encompassing duties which are
fong term and a part of the reguiar and budgeted position plan of the Housing
Commission. Regular employees are hired through the competitive merit process.
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102.105

C.

"Temporary Employee": An appointment 1o a position encompassing duties which are
considered as supplemental to normal workloads or for a specific duration, to fill a
temporary need. Temporary employees may not accrue seniority or other benefits
other than those required by law, except as specified below and provided for under
Annual Leave.

Temporary appointments may be made in the following manner:

1.

Through the competitive merit process. Employees do not have employment
rights, but may be eligible to participate in benefit programs if the duration of
the appointment is anticipated 1o be the equivalent of one year on a full-time
basis.

Outside the competitive merit process to fill an urgent workioad demand for up
to 180 calendar days. '

Through Special Employment Programs that have specific requirements or
conditions other than merit under which employees must be selected and that
are funded by a State, Federal, or iocal agency, or thaf provide on the job
training to public housing residents and Section 8 participants to enhance
economic development and self sufficiency. Residents may be hired under this
provision to perform short term, on-call or seasonal work, or to deveiop on the
job entry level employment skilis.

a. Upon approval of the Housing Commission's participation in a Special
Housing/Employment Program, the President and Chief Executive
Officer shall specify the recommended selection process and pay.

b. Employees will be eligible only for those benefits and opportunities
which are designated for employees in that program.

C. Resident employees may be eligible to participate in Regular
employment opportunities by meeting the entry level requirements for
the classification.

Through an employment contract to provide professionat level services
external to the budget and classification and pay system for a specified
duration and scope of work. Contract employees are hired outside the Housing
Commission’s merit competitive process and without employment rights or
benefits other than those required by law or included in the terms of their
employment contract.

"Temporary Assignment™:

1.

A Regutlar employee may be assigned to perform duties of another
classification on a temporary basis. Such assignments will be for sixty (60)
calendar days or longer. For union represented employees, assignments shall
be maximum of six (6} months; exception, if any, shall be for a minimal
extension period and discussed with the Union. All terms and conditions of the
new classification shall apply. Temporary assignments may be filled in a
variety of ways. Assignments may be made from an existing eligibility list, or
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may be limited to employees within a unit or a department based on skills,
abilities, most recent performance review, position requirements, and agency

102.105 need. A Regular employee shall revert to a position in histher classification
upoh termination of the temporary duties.

a. Notice of all selection decisions will be announced.

b. Temporary assignments {o a higher class will be treated as temporary
promotions.

c. If the anniversary date of the employee’s regular assignment occurs
while on a temporary assignment, the employee shall receive any
siep/pay increase when the employee reveris to the regular
classitication and salary range.

2. A Temporary employee may be appointed to a new temporary assignment in
accordance with 102.1058 above, in which case the terms and conditions of the
new assighment will apply.

Benefit Eligible Employee:

All full-time and pari-time Regular Union and Non-Union represented employees

appointed to work at least 20 hours per week are eligible to participate in employee

group benefits, pension and voluniary tax-deferred savings programs; all Temporary
employees appointed to work at least 20 hours per week for a minimum of one year or
longer may be eligible for employee group benefits based on stated employment terms
and conditions. Participation by Temporary employees in pension and voluntary tax-
deferred savings programs is subject to specific rules of pariicipation by the plan.
102.106 EMPLOYMENT STATUS

A. The standard workweek is based upon a 5/40 schedule. Regular appointments may be
made on either a full-time or part-time basis. Temporary appointments may be made
on a full-time, part-time, or hourly basis. Employees shall be paid in accordance with
the Fair Labor Standards Act,

1. Full-time employees work 40 hours per week.

2. Part-time employees work less than 40 hours per week or at least 20 hours per
week on either a 3/4 time (30 hours) or 1/2 time (20 hours) per week basis
unless otherwise approved by the President and Chief Executive Officer.

3 Hourly employees are paid on an hour by hour basis hased on the unexpected
nature and sporadic need of the work required.

102.107 PERSONNEL FILES

The President and Chief Executive Officer shall maintain a personnel file for sach employee.
Employees shall have a right to review their personnel files, authorize review by their
representative and shall be allowed copies of materials contained therein. No adverse material
shall be inserted into the employee’s personnel fife without notice to the employee.
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102.107

102.108

102.109

102.110

The personnel files of employees shall be considered confidential. The President and Chief
Executive Officer or designee may review personne! files when considering employee
performance for promotional consideration. The President and Chief Executive Officer shall
only release information from personnel files when lawfully ordered to do so, or to crediiors or
other persons upon proper identification of the inquirer and if authorized by the employee.

The President and Chief Executive Officer may cause to be maintained confidential employee
medical records and working files related to such matters as workers' compensation, payroll,
pre-employment reference checking, wage garnishment, grievance investigations and
resolutions, preliminary disciplinary action inquiries, unsubstantiated citizen complaints, civil
rights complaints, and other matiers which are separate from the employee's personnel file.
The employee has the right to review both the empioyee’s personnei flie and the written
records pertaining exclusively to the employee in the warking file retained by the supervisor.
The employee medical records and other working files will not be available {o supervisorsas a
hasis for forming recommendations about promotions or similar personnel actions.

MEDICAL RECORDS

The employee or representative with written authorization from the employee may examine the
employee's medical records and other working files with the exception of pre-employment
reference check files and preliminary disciplinary action inquiries.

Employee medical records and related working files about employees shall be confidential.
The President and Chief Executive Officer shall only release information from medical records
to consulting physicians, workers' compensation insurance caseworkers or employee
assistance plan consuliants with a need for such information and with the proper
authorization. information from employee files shall only be released to other government
agencies in the conduct of official business.

TERMINATED EMPLOYEE RECORES

Upon termination, the personnel file, medical records file and other working files related to an
employee may be consolidated for record-keeping purposes. Information other than
confirmation of dates of employment, final pay rate and job title shall not be provided in
response to employment reference checks or creditor inquiries except as authorized by the
former employee and as permitted by law. These limitations shall also apply to other
government agencies acting as potential employers of former Housing Commission
employees. Information may be released to other government agencies in response to their
inquiries in the conduct of official business.

The President and Chief Executive Officer may eliminate or destroy the records of formesr
employees within the requirements of law or regulation and as administratively appropriaie.

EXCEPTION TO PERSONNEL POLICIES

In cases where special programs have contract provisions which conflict with these Personnel
Policies, the provisions of those programs will apply to personnel working in those particular
program areas.




San Diego Housing Commission

POLICY

Subject: PERSONNEL POLICIES

Number: P0O102.000 Effective: 7/1/07 Page 8 of 68

102.201

102.202

102.203

102.200 MERIT EMPLOYMENT

MERIT PRINCIPLES

Candidates shall be selected for employment, promotion, and merit pay awards on the basis of
job related merit, abilities and skills unless otherwise desighated within the provisions of
these policies.

EQUAL EMPLOYMENT OPPORTUNITY

The Housing Commission maintains an ongoing commitment to the principles of Equal
Employment Opportunity in accordance with applicable Federal and State law, Executiive
Orders, and guidelines promulgated by appropriate agencies.

The provisions of these policies shall be applied equally to all employees covered hereby
without discrimination because of race, color, sex, age, disability, as defined by applicable
law, medical condition, national origin, political opinions or affiliations, marital status or
sexual preference.

PROBATIONARY PERIOD

The probationary period shall be regarded as part of the selection process and shall be utilized
for closely observing the work of new employees, for securing their effective adjustment to
their positions and for rejecting any probationary empioyee whose performance does not meet
acceptable siandards of work.

Employees serving a probationary period are expected to make regular and steady progress
toward satisfactory job performance. A newly hired employee's probationary employment may
be terminated by the President and Chief Executive Officer at any time it is determined that
satisfactory progress is not being made toward meeting Regular performance expectations.

A. New Hire: Fach new Regular employee shall serve a new hire probationary period of
six months commencing with the first day of {heir employment to attain Regular status.
For reinstated employees who previously attained Regular status with the Housing
Commission, the new hire six (6) month probationary period may be reduced or
waived.

A final written evaluation is fo be given at least five {5) workdays prior fo the end of the
new hire probationary period. If the overall rating is satisfactory, the employee will be
made regular or if less than satisfactory, the employee may be terminated.

New hire probation may be extended a maximum of 890 calendar days for less than
satisfactory performance, or in the case where the employee has been absent from
work for the equivalent of 30 calendar days or more, probation may be extended fora
specified period equal 1o the time absent from the job, not to exceed 90 calendar days.
Only one extension may be granted during probation. If new hire probation is
extended, a final evaluation shall be performed at the end of the extension to
determine if performance is satisfactory. The employee will then be made Regular or
terminated.

Extension of the probationary period changes the employee’s anniversary date.
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102.203

102.204

New hire probationary employees shall have all rights under the Personnel! Policies
including full and complete access to the grievance procedure except for instances of
termination of employment for unsatisfactory performance.

B. New Class: Each Regular employee appointed o a new class shall serve a minimum
six (6) month probationary period in ihe new class. An empioyee appointed to a new
class prior to completing New Hire Probation will serve the remaining New Hire
Probation period in the new class. The six (6) month new class probationary period
may be waived or reduced by the President and Chief Executive Officer.

A Regular employee who has been promeoted or voluntarily laterally reassigned and is
performing unsatisfactorily during new class probation, shall revert to the
classification, range and rate of pay from which he/she came.

Employees serving a New Class probation period shall have all rights under the
Fersonnei Policies including full and complete access to the grievance procedure
except in the case of unsatisfactory performance in the new job classification during
the probationary period.

C. In the event a Temporary employee is selected from a temporary assignment to a
Regular position in the same or equivalent classification, the six (6} month
probationary period may be reduced, or waived, as determined by the President and
Chief Executive Officer.

A written evaluation shall be given at the end of the first three (3) months which shall clearly
indicate where the employee’s performance is satisfactory and acceptable, where
improvement is needed and where it is unacceptable,

PERFORMANCE EVAE UATION

Performance review procedures and forms shall be standardized to attain a consistent and
refiable process for all employees except as provided for the Executive and Management
Service. Performance Standards and evaluation criteria for positions may vary based on
petformance expectations established for each position,

Performance reviews shall be performed for each employee in accordance with probation
period provisions herein. In addition, a performance review shall be performed: at one-year
intervals following the completion of probation, and in accordance with Policy 102.301A for
scheduled step/pay increases. Interim performance reviews may be performed at the
discretion of the supervisor to assist the employee in determining his/her strengths and
weaknesses and to point out areas where improvementis ¢an be made or have been made, or
to verify performance when deemed necessary by the President and Chief Executive Officer
for operational purposes. Evaluations shal be discussed in person with employee, and the
employee shall have five (5) workdays in which to consider the document before signing it.
No comment shall be added to the evaluation after the employee’s signature other than in the
comment section provided for on the signature page of the performance review form without
the employee's knowledge and opportunity for response.

Performance feedback for Regular employees in temporary assignments shall be Included In
the employee’s regular annual evaluation. Performance Evaluations are conducted annually
for step/pay advancement purposes. Verbal feedback and discussion regarding performance
is provided by the supervisor for development and growth.

9
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102.204

102,205

Performance reviews and conferences shall be conducted in a confidential manner.

Performance reviews are not subject 1o the grievance procedures. Except during probation,
an employee may exercise the following procedures in response to a performance review,

A, For Any Performance Review:

1. If an employee does not respond within five (5} workdays of discussion or
refuses to sign the document, the performance review will be forwarded for
processing; any commentis submitted after the five (5) workdays will be
forwarded through the appropriate signature approvals for filing in the
empioyee’s personnel file and attached to the appropriate performance review.

2. if an employee disagrees with the supervisor's review, he/she may submit a
written statement in response to the review within five (5) workdays of receipt
and discussion as documented by supervisor's signature and date, which shall
become a part of the official evaluation, or

3. If any elements of the performance evaluation are rated less than satisfactory,
the employee may, within five (5) workdays of receipt and discussion of the
review, request a meeting to discuss the review with the supervisor and next
higher supervisor. The employee may be accompanied at this meeting by a
representative. The next higher supervisor shall notify the employee within five
(5) workdays or reasonable mutually agreed to time frame, of his/her
determination.

For A Performance Review Which Is Rated Unsatisfactory Overalt:

If the overall performance review is rated less than satisfactory, the employee may, within five
{5} workdays of receipt and discussion of the review, request the meeiing described in "A"
above. lf the employee is dissatisfied with the determination, the employee may request a final
meeting to discuss the performance review with the Depariment Director, or if previously
reviewed by the Director, the next higher level. The employee may also be accompanied by a
representative at this meeting. Notification to the employee will be within ten (10) workdays of
determination.

CLASS SPECIFICATIONS AND POSITION CLASSIFICATION PRACTICES

Classification and compensation practices are reviewed periodically to ensure internal and
external comparability and competitiveness of pay practices. When a new classification is
created or when a position’s duties, functions and/or responsibilities change significantly, a
job analysis or classification reevaluation is conducted. Positions are classified/reclassified
and assigned/reassigned to a salary grade on the basis of the classification review. Work will
be assigned according fo the approved classification to avoid unauthorized out of class
situations.

A. Position Classification

1. The regular classification of each position shall be consistent with the duties
petformed and the position classification title approved by the Housing
Commission for inclusion in the agency budget.

10
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2. The President and Chief Executive Officer may temporarily recfassify or add

positions to meet unanticipated operational requirements, within approved
policy authorization and subject to appropriate funding source availability. All
Temporary reclassifications as additions to Regular staffing will be reported by
the President and Chief Executive Officer to the Housing Commission during
proposed budget discussions.

Class Specifications

The President and Chief Executive Officer shall be responsible for causing to have
prepared a class specification for each classification in the pay plan adopted by the
Housing Commission. The class specifications shall describe such common
distinguishing characteristics for each classification as title, nature of work,
supervision exercised and received, examples of essential and related duties,
qualifications, requirements, and relationship to other classifications in the career
series. Class specifications shall be updated, maintained, or may be created on a
temporary hasis as the President and Chief Executive Officer determines necessary to
properly describe the work performed and to accomplish the agency’s mission,
purpose and programs. Class specifications for newly created Regular classifications
and substantive revisions to specifications for the Executive and Management Service
shall be approved by the Housing Commission for development by the President and
Chief Executive Officer resulting from the budget approval process.

Class specifications shall b2 made availabie to the employess of each classification as
a general description of the work performed.

Classification Pay Plan

The President and Chief Executive Officer shall be responsible for making changes to
the Classification plan, the classification of individual pasitions and the assignment of
classes to salary ranges within currently approved salary schedules as may be
required to accomplish the agency’s mission, purpose and programs, provided that
such actions are:

1. Consistent with policy.

2. Do not result in the addition of any new management positions not previously
provided for in the budget.

3. Will not exceed the approved budget for personnel expenses.

The authority of the President and Chief Executive Officer will inciude the
addition/deletion of classifications, reciassifications of currently authorized positions,
and assignment of new classes to salary grades in accordance with policy provisions
and consistent with provisions of the Memorandum of Understanding for positions in
the Union and other Personnel Policies.

In implementing agency wide classification and compensation studies, the adopted
implementation plan shall apply.

11
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102.206 FILLING RECLASSIFIED POSITIONS

A

Employees whose duties have been reclassified upward may be desighated by the
President and Chief Executive Officer as qualifying for advancement to the new
classification without competitive examination.

Employees who occupy posiions reclassified downward may be approved by the

B.
President and Chief Executive Officer for non-disciplinary demotion. Layoff or layoff
bumping may be the employee’s alternative to acceptance of a non-disciplinary
demotion upon downward reciassification of an encumbered position.

C. Vacant reclassified positions shall be filled as determined by the President and Chief
Executive Officer.

102,207 FLEXIBLE STAFFING/CAREER ADVANCEMENT SERIES

A. Underfiliing Positions
Positions specifically designated for career advancement in a career advancement
series will be budgeted at the full journey level. The President and Chief Executive
Officer may elect to use a lower paid classification than authorized in the budget and
later raise that position's classification to the budget authorized level,

B. Flexible Staffing

The President and Chief Executive Officer may designate certain positions as
appropriate for flexible staffing in a career advancement series. Current Housing
Commission classifications subject to flexible staffing designation include the
following listed below. Other flexible staffing classifications may later be added to the

pay plan.

ENTRY LEVEL CLASS FLEXIBLE STAFFING ADVANCEMENT CLASS
Office Assistant | Office Assistant Il
Housing Aide | Housing Aide il
Housing Assistant | Housing Assistant H
Maintenance Technician | Maintenance Technician il
1. incumbents in positions with flexible staffing designations are subject to

advancement {o the next class in the career advancement series without the
need for competition up to the budgeted classified level upon supervisory
determination that the fuil range of duties are being performed satisfactorily at
the incumbent's current level. Not all positions within a career advancement
series may be classified and/or budgeted at the highest level in the career
advancement series. Some positions may be classified and/or filled at a lower
level. In such a case, career advancement would only occur up to the
classified level.

2. Incumbents of positions regularty classified at the eniry class in the career
advancement series will be subject to either competitive processes or transfer
to a fiexible staffing designated position before advancement to the higher
level class.

12
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3. Written notice about flexible staffing opportunities shall be provided to
candidates upon recruitment. Such notice may be accomplished by inclusion
in the recruitment job announcement.
102.208 RECRUITMENT
A recruitment program shail be conducted, based upon current and projected work force
needs. The recruiting efforts shall be carried out in a timely manner. Recruiiment shall be
tailored to specific job classes to be filled and shall be directed to appropriate sources of
applicants in order to atiract an adequate number of candidales for consideration and to
permit successful competition. Recruiting publicity shall be carried out through appropriate
media for a reasonable period of time {o assure sufficient opportuniiy for the available labor
market to apply and be considered for employment on the basis of skills and abilities.
Announcement shall indicate that the Housing Commission is an equal opportunity employer.
102.209 SELECTION AND EXAMINATION
A Applications
Persons desiring employment shall file an application setting forth their qualifications
for employment and related information as may be required. Applications for Regular
positions may only be filed in response {o the publication of a job announcement that a
recruitment is currently open.
B. Merit Competition
Seiection for Regular employment shall be through competition. On an exception
basis, the President and Chief Executive Officer may limit or target recruitments to
Housing Commission employees and employees of the City of San Diego to minimize
layoffs during financial and budgetary crises.
The President and Chief Executive Officer shall also have the authority to target cerfain
recruitments to Section 8 participants and residents of Housing Commission/Authority
owned housing. Current or former employees who are residents and who meet the
minimum requirements for a classification may be considered without further
competition for selected positions.
Selecticon techniques shall be impartial and refate to subjects designed to maximize
ebijectivity and validity through evaluation of applicant qualifications necessary for
successful job performance and career development.
Temporary positions may be filled expediently based on applicant qualifications in
accordance with other merit processes.
C. Selection Methods

Selection procedures may inciude, but are not limited to, review of qualifications,
written tests, personal interviews, written or oral exercises or performance tests,
physical agility tests, evaluation of work experience and training, comprehensive
background checks and post offer of employment medical, successful completion of
prescribed training, or any combination of these or other assessmeni methods to
ensure selection qualifications for hire. Performance Reviews conducted within the
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last two (2) years may be considered by the President and Chief Executive Officer or
designee as part of the decision for selection.

Eligibility Lists

1. Eligibility lists may be created in accordance with the provisions of this
Personnel Policy and may contain the names of one or more persons eligible
for employment or promotion. Appointments may be made from the eligibility
list to appropriate positions. An eligibility list created to fill a position in a
particular classification may be used to fill other positions requiring similar

hasic qualifications in that same classitication or in a similar classification or in
a lower level classification in the same occupational series.

A budgeted position which is vacant may be filled at a lower classification level
based on the needs of the Housing Commission.

2. Eligibility lists may be valid for a period of one (1) year unless extended by the
President and Chief Executive Officer or designee for twelve (12) months. The
Human Resources Officer may extend an eligibility list for an additional three
{3) months, end the use of an existing list at any time short of one (1) year
and/or merge new lists with existing lists at any time. Names may be removed
from the list for good and sufficient reason.

3. Where required by expected level of staffing or turnover, an eligibility list may
remain open continucusly or indefinitely and new applicants' names may be
added fo the list as they qualify. Applicants not hired during their first year of
eligibility on such a list may be removed from the list and required to requalify.

102.210 CHANGES iN STATUS

Opportunities for changes in status are available to employees for application at any time
regardless of known position vacancies.

A,

Transfer

The President and Chief Executive Officer may, at any point in the selection process,
honor an employee's request for transfer {0 an avaifable position in the same
classification. Considerations in the President and Chief Executive Officer's transfer
decision include supetrvisor's recommendations, employee's current status (Regular
vs. probationary), job performance, recent performance review, qualification for the
position by experience or {raining, and employment within the same or higher pay
range. Testing may be required of transfer candidates.

The President and Chief Execulive Officer may initiate involuntary transfers (without
loss of current pay) whenever such re-assignments are in the best interests of the
Housing Commission.

When an empioyee assumes a transfer to a position in the same classification, the

employee shali be placed at the pay step which continues the current salary, and the
employee’s anniversary date will remain unchanged.
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Demotion

Employees may be demoted for reasons of disciplinary action, layoffs, medical
standards or voluntary request for demotion. In addition, the President and Chief
Executive Officer may, at any point in the selection process, honor an employee's
request for voluntary demotion to an available position. Considerations in the
President and Chief Executive Officet’s voluntary demotion decision include
supervisors' recommendations, employee's current Regular status in a classification
with a higher pay range, qualification by experience and training for the new position.
The President and Chief Executive Officer may place the demoted employee at any pay
step which does not exceed the current pay and is within the new pay range. The
employee’s anniversary date changes upon demotion. No new piobationary period is
provided for the voluntarily demoted employee to a class previously held. A New Class
probationary period is required without the right to refurn to a position in the previous
class held for the involuntarily demoted employee.

Lateral Re-Assighment

The President and Chief Executive Officer may, at any point In the selection process,
honor an employee's request for a lateral re-assignment to an available position in a
different classification. A lateral re-assignment is possible when a Regular status
employee is employed in a classification with the same pay range as the available
position and the employee is qualified for the position by experience and training and
performance. Technical skills or knowledge tesis may be required of a lateral re-
assignment candidate. The employee’s anniversary date changes upon lateral
assignment. No change in pay occurs upon lateral re-assignment. A New Class
probationary period with right to return to a position in the previous classification
anplies,

Promotions

1. Notice of openings that present promotional opportunities for employees shall
be posted in appropriate work locations for at least five (b} workdays.

2. When an employee is promoted, that employee shall be placed at a step/pay
within the new range o be determined by the President and Chief Executive
Officer. Normally, the increase resulting will be approximately 5%. An
employee scheduled for a normal step/pay increase within 60 calendar days of
the promotion effective date shall be compensated as provided under 162.301.
in cases cof promotion, the employee serves a New Class probationary period
and the employee's anniversary date shall change to coincide with the effective
date of promotion.

3. Performance reviews conducted within the last two years may be considered
by President and Chief Executive Officer or designee in the selection decision.

Reclagsifications and Salary Range Adjustments

1. When an occupied position is reclassified upward and the incumbent is
promoted, the incumbent’s salary and salary review date shall be affecied as
provided for in the "Promotions” section above.
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2. When an oecupied position is reclassified downward, the incumbent
employee's salary shall be placed at a step/pay in the new pay range which
does not reduce the employee's pay or shall remain unchanged until the new
range exceeds the employee's pay rate.

a. When an occupied position is reclassified downward, and the
incumbent employee's pay rate is within the range for the new
classification, the incumbent's salary will remain unchanged until the
employee's anniversary date at which time the employee may move
onto the step/pay next higher than current salary.

. When an occupied position is reclassified downward, and the
incumbent employee's step/pay raie exceeds that of the top step/pay of
the range for the new clagsification, the incumbent employee's salary
shall remain unchanged and will be “frozen”, until the new range equals
or exceeds ihe employee's pay raie. The employee's step/pay rate will
be placed at the highest step/pay which does not reduce the Y- rated
pay rate when the pay range of the new classification equals or exceeds
the employee's Y- rated pay rate.

c. Downward reclassification of a position does not change the
anniversary dates of the incumbent employee.

3. When an occupied position is laterally reclassified, the incumbent’s salary and
anniversary date remains the same.

4. When an across the board salary range adjustment occurs, each incumbent
employee shall be placed on the same step within the new range as that
employee occupied within the old ranges. When an existing classification is
aliocated 10 a new range, the incumbent wifl be placed on a step closest to the
employee’s current step/pay. Prior anniversary dates remain unchanged when
salary range adjusiments occur.

Changes In Status Effective Dates

In the event an employee is promoted, demoted, reclassified, transferred, laterally
reassigned, or receives a salary adjustment, said action shall be made effective the
start of the pay pericd in which the action falls.

102.211 MEDICAL STANDARDS

A,

in order to be eligible for Regular employment with the Housing Commission,
candidates shall be required fo pass a physical examination which shall be related to
the job class. Such medical evaluation may include drug and alcohol screening.
Temporary and Volunieer employees may be subject to this requirement.

An employee may be required to take a medical examination whenever, in the judgment
of thie President and Chief Executive Officer, it is necessary to determine the
employee's ability or impairment to perform the duties and responsibilities of the
position.
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Employees may be required to submit medical records from personal physicians and
private treatment when requested by a Housing Commission consulting physician in
accordance with applicable release procedures. Such medical records may be
submitied directly 1o the consuiting physician for use in evaluating the employee's
capacity to work safely or with an impairment.

In the event an employee fails to meet the medical standards for the job class, based
upon the finding of the examining physician, the President and Chief Executive Officer
shall determine if reasonable job accommodations can be made that will enable the
employee to perform the essential functions of the job class.

if an employee is determined unable to perform the essential duties and
responsibilities of the position with or without accommodations, the emplioyee may be
entitled o a leave of absence pursuant to the provisions of Title |, Sections 101-109 of
the US Family Care and Medical Leave Act of 1993, or other leave of absence policies,
or may be separated for non-discipiinary reasons in accordance with applicable
provisions and regulations.

Required physical examinations shall be paid by the Housing Commission. The
Housing Commission shall designate the examining physician.
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102.300 COMPENSATION AND BENEFITS

102.301 PAY PLAN, STEP INCREASES AND SPECIAL PAY

A Employees shall be paid within the ranges assigned to their classifications in
accordance with normal merit increase principles.

1.

The first step in each range is the minimum rate and shall normally be the
hiring rate for the classifications. In cases where it is difficult to secure
qualified personnel of a person of unusuai qualifications is employed, the
President and Chief Executive Officer may approve appointment of any step in
the range for recruitment purposes.

Advancement to the second and subsequent steps shall be at the completion
of twelve (12) months of satisfactory service at each preceding step, as
reflected by the annual evaluation.

a. Employees eligible for a normal step increase shall automatically
receive the normal step increase effective the start of the pay period in
which the annual performance review date falls, unless written notice to
the employee has been provided regarding performance that does not
meet standards.

b. Employees who have been given specific written notice of performance
that does not meet standards shall be given a performance review no
later than 30 calendar days of the written notice.

Denial of a normal merit step/pay increase is not a disciplinary action and is not
subject io the grievance procedure. Unsatisfaciory periormance may subject
an employee to additional actions provided by Disciplinary Action Personnel
Policy and Administrative Regulations.

Unpaid leaves of absence longer than 180 calendar days shall delay and extend
day for day the period of satisfactory service necessary for a normal merit
step/pay increase. The President and Chief Executive Officer may determine
that an extraordinary leave of paid absence should cause a delay in
performance evaluation and normal merit step/pay increase until actual
satisfactory work time equals the required minimum service for a step/pay
increase at each step.

An employee scheduled for a normal step/pay increase within sixty (60)
calendar days upon change of status due to promotion, will receive the
step/pay increase upon promoetion, subject {0 satisfaciory written evaluation in
addition to the normal step/pay increase provided for promotions.

B. All classifications shall be assigned to salary ranges by the Commission. The pay plan
may be amended from time to time, as circumstances require.
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Extended Range “E” Classes:

An E Class appointment may be made by the President and Chief Executive Officer to
the range directly above or below the designated range based on the qualifications of
the individual and duties assigned.

Effective January 1, 1999 the Basic Pay Plan {except for employees in the Executive
and Management Service) consists of a 7-step merit pay range as reflected on Salary
Schedule Addendum A-1.

1.

The percent between steps 1 and 2, and 2 and 3 are 5% rounded. The percent
between steps 3 through 7 are 2.5% rounded.

Normal Merit Pa

Employees are eligible for normal merit step advancement (approximate 5%
pay increase) to steps 2 and 3 at the completion of twelve (12) months
satisfactory service at each preceding step for meets/exceeds and outstanding
performance as documented by the annual evaluation for the prior annual
evaluation period.

Special Merit Pay Awards

Employees are eligible for normal merit step advancement (approximate 2.5%
pay increase) to steps 4 through 7 at the completion of twelve (12) months of
satisfactory service at each preceding step for meets/exceeds performance as
documented by the annual evaluation for the prior annual evaluation period.

Emplovees at steps 3 through 5 are eligible for a special merit pay award of an
additional step (approximate 2.5% pay increase) with documented outstanding
performance at annual review for the prior annual evaluation period.

Employees at step 6 receive 2.5% for meets/exceeds to step 7 and an additional
2.5% special merit pay award for twelve (12) months for ouistanding
performance for the prior annual evaluation petriod.

Employees at step 7 who receive an outstanding annual performance review,
are eligible for a special merit pay award of 2.5% for twelve (12} months for the
prior annual evaluation period.

Special merit pay awards at steps 6 and 7 are added to base pay. Awards are
granted only whiie in the class for which it was awarded,

Short Terim Merit Awards

A lump sum award of up to $1,000 may be granted for exceptional performance
of a limited duration based on meeting specified criteria, or for seli-directed
development efforts to iearn and apply new skills consistent with the Core
Values of the Housing Commission.
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5. Pay Differentials

a. Pay Differentials may be assigned to individual positions within a
classification {o recognize assignments which though difficult and
specialized, do not warrant reclassification to a new or different
classification. Such assignments may include:

. Special projects and assignments of a specified duration which
entail added responsibilities and the application of specialized
knowledge and skiil.

s Temporary exercise of supervisory responsibilities for compelling
operational reasons when no supervisory position exists to
perform them.

° Difficult, challenging, specialized workioad or other significant
added programs, operations or administration responsibiiities for
which a classification upgrade is not warranted.

® Housing Supervisors when assigned to property management will
receive an additional 5% above hase pay because of their on-call
responsibilities.

b. Pay differentials may be authorized up to 15% above base pay. All
assignments will be approved in advance by the President and Chief
Executive Officer based on suppottive documentaiion.

6. Pay Equity Adiustment/Increase

A pay equity adjustment increase of one, two or three steps may be approved
to alleviate salary inequities between incumbents in the same classification or
supervisorial/employee salary relationships that cannot be resolved through
near-term merit increases.

7. Shared Savings Plan

A program that shares savings realized in administrative expenses with all
Housing Commissicn employees on a year to year basis, dependent on
administrative savings in each fiscal year and on the needs of the agency.

To qualify for a savings share, a Reguiar emplovee must have worked the entire
budget vear (July 1 to June 30) with no greater than a 90-day leave of any type
during the fiscal year.

102.302 HOURS OF WORK

A. Full-time employees shall normally work a five day, 40-hour week. The normal hours of
work for a full-time employee are eight hours a day as scheduled Monday through Friday
froim 7:00 a.m. until 6:00 p.m.
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Employees shall be granted and may take & rest period of fifteen {15) minutes during
each four (4) hours of work. Rest periods shall be considered as time worked for pay
purposes. In addition, employees who work on a Video Display Monitor (VDM) shall
not work more than sixty (60) consecutive minutes at the VDM without at teast ten (10)
minutes away from the VYDM.

Lunch periods shall be scheduled for all employees and are typically one (1) hour, but
may be modified at the employee's request as appropriate. Employees shall not be
paid for the lunch period.

Employees and work units may request optional flexible work schedules which aliow
alternative work hours, days off, and pari-time scheduies. Such alternative, fiexibie
and part-time schedules are subject to approval by the President and Chief Executive
Officer based on operational heeds and customer setvice requirements. Alternate
work schedufes beyond a normal 5-day, 40-hour week are subject to legal compliance
requiations.

Employees on an approved 9/80, 4/10 or other flexible schedule are subject {o holiday
and paid leave benefits based upon an 8 hour day (prorated for part-time). Approved
alternate work schedules designate the number of hours in the workweek for overtime
purposes.

102.303 EXEMPT EMPLOYEES

A.

e

The Housing Commission shall designate which classifications shall be exempt from
overtime pay in accordance with the Fair Labor Standards Act (FLSA). Indication of
that designation will be made on the pay plan.

Full-time employees designated exempt in accordance with FLSA shall be paid ona
salaried basis.

Part-time employees desighated exempt in accordance with FLSA appointed io work a
1/2-time, 3/4-time, or other approved pari-time schedule shall be paid on a salaried
basis proportionate to the monthly salary paid to full-time employees.

Exempt employees shall not be required to have deductions from leave, pay, or other
monetary account for absences of lass than a full workday.

102.364 OVERTIME AND PREMIUM PAY

B

Qvertime is authorized work performed by nonexempt employees in excess of the
normal eight {8) hour workday or over a normal forty (40) hour workweek. For
employees working in classifications represented by the bargaining unit {(MOU},
overtime is authorized work performed by an eligible employee in excess of the normal
forty (40} hour workweek. For overtime purposes, all paid leave shali be inciuded in
the normatl forty {40) hour week.

Overtime work must be specifically authorized, in advance, by the employee's

supervisor. Overtime credit shall be computed for each one-hundredth (1/100) of an
hour ot fraction thereof.
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102.305

102.306

102.307

102.308

C. For employees working in classifications designated as eligible for overtime
compensation in the pay plan, overtime work shall be compensated at one and one-
half (1-1/2) times the employee's hourly rate of pay for actual overtime hours

D. Overtime shall be paid in the pay period in which it is earned.

E. The President and Chief Executive Officer may elect to designate the workweek (7 day
period) of employees which best meets the service needs of the Housing Commission.

BILINGUAL PAY

The President and Chief Executive Cificer shall designate positions and assign employees {0
perform bilingual duties in positions which require such skills. In order to ensure an adequate
tevel of bilingual proficiency, the Housing Commission may require an evaluation of bilingual
skills.

For employees required to uiilize primarily oral, nontechnical bilingual skills, the employee
shall be paid a differential of $0.41 per hour ($71.07 per month}. For employees required to
utilize technical translating skiiis, the empioyee shall be paid a differential of $0.51 per hour
{$88.40 per month). Technical translations may include oral or written interpretation and
translation of technical programmatic information such as Federal, State, or local program
regulations, policies, procedures, forms, and documents, but does not include written and oral
translation of routine information provided in basic letters, general flyers, or butfletins.
Employees in positions not designated as bilingual may request a review by the Human
Resources Officer of the extent to which they are required to use bilingual skills.

INSURANCE BENEFITS AND CAFETERIA STYLE PROGRAM (FLEX-PLAN

The Housing Commission shall provide eligible employees with a cafeteria-style benefits
program in accordance with Section 125 of the Internal Revenue Service code. The portion
and amount of {otal costs borne by the Commission and employees will be determined from
time to time by the Housing Commission.

TEMPORARY DISABILITY BENEFITS

A, Worker's Compensation

The Housing Commission shall provide a workers' compensation insurance program
funded entirely by the Housing Commission. It affords medical, hospital, death and
other benefits in case of occupational injury or illness.

B. State Disability

Employees temporatrily disabled from work for personal medical reasons may be
entitied to benefits through the State Disability Program.

UNENMPLOYMENT COMPENSATION

This is a fund established to afford protection for those unemployed, but able to and available
to work. The Housing Commission pays a tax on gross wages and salaries into this fund as
presctribed by State law.
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102.310

102.311

102.312

RETIREMENT SYSTEM

The Housing Commission shail offer its employees a retirement system with benefits no less
than those outlined by HUD. The Commission's contribution to that system shall be
determinead by the Housing Commission.

TUITION REIMBURSEMENT

An employee may be approved to receive tuition reimbursement for course required
registration fees and materials to aitend courses that enhance, improve or add to the
knowledge, skills and performance of the employee in the employee's employment with the
Commission. Eligible employees will be reimbursed upon satisfactory course compfietion for
100% of fuition, mandatory fees, textbooks and supplies under certain conditions. The
maximum reimbursement is $2,000 per fiscal year.

The determination as to when and whether an employee is granted reimbursement shall be
made by the President and Chief Executive Officer or designee. Employee requests for such
reimbursement shall be submitted in writing, in advance, in a timely manner.

TRANSPORTATION INCENTIVES

It is the policy of the Housing Commission to provide transportation incentives to employees,
encouraging use of alternate transportation whenever possibfe.

Employees who purchase monthly passes for public bus and/or trolley transportation will be
reimbursed 80% of the cost by the Housing Commission. Such passes shall be for exclusively
personal use.

RESIDENT MANAGER COMPENSATION

A. As a condition of employment, Resident Managers shall live on-site in a free
apartment, as designated by the Housing Commission. An employee separating
employment as a Resident Manager will be required to vacate the Housing
Commission provided residence.

1. Utilities: Utilities installation and deposits shall be paid for by the Housing
Commission. Monthly charges for utilities are the responsibiiity of the
employee and shall be paid within noted payment periods.

2. On-Call Duties and Pay: Resident Managers shall be accessible by a Housing
Commission provided pager, and respond to pager calls at any time during
regular scheduled work hours and afier core work hours when serving on-call.
Calls will be screened and coded for status to determine if the Resident
Manager must respond immediately or within a reasonabie {iwo hours) period
of time. Resident Managers will be relieved from on-call duties one weekend
out of four and during furiough days, or when using Annual Leave, including
any weekends which immediately precede or follow a planned vacation.
Resident Manhagers will be relieved from any obligation for on-call duties during
holidays as described in the MOU. {f Resident Managers are available for on-
call duties on a holiday, they will notify their supervisor prior io the holiday. In
addition to base pay, Resident Managers shall receive On-Call Pay at $0.70 per
hour {$121.33 per month). Actual emergency response hours will be paid in
accordance with 102.304 OVERTIME.
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3. Overtime Pay: The overtime rate for Resident Managers, shall be calculated to

include On-Call Pay as follows: [Salary Rate + On-Call Pay] x 1-1/2.

4, Housing Commission Required Move: Employees who move from one
Housing Commission designated location to another as required by the
President and Chief Executive Officer, will be allowed three (3) regularly
scheduled work hours for the purpose of such move. The cost associated with
moving required household items and personal necessities of the Resident
Manager employee shall be reimbursed up to $500. Moving costs for Resident
Manager-requested moves will be paid by the empioyee. Resident Manager
employees may decline a Housing Commission requested site transfer.
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102.400 LEAVE

102.401 HOLIDAYS DEFINED

A

The dates listed below shall be considered holidays for all Regular full-time Housing
Commission employees who shali be entitled to take the leave without deduction in

pay. Regular part-time employees’ compensated holiday time shall be equivalent to

one-fifth (1/5) the number of regularly scheduled hours in that employee's workweek
during which the holiday occurred.

January 1 - New Year's Day

Third Monday in January - Martin Luther King, Jr. Day
Third Monday in February - Washington's Birthday
March 31 ~ Cesar Chavez’s Birthday

Last Monday in May - Memorial Day

July 4 - Independence Day

First Monday in September - Labor Day

November 11 - Veteran's Day

Thanksgiving Day

Friday following Thanksgiving Day

December 25 - Christmas Day

One additional holiday to be credited as annual leave on December 31 of each
year for all current employees entitled to "holiday” pay.

Every day or part of a day designated by the Housing Commission 1o be a holiday.

When a holiday as identified above falls on a Sunday, the following Monday shall be
observed as a holiday.

When a holiday as identified above falls on a Saturday, the preceding Friday shall be
observed as a holiday.

Holidays which fall while an empioyee is on annual leave or sick leave shall be counted
as a holiday and not charged to annual or sick leave.

if holiday work is assigned and authorized, that time worked shall be reimbursed at the
rate of one and one-half times the regular hourly rate plus the holiday pay to which the
employee is entitled.

in order to be eligible for holiday pay, an employee must be either at work or on paid
leave of absence on the regularly scheduled workday immediately preceding the
holiday or day observed in lieu of the heliday and the regularly scheduled workday
immediately following the holiday or day observed in lieu of the holiday. No employee
who Is on suspension or Unpaid leave of absence on either the regularly scheduled
workday immediately preceding or immediately following the holiday or day observed
in lieu of the holiday shall receive compensation for said holiday or day ohserved in
lieu of the holiday.
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102.402 ANNUAL LEAVE

Annual Leave is compensated leave for eligible employees who are absent because of illness,
injury, medical or dental care appointments, or personal business or who utilize time off as
personal vacation. A doctor's statement may be required for any period of sick leave as
described under Sick Leave.

Each Regular full-time employee, shall earn annual leave credits as follows:

Years of Service Hours per Month Days per Year
Beginning of the 12.00 hours 18 days
1st through the

4th year

Beginning of the 14.67 hours 22 days
5th through the

10th vear

Beginning of the 17.33 hours 26 days
11ih through the

15th year

Beginning of the 18.67 hours 28 days
16th through the

25" year

Beginning of the 20.00 hours 30 days
26" year

Annual leave accrual shall be pro-rated for part-time Regular employees.

An employee appointed from Temporary non-benefited status directly to Regular or Temporary
benefited status or within one year of separation service shall receive service credit toward
annual leave accrual for the period of continuous Temporary non-benefited employment
immediately preceding appointment.

Upon rehire to a Regular or Temporary benefited position following a break in service of less
than 3 years, all previously counted service toward annual leave shall be restored.

A. Credits Accumulated During Leave

Total annual leave granted may not exceed the amount posted to an employee's
account as of the last day worked preceding [eave. Annual leave credits will continue
to accrue while on paid leave, and can only be used as earned. Annual leave credits
are nof earned during periods of unpaid leave.

B. Apoproval of L.eave Reguests
Employees may request use of accrued annual leave in writing or by email up to one

{1) year prior to dates scheduled and shall receive a response, in writing, within (10)
calendar days of such request. Authorization for time off shall be determined by the
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supervisor based on staffing requirements. Authorization shall not be unreasonably
withdrawn once approved.

Unscheduled Absences

Employees are required to notify supervisors of unscheduled absences as early as
possible and to keep supervisors informed of additional days off required as soon as
possible.

Maximum Accumulation

The maximum accumulation of annual leave for employees hired before July 1, 1994 s
650 hours; while employees hired on or after July 1, 1994 may not accumulate more
than 350 hours from one fiscal year to the next.

An employee may accumulate over his/her maximum aceumulation amount until July
1st of each year. If an employee has accumulated hours over the maximum aflowed,
any further accumuiation of annual leave stops. Accumulations of leave over the
maximum must be used during the preceding months so that the July 1st balance
refiects the maximum allowed or less.

If an employee has not reached his/her maximum accumulation by July 1st, he/she will
continue to accumulate up to the maximum allowed. If an employee is projected to
accumulate an excess of the maximum allowed as of July 1si, a supervisor may
mandate a leave which brings the employee’s balance to the maximum or less by July
1st.

Pay in Lieu of Annual Leave

Employees may make up tc two requests for payment in lieu of annual leave each
fiscal year. The total of both requests cannot exceed 80 hours. Requests for payment
in lieu of annual leave may be made if the employee has sufficient hours of earned
leave credits and meets the following conditions:

1. Has taken af least five days (40 hours for full-time empioyeés) of annual leave
during the previous 12 months; and

2. After receiving the requested number of hours in lieu of annual leave retained
at least 24 hours of earned annual leave credits.

Pay Off at Termination

An employee whose service is terminated shall be entitled to receive the equivalent
amount of pay for annual leave acerued, bui noi taken, up to the maximum allowable
accumulation of hours plus the current year's accrual. Such payment shall be made in
a lump sum on the effective date of termination; unless the Commission has not
received two weeks notice of intent to terminate employment, in which case such
payment shall be made within one week of the date of termination.
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Catastrophic Leave

In the event of a catastrophic occurrence in the life of an employee, setious iliness,
injury, or personal situation in the life of an employee requiring absence from the job
beyond available compensated leave, the President and Chief Executive Officer may
authorize donations of up to a minimum of one eight (8} hour day and a maximum of
six (6) efght hour days from the accrued annual leave balance of employee(s)
authorizing such donation in writing. Annual Leave transfer donations are irrevocable.
The President and Chief Executive Officer may establish guidelines for implementing
such transfers of leave.

1. The total transfer crediis accumulated by an employee shall not exceed the
maximum accumulation of hours per policy.

2. Accumulations in excess of the maximum may be considered and approved by
the President and Chief Executive Officer,

Family Sick Leave

Pursuant to AB109 Family Sick Leave, effective January 1, 2000, an employee Iis
entitled to use up to one-half (12} the hours of annual leave to which the employee is
eligible and has accrued in the calendar year, to attend 1o the iliness or medical need
of the employee’s child, spouse, or parent, as specified by law.

Family Medical Leave Act (FMLA) and California Family Rights Act (CFRA)

For employees qualifying under the FMILA and CFRA, accrued annual leave up to 12
workweeks shall be provided to care for a serious illness of the employee, and the
employee’s chiid, spouse, or parent as specified by ihe Act.

102.403 OTHER LEAVE

It shall be the responsibllity of each employee 1o notify his/her iImmediate supervisor in
advance of absence for scheduled medical appointments or anticipated absences covered; or
as soon as possible on the first day of absence if the absence is unscheduled. The employee
shall notify the supervisor when he/she expects 1o return to work., A doctor's statement may
be required for any period of annual leave when used for illness.

A

"Emergency leave" in cases of criiical iliness of an employee's immediate family
member. (immediate family shall include: spouse, son, daughter, father, mother,
brother, sister, grandparent, grandchild, or the corresponding relation by affinity, and
any member of the employee's housshold.) Not more than five consecutive days may
be charged to sick ieave for this purpose.

Before July 1, 1990 Regular employees accrued sick leave at the rate of six {6) hours
per month for full-time employees, Sick leave was prorated for part-lime emplioyees.
Unused sick leave was accrued to a maximum of 126 days. Affer July 1, 1990, sick
leave was no longer accrued; but rather annual leave (see 102.402) was provided as a
replacement for sick leave and vacation.

Pursuant to AB109 Family Sick Leave, effective January 1, 2000, an employee may use
up to one-half () the hours of sick leave to which the employee is eligible and has
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102,405

102.405

102.406

accrued in the calendar year, to attend to the iliness or medical need of the employee’s
child, spouse, or parent as specified by law.

C. For empioyees qualifying under the Family Medical Eeave Act and California Family
Rights Act, accrued sick leave up to 12 workweeks shall be provided to care for a

serious iliness of the employee, and the employee’s child, spouse, or parent as
specified by the Act.

ADMINISTRATIVE LEAVE

An employee may be placed on adminisirative leave by the President and Chief Executive
Officer at any time. Administrative leave for the remaining hours in a work shift may be
required of an employee by the immediate supervisor whenever an urgent or dangerous
situation exists.

An employee placed on administrative leave may be required to immedialely ieave the property
of the Housing Commission. At the initiation of administrative leave, the employee shall be
instructed regarding return to work procedures and of the reason for requiring administrative
leave.

Administrative leave is a required absence from work for the benefit of the Housing
Commission. Administrative leave is not a disciplinary action. As long as the employee
remains available for business consuliation or immediate recall to work, the administrative
leave may be in regular paid status. The President and Chief Executive Officer may determine
subsequent to administrative leave to take discipiinary action.

MILITARY LEAVE

The Housing Commission shall provide military leave in accordance with the California
Mititary and Veterans' Code.

Any employee who has been in the service of the Housing Commission for a period of not less
than one year immediately prior to the date on which military leave starts shall be entitted to
paid military leave. Service with the Commission and in the military constitute service ina
public agency, and may be combined for the one-year requiremeni. The maximum paid
military leave entitlement during any one fiscal year shall be no more than the pay for a period
of thirty {30) calendar days.

Upon return from active duty military leave under the conditions prescribed above, the
employee shall present military separation papers. Following medical examination by the
Housing Commission’s examining physician, the employee shall be returned to the position
the emplovee left, or to a comparable position for which the employee is qualified, as
determined by the Housing Commission.

COURT LEAVE

A. Any employee, in court as a witness or on jury duty, is entitled to court leave and such
absence shall not be construed as annual leave or leave without pay, only if the
employee is not a party in the action.

B. Any fee for such duty shall be retained by the employee.
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Before court leave is granted, the employee must submit a copy of the official
summons 1o the employee’s supervisor prior to the beginning date of such duty or
service.

Employees who elect to be on "on-call" jury duty shall report to work on days when
they are not required to be at the courthouse and scheduled to work.

102.407 LEAVE WITHOUT PAY

A.

102.407

At the employee’s request, a leave of absence without pay may be granted to eligible
employees for a period not to exceed one year for the following reasons:

1. Leave for employee ifiness or injury beyond that covered by paid sick leave,
including workers' compensation cases.

2, Maternity leave.

3. Paternity leaves without pay may be granted for a period not to exceed five (5)
calendar days.

4, Education or training which will materially benefit the Housing Commission.

5. Short term leave up to 180 calendar days.

6. Other personal reasons, such as for temporary employment, to seek pubiic
office, or for a sabbatical, which do not cause inconvenience to the Housing
Commission. '

L.eaves of absence without pay shall also be granted as required by law for family care
or medical leave due to: birth or adoption, including foster care placement, of a child;
care for serious health condition of employee's parent, spouse, or child; employee’s
serious health condition, or other lawfully specified purposes.

Entitlement to leave or benefits, definitions of child, parent or spouse within the
provisions of "B" above shall be in accordance with the California Governmenti Code
12945.2 of the Family Rights Act of 1991, and Title I, Sections 101-108 of the US Family
Care and Medical Leave Act of 1993.

The President and Chief Executive Officer may, in exceptional cases, extend a leave for
an additional period not to exceed one year. Only one extension may be granted and
only in cases of ilness or disability.

Immedlately prior to, or at the time of return to active duty from employee iliness or
disability leave, the employee shall submit a statement from a physician certifying that
he/she is released to return to work. Reasonable accommodation will be made {0 an
employee released with work restrictions or limifations.

When an employee has been granted a leave without pay and desires to return before
expiration of such leave, the employee may be required t0 give reasonable notice
within 5 calendar days.

Failure o report for active duty after a leave of absence has expired or has been
disapproved or revoked, or any other failure to report for duty as scheduled, may at the
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102.410

oplion of the President and Chief Executive Officer, be considered as automatic
resignation.

A {eave of absence for any of the reasons stated in "A" above may be revoked by the
President and Chief Executive Officer upon evidence that the cause for granting leave
was misrepresented or has ceased to exist.

Employees may not accrue annual leave credits while on "leave without pay”. Unpaid
leaves of absence longer than 180 calendar days shall delay and extend day-for-day
the period of satisfactory service necessary for pay step advancement,

Premiums required under the employer's health, life and dental insurance programs
shall not be paid by the employer while the employee is an "leave without pay” status
heyond the provisions of the plan document and as required by faw. Employees may
coordinate with Payroll to make contributions toward premiums if allowable by plan
provider to continue benefits during leave without pay.

if an employee is determined eligible for leave pursuant to "B" above of this article,
and elects fo continue medical coverage, the Commission shail pay the premium fo
continue the current medical plan coverage to the extenti required by law.

if, in the opinion of the Housing Commission, an employee is unable to properly
perform the duties of his/her position on account of injury, iliness, disability or
impairment, the employee may be required to submit himseif/herself to an examination
by a physician, designated or approved by the President and Chief Executive Officer.
if the report of the physician shows the employee unable to perform his/her essential
duties, the employer may compel the employee to take sufficient leave of absence until
such {ime as the employee is able {0 satisfactorily perform his/her essential duties with
or without accommodation. If an empioyee is unable to perform his/her essential
duties for an extended period of time, he/she will be subject to termination.
Reasonable accommaodation for a limiting condition wilt be made where possible prior
to mandatory leave of absence or termination of employee with an #liness or disability
that cannot be reasonably accommodated.

UNAUTHORIZED LEAVE

A,

Absence without proper authorization or approval may be considered sufiicient cause
for suspension or dismissaf of the employee.

If an employee is absenti without proper authorization, deduction shall be made from
his/her pay for the period of absence.

BEREAVEMENT LEAVE

Regular employees may be granted up fo a maximum of three (3) days bereavement ieave to
be used in case of death in an employee's immediate family (spouse, son, daughter, father,
mother, brother, sister, grandparent, grandchiid, or the corresponding relation by affinity, and
any member of the employee’s household) or extended family.

EDUCATIONAL LEAVE

An employee may be approved to receive paid or unpaid leave from regularly scheduled work
to attend courses, seminars, workshops or conventions that enhance, improve or add {o the

31




San Diego Housing Commission

POLICY

Subject: PERSONNEL POLICIES

Number: P0102.000 Effective: 7/1/07 Page 32 of 68

knowledge, skills and performance of the employee in the employee's employment with the
Commission.

The determination as to when and whether an employee is granted a paid or unpald leave shall
be made by the President and Chief Executive Officer or designee. Employee requests for
such leave shall be submitted in writing in advance, in a timely manner.

102.411 BISCRETIONARY LEAVE

An employee may be granted paid Discretionary Leave time off of up to three (3) calendar days
for exceptional performance and/or acknowledgement of extracrdinary work on behalf of and
in pursuit of the Commission’s mission, Discretionary Leave may be granted in increments of
one {1) hour periods up to twenty-four (three- eight hour days)
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102.500 COUNSELING AND DISCIPLINE

CONSTRUCTIVE COUNSELING AND DEVELOPMENT

Employees receive communication, instruction, and counseling to assist in improving
performance. Oral and written instructions, counselings, and warnings are considered
counseling actions and may be provided for performance development. Counseling actions
are non-disciplinary in nature and, as such, clarify performance expectations, improvement
needed, and contain ne punitive language or specific consequence. The employee has the
right to review both the employee’s Personnel File and the written records pertaining
exclusively to the employee in the working file retained by the supervisor with advance notice
of request.

A. Counseling Between Supervisor and Employee

1. Oral Counseling (Performance, incident or behavior issue)

Discussion regarding performance or minor incident. Informal record may be
purged following performance review.

2. Written Counseling (Repeated performance, Incident or behavior)

a. Used when employee fails {o respond to Oral Counseling, or if the
performance or issue is more serious. Instructions must be specific
including examples of and ways to correct poor performarnce. Actionis
signed and dated by supervisor and employee, with a copy to employee
and supervisor.

b. The Interim Performance Review process may be considered 1o
document performance requiring improvement to include an
Improvement Plan.

B. Supervisor’s issuance of Warnings
1. Oral Warning (Violation of a rule, policy, or procedure)

Used for a minor, first time incident where the supervisor believes an oral
warning will prevent repeat cccurrence. Documentation may be kept by the
supervisor.

2. Written Warning (Repeated misconduct or serious first time incident)
Used when employee fails 1o respond to previous counseling action, or the
incident is more serious, signed by supervisor and employee. A copy will be
given to the employee.
DISCIPLINE PROCESS
This process covers discipline for employees whose job petformance, actions or behavior fall

below acceptable standards. It also provides, wherever possible, for constructive and
progressive steps to correct substandard performance or behavior. Severity of action taken
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shall be appropriate to the cause. In most cases, the employee will be instructed and
counseled in performance and development prior to implementing discipline.

REPRESENTATION:

A representative of employee's choice may be present at any meeting concerning disciplinary
action or where there is probable cause {o believe disciplinary action may be taken. The
supervisor will provide employee with a notice of right to representation in advance, except in
instances requiring immediatie attention.

The following disciplinary actions must include a statement of the behavior, incident or
misconduct requiring correction and consequence for failure to correct.

A

B.

Disciplinary Action

1.

Writien Reprimand (Significant incident of misconduct or repeated incidenis)

A significant first time incident of misconduct or repeated incidents not
corrected through previous counseling action, signed by employee and
supervisor with copy to employee, supervisor and personnel file.

Suspension Pending Investigation {Major incident of misconduct or repeated
serious violations of a rule, policy, or procedure)

involuntary, non-disciplinary absence with pay, not to exceed 30 days, to
investigate and determine disciplinary action, it any. Used to maintain the
reputation, morale, harmony or safety of the organization. Written Notice, with
copy to personnet file, shall be issued immediately describing charges and
cause, and the effective date and duration of suspension with opportunity to
respond prior to departure from the worksite except in an emergency situation
when oral notice may be given with written notice to foliow within 24 hours.

Serious Disciplinary Actions Impacting Pay

1.

Suspension Without Pay

Suspension without pay shall not exceed 30 calendar days, and shail only be
applicable to non-salaried employees, as defined within the Fair Labor
Standards Act and implementing regulations,

Salaried employees, as defined under the provisions of the Fair Labor
Standards Act and implementing regulations, shall not be suspended without
pay, except if such a suspension is imposed in good faith for infractions of
safety rules of major significance. Safetly rules of major significance include
only those relating to the prevention of serious danger to the work place and/or
other employees. Exempt status employees are, in general, not disciplined by
piecemeal deductions from their pay, but are terminated, demoted or given
restricted assighments.

Salary Reduction

Reduction in pay step within a salary range.
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Disciplinary Demotion

Reduction in pay step from a higher class to a lower paid class.
Dismissal

Discharge or removal from empioyment.

Causes for Counseling or Disciplinary Action

SOONDO R ON

2

it
—

12,
13.

14.

15.
16.
17.

18.
19.
20.
21.
22,

incompetence

Inefficiency

impaired work perfarmance

insubordination

Neglect of duty

Absence without leave

Dishonesty

Fraud in securing employment

Discourtecus treatment of the public or other employees

Drinking alcoholic beverages on the job, or reporting for work while under the
influence of alcohol or intoxicants

lllegal use or possession of drugs or controlled substances, or use of any
substance which negatively impacts job performance or safety of self or others
Conviction of a felony or misdemeanor involving moral turpitude

Wiliful viotation of any Housing Commission policy, or lawful division
regulation or order

Conduct unbecoming a public employee or reflecting discredit upon the
Housing Commission ;

Excessive unscheduled absences

Possession of firearms or similar explosives or weapons

Physical, verbal, or other threatening conduct which threatens, intimidates,
seriously alarms or harasses an employee or a member of the public

Other cause of equal seriousness

Inappropriate use of Commission equipment, e.g., intranet, copiers, elc.
Falsification of records

Bribery

Excessive Tardiness

Procedures for Affecting Serious Disciplinary Action

1.

Investigation:

Prior to taking any disciplinary action, an investigation by the President and
Chief Executive Officer or designee into circumstances leading to the
Disciplinary Action must occur.

Notice of Intent Procedure:

The President and Chief Executive Officer or designee issues a Notice of intent
to Take Disciplinary Action to include Suspension Without Pay, Salary
Reduction, Disciplinary Demotion and Dismissal for cause. The Writien Notice
of Intent must be served in person or by registered mail within a reasonable
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period following the incident and at least five (5) workdays prior to the
disciplinary action becoming effective. The Notice of Intent shall include:

102.502
a. Discipiinary action to be taken;
b. Eftective date of the action;
c. Statement of the cause thereof;
d. Concise statement citing the causes for discipline, explanation of the

employee’s acts or omissions, and specific Personne! or Housing
Commission policies violated; and a statement that materfais upon
which the discipline is based will be made available if requested;

e. Statement advising employee of his/her right to appeal;
f. Statement advising of the right to representation.

3. Employee Besponse to Notice of Intent

An employee may respond verbally or in wriling (and if verbally, follow up with
written confirmation) to a Notice of Intent to Take Disciplinary Action during the
period between the service of notice and the effective date of disciplinary
action. The response shall be delivered to the President and Chief Executive
Officer or designee as specified in the Notice.

4, Meeting to Address Employee Response

a. The date and time to appear in response o the intended action with
right to representation shall be mutually arranged without delay. The
noticed disciplinary action shall be stayed (i.e. shall not become
effective prior to the employee presenting the response to the intended
action and a decision being made by the President and Chief Executive
Officer or designee).

1) The meeting shall be conducted informally.
2) The employee may present any additional relevant facis.
5. Nofice of Final Action

After full consideration of the employee's response, the President and Chief
Executive Officer or designee may withdraw, modify or confirm the intended
action and serve Final Notice of the disposition to include:

a. A summary of the Notice of Intended Action and the result of the decision,
the Final Disciplinary Action Taken and effective date and;

b. The right to appeal with evidentiary hearing as described in Article 40 1. 6
below.
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Appeal of Final Action

a. Within ten (10) workdays of service of Notice of Final Disciplinary Action
Taken, the employee may file a written appeal with request for evidentiary
hearing in person or by registered mail to the President and Chief Executive
Gfficer, as described below:

1)

2)

3)

Request a hearing by an independent neutral hearing officer
who shall be impartial. The hearing officer shall not be an
employee or member of the Commission. The hearing officer
shall be appointed by mutual agreement of the parties. The
expense of the hearing officer shail be equally shared by the
parties, who shall make a recommendation regarding the
discipline io the President and Chief Executive Officer within
ten {10) workdays of hearing date.

The hearing shall be held within a reasonable time of the
employee request.

The hearing shali be informal. The rules of evidence shall not
strictly apply but should be used as a guideline to an orderly
administrative hearing. The parties shaill have the right to
present evidence, examine and cross-examine witnesses.

Upon closing the hearing, the hearing officer shall make written
findings of fact, conclusions thereon, and a recommendation
affirming, modifying or reversing the disciplinary action.

The President and Chief Executive Officer shall make a final

determination based on a review of evidence and the hearing

officer’'s recommendation, with no further hearings. If the

decision of the hearing officer is not accepted, the President

and Chief Executive Officer shall state the reason(s) in wriling.
OR

The employee may request a hearing conducted by the
President and Chief Executive Officer or designee. If the
President and Chief Executive Officer selects a designee 1o act
as the hearing officer, the identity of such designee shall be
disciosed to the employee reasonably in advance of the hearing.

a) The hearing shall be held within a reasonable time of the
employes’s request and will be held during business
hours and within a reasonable time frame estahlished by
the President and Chief Executive Officer or designee.

b) The decision of the President and Chief Executive
Officer or designee shall be final.

If following hearing the final action taken is overturned, the
employee shall be reinstated and reimbursed for all salary and
benefits that would have accrued.
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102.503 NON-DISCIPLINARY ACTIONS

Certain personnel actions are specifically excluded from requirements to compty with
il. DISCIPLINE PROCESS above; these include:

A

Counseling actions regarding performance or incident except where there is probable
cause disciplinary action may result.

Non-retention of a newly hired probationary employee.

Return of a promoted probationary employee fo the previous classification held for
unsatisfactory performance in the new class.

Denial of a pay step advancement for unsatisfactory performance.

Separation from employment for reasons of physical or mental disability that cannot
be reasonably accommodated, job abandonment, failure to return to work from
approved leave, enforcement of the Nepotism Policy, loss of driving clearanice where
driving is an essential duty, or other similar non-disciplinary reasons. Non-disciplinary
separation from employment may be implemented pursuant to the non-disciplinary
separation from employment policy.

Layoff and bumping as a result of layoff.
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102.600 TERMINATION OF EMPLOYMENT

102.601 REASONS FOR EMPLOYMENT TERMINATION

The President and Chief Executive Officer, as Appointing Authority, may separate employees
from employment as necessary and as provided by these policies. Reasons for employee
termination from employment include dismissal by disciplinary action (Policy 102.500),
resignation, death, non-disciplinary absence or disability, retirement, and layoff.

102.602 RESIGNATION

A.

An employee who desires to terminate his/her employment shall submit a written
resignation at least two weeks before intended resignation date.

In the case of the death of an employee, his'her estate shall be paid all wages or
salaries and annual leave accrued, the amount of the same to be determined as though
the employee had volfuntarily terminated his/her empioyment.

102.603 NON-DISCIPLINARY SEPARATION FROM EMPLOYMENT

A.

The President and Chief Executive Officer may initiate non-disciplinary separation from
employment of an employee for reasons of physical or mental disability that cannot be
reasonably accommodated, job abandonment, fallure to return to work following an
approved leave, enforcement of the nepotism policy or other similar non-disciplinary
reasons. Employees in positions which require driving as an essential duty may be
subject to non-disciplinary separation from employment in the event of
denial/exclusions of coverage by the insurance catrier or failure to maintain a valid
driver's license.

The President and Chief Executive Officer shall provide written notice to any Regular
status employee separated from employment for non-disciplinary reasons. The
effective date of employment termination may be determined by the President and
Chief Executive Officer to be the last actual day at work or the date the written notice is
signed or a fuiure date. Upon receipt of notice of non-disciplinary separation from
employment, the employee may accept the decision or within ten (10) calendar days
initiate one of the following:

1. Submit a written request to the President and Chief Executive Officer for
informal reconsideration of the employment separation decision. Such request
must include statement of facts or information which the employee believes
will give the President and Chief Executive Officer good reason to change the
termination decision. The President and Chief Executive Officer wiil respond to
any such request for informal reconsideration.

OR

2. Submit the decision for review as established by the final step of the Grievance
Procedure Article of the Memorandum of Undersianding for employees in
classifications with a bargaining unit representation. Other employees may
request formal review by a designee of the President and Chietf Executive
Gfficer with a written report for final determination by the President and Chief
Executive Officer.
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102.604 RETIREMENT

An employee planning to retire shall submit a writlen notice at least thirty (30) days before the
effective date of retirement.

102.605 LAYOQOFFS

A. Seniority w

hen used for layoff purposes is defined as the total length of continuous

Regular service with the Housing Commission and authorized absence. The President
and Chiet Executive Officer may authorize layoff of empioyees within the agency, a
division, department or work unit as follows:

When one or more employees performing in the same classification are to be [aid off
for lack of work, reorganization, or purposes of economy, the order of layoff shall be as

follows:
1. All Temporary empioyees within affected classification(s).
2 All Regular employees serving in a Temporary assignment in the affected

classification shall return to their Regular position/classification.

3. All probationary employees within affected classification{s) who have not
completed new hire probation.

4. a. Nonunipn-Represenied Classes

All Regular employees based on work performance; those with best work
performance will be laid off last. Performance shall be defined as
performance for the previous five (5) years of continuous Regular service at
the Housing Commission. In the case of equal work performance records,
employees with least seniority shall be laid off first. The following shall be
utilized in determining layoff order:

For each annual evaluation: An overali rating of "meets or exceeds”
(Yes on new performance evaluation form)} will equal one point;
"outstanding” rating will equal twe peints; "does not meet or
exceed"” (No on form) will result in no points. (On old evaluation
forms 1=0 points; 2, 3, 4 = 1 point; and 5 = 2 points.) One bonus
point will be added for each two consecutive years of outstanding
performance (2+2=5). Layoffs will be in reverse order of {otal
accumulated points as an SDHC employee.

An affected employee shall be allowed to be reassigned to fateral
classifications or demoted to lower classifications if: (1) the
employee held the lateral or lower classification and is determined
to be more qualified than an incumbent, (2) the employee held the
lateral or lower classification and has an equal overall work
performance record and seniority over the incumbent, or (3) a
position is vacant in a classification for which the employee is
qualified. Employees reassigned to lateral classifications shall have
their salaries adjusted in accordance with the lateral reassignment
policies. Employees accepting demotion shall have their salaries
adjusted in accordance with the demotion policies.
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Requests for voluntary demotion or lateral reassignment must be
made in writing to Human Resources within five {5) workdays after
receipt of layoff notice.

Employees "bumped" by the foregoing shall, for purposes of this
policy, be treated as notified of layoff and the same rights will apply.

The names of Regular employees laid off shall be entered upon a re-
employment list in the inverse order that they are laid off. The
person ranking highest on the re-employment list for a particular
classification shall be offered the appointment when a vacancy
exists in that classification. Employees on any re-empioyment list
may accepi a vacancy in a lower classification for which they are
qualified, and retain the right to {ill the first vacancy which oceurs in
the classification from which they were laid off. New hire probation
shall not be required for laid off empioyees who previousiy atiained
Reqular status upon re-employment from the list to their laid off
class. Employees recalled from layoff shall have prior accrued
seniority restored.

Employees shall lose their seniority for the following reasons: (1)
discharge, (2) resignation, (3) failure to return to work when recalled
from layoff as set forth in the recall procedure, (4) faiture to return to
work after expiration of a formal leave of absence, (5) retirement,
and (8) layoff for a continuous period of one year.

Employees subject to layoff shall be given at least {en (10)
workdays written notice prior to the effective date of layoff. It shall
be clearly stated on all papers prepared in connection with the
layoff that the transaction in no way reflects on the employee's
performance except that performance shall be considered in
determining order of layoff.

b. Employees in Union-Represented Classes

Regular employees with least seniority within the affected classification{s)
shall be laid off first. Time spent in an equal or higher ciassification shall
be included for the purpose of overall time in the affected classification. In
the event of a tie, the President and Chief Executive Officer shall have final
discretion that shall consider the employee’s length of total continuous
Reqular service with the Housing Commission, documentied performance
within the preceding five-year period, specialized skilis and training, and
the operational and program needs of the Housing Commission. Compiete
provigions of Seniority and Layoff for union-represented classifications are
contained in the Memorandum of Understanding, Articie 17.
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102.700 GRIEVANCE PROCEDURE

102.701 PURPOSE

The Housing Commission recognizes the benefit of providing an orderly and expeditious
method for resolving problems which may arise from working relationships and conditions. It
is the policy of the Housing Commission to provide an orderly method for processing
grievances in the interest of obtaining fafr and equitable solutions.

102.762 RULES AND REGULATIONS

A.

Except where a remedy is otherwise provided for by law, any employee shall have the
right to present a grievance arising from his/her employment in accordance with the
rules and regulations of this procedure.

All parties so involved must act in good faith and strive for objectivity, while
endeavoring to reach a solution at the earliest possible step of the procedure. The
grievant shalt have the assurance that filing a grievance will not result in reprisal of
any nature.

The aggrieved employee shall have the right to be represented or accompanied by a
person of the employee’s choice if the complaint is not resolved at the informal level
as provided for in Step 1 of the grievance procedure. This right to representation
commences when the grievance is presented in writing to the immediate supervisor,
as provided in Step 2 of the grievance procedure. The employee may request
accompaniment by a representative or another worker during the informal meeting
with the immediate supervisor as provided in Step 1 of the grievance procedure.

The processing of a grievance shall be considered as official business, and the
employee and his/her represeniative shall have reasonable time and facilities allocated
to investigate, prepare and present a grievance. The use of office time for the purpose
shall not be excessive, nor shall this privilege be abused.

In gathering information on a grievance, a grievant or represeniative may discuss the
grievance with employees immediately concerned after obtaining permission from
their immediate supervisor; and review all documents, records or data utilized in the
action. A list of such employees must be submitted to the Human Resources Officer in
advance.

Upon obtaining permission from their inmediate supervisor, an employee shall be
permitied to leave the normal work area during on-duty time for such time as is
necessary for assisting an empioyee in preparing and presenting a grievance. The
employee representative shall obtain permission from the grievant's immediate
supervisor. The grievant's immediate supervisor shall have the right to make
arrangements for the employee representative to contact the grievant at a location
other than the work area.

if, in the opinion of the employee representalive’'s supervisor or the grievant's
supervisor, the time requested by the representative would unduly interfere with the
maintenance of an adequate level of service, permission may be denied, but must be
arranged within 48 hours.
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102.702

Certain time limits in the grievance procedure are designed to setile a grievance
quickly. It is realized, however, that occasionally the parties concerned may be unable
to comply with the established limitations. in such instances, the limitations may be
extended upon the mutual agreement of all parties concerned.

Failure of the employee to file an appeal within an agreed time limit for any step of the
procedure shall constitute abandonment of the grievance. Management personnel
involved shall abide by the prescribed time limits. Failure to do so without good cause
shall be considered an automatic ruling in favor of the grievant in any instance where
management would have had the authority to grant such settlement. No such ruling
shall be considered precedent-setting.

Any person responsible for conducting any conference, meeting or hearing under the
formal grievance procedure shall give due and timely notice to all persons concerned.

Standard grievance forms will be made avaiiable through each division.

When two ot more employees experience a common grievance, they may initiate a
singte grievance proceeding. If the employees do not have a common supetvisor, the
grievance shali be presented {o the division head at Step 3 of the procedure. If the
employees work in separate divisions, the grievance shall be presented io the
President and Chief Executive Officer at Step 4 of the procedure.

At any formal hearing, the employee and management have the right to produce
evidence and present withesses o the benefit of their cases, and shalf have the right
of confrontation and cross-examination of any withesses so presented. Such hearings
shall not be bound to any of the rules of evidence governing trial procedure.

102.703 DEFINITIONS

A.

Day/Calendar Day

The time period for grievance purposes begins on the first day following the day the
grievance is filed or submitted 1o the next step. When the time period for a given step
in the grievance procedure ends on either a weekend or a holiday, it shall be
automatically extended to the next reguiar workday.

Division Head

The administrative head or acting head of the division involved, or a designated
representative.

Employee

An individual appoinied by the President and Chief Executive Officer of the Housing
Commission to any permanent position within the Housing Commission programs.

President and Chief Executive Officer

The President and Chief Executive Officer of the Housing Commission or a designated
representative.
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102.703

Grievance

A grievance is a complaint relating to any phase of an employee's employment or
working conditions which the empioyee believes has been adversely affected because
of a misunderstanding, or difference in interpretation, or violation of the written
policies relating to the employment of the individual, provided, however, that such
claim or charge shall not include an action otherwise reviewable pursuant to the law.
This procedure does not apply to disagreements over performance evaluations,

Immediate Supervisor

The individuai who assigns, reviews or directs the work of an employee.

Representative

The person selected by the employee to appear along with the empioyee in the
presentation of a grievance.

102.704 GRIEVANCE PROCEDURE

Step 1:

Step 2:

Step 3:

Step 4:

When an employee becomes aware that a problem exists, the employee shall
discuss the matter informally with the lowest ranking immediate supervisor.
The employee may request accompaniment by a representative or another
worker during the informal meeting with the immediate supervisor. This
discussion shall be sought by the employee not later than thirty {(30) calendar
days after the alleged problem occurred or was discovered.

The provisions outlined in Steps 2, 3, and 4 do not act to restrict the employee
or the immediate supervisor from seeking advice and counsel when it appears
that settlement can be reached informatly.

If within seven (7) calendar days a mutuaily acceptable solution has not been
reached in Step 1, the grievant shall submit it in writing on the standard
grievance form to the immediate supervisor within three (3} workdays, The
grievant shall submit a copy of the written grievance to the Personnel Director
on the same day as presentation to the immediate supervisor. The supervisor
has three {3) workdays to respond in writing to the grievance.

The grievant has seven (7) calendar days to submit the immediate supervisor's
decision for review by the division head. The division head shalf give notice
and hear the grievance and render a written decision within seven (7) calendar
daye of receipt of the formal grievance from the employee.

If the employee is dissatisfied with the decision of the division head, he/she
may, within seven (7) calendar days of receipt of the reply, request a review by
the President and Chief Executive Officer. The President and Chief Executive
Officer shall review the grievance and render a writien decision within a
reasonable period of time. The President and Chief Executive Officer’s
decision shali be final and binding.
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102.800 SAFETY

102.801 It is the policy of the Housing Commission o provide a safe place to work, using the
Occupational Safety and Health Act (OSHA) standards as a guide.

Employees shall observe all safety regulations and requirements given verbally or in writing
by the properly constituted autharities. An employee, in addition to guarding his/her own
safety and the Commission’s property, shall seek to safeguard his/her fellow workers and
other people affected by his/her work. An employee shall report to his/her supervisor any
accident, iliness or disease occurring to himself/herself arising out of employment and shall, if
observing, report any apparent unsafe condition to his/her supervisor. The supervisor shall
consider each situation on a case by case basis and may consider administrative leave,
referral, or approve annual leave or ather option to safeguard the workplace.

Employees must, as a condition of employment, be insurable under the normal premium of the
Housing CGommission's liability insurance.

When an employee is personally threatened by an individuat as a direct result of his/her
working relationship with the Housing Commission, the employee may request that the
Housing Commission conduct a prompt investigation to determine whether any cne or more
of the following actions would be approptiate:

A. Work reassignment;

B. Temporary transfer to another position or work location;

C. Other actions as may be deemed appropriate;

D. if the investigation shows that the personai threat inferferes with the empioyee's

performance of his/her job duties, the Housing Commission will request injunctive
Court action against the threatening individual{s) in conformance with Code of Civil
Procedure, Section 527.6, prohibiling harassment.
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102,901

102.902

102.803

102.900 STANDARDS OF CONDUCT

BACKGROUND

The maintenance of high standards of honesty, integrity and impartiality by public empioyees
is essential for the proper performance of public business and the maintenance of confidence
by citizens in their government. To inform the pubfiic and Commisgsion employees as to the
specific application of this principle, this policy prescribes the Commission's standards of
conduct for outside employment, financial property or other personal interests, compHance
with policies, administrative regulations, procedures, equal opportunity, contracting and
procurement, and drug free workplace issues, and other actions or activities which may be
incompatible with the proper discharge of official employment or duties with the Commission,
real or apparent.

PURPOSE

To summarize standards for professional conduct which apply equally to ali employees
regardiess of individual job duties and responsibilities. This policy is not intended to replace
or negate the provisions or requirements of any local, state or federal law, rule, regulation or
contract provision applicable to Commission employees.

POLICY

No employee of the Commission shall engage in any business or transaction or shall have a
financial property, or other personal interest, direct or indirect, which is incompatible with the
proper discharge or official duties or would tend to impair independence, judgment or action
in the performance of such duties or could reasonably be inferred that such interest, real or
apparent, is in violation or incompatible with the disclosure requirements of the San Diego
Housing Commission Conflict of Interest Code Policy, Contracting and Procurement Policy,
the Standards of Conduct and disclosure requirements contained in this Personnel Poiicy, and
the Implementing Administrative Regulations. All employees are responsible for reading and
complying with the provisions previously stated. No employee shall engage in any entetprise
or activity which shall result in any of the following:

A, Using the prestige or influence of official Commission employment for private gain or

advantage of oneself or another.

B. Using time, facilities, equipment or supplies of the Commission for the private gain or
advaniage of oneself or another.

C. Using official information or information of a confidential nature not available to the
general public for private gain or advantage of oneself or another.

D. Receiving or accepting money gifts or other consideration from anyone other than the
Commission for the performance of acis done in the regular course of employment or
duty.

E. Receiving or accepting, directly or indirectly, any gift or favor from anyone associated

with the Housing Commission or doing business with the Commission under
circumstances from which it could reasonably be inferred that such was intended to
influence official emplioyment or duties, or as a reward for official action.
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102.903

102.904

History

F. Engaging in or accepting private employment or rendering services for private
interests or the interest of another, when such is incompatible with the proper
discharge of official employment or duties, or which could reasonably be inferred of
such a conflict.

G. Engaging in unlawful discrimination or harassment.

H. The unlawful manufacture, distribution, dispensing, possession or use of a controlled
substance or illegal drug in the workplace or during work hours. The unlawful
possession or use of controlied substance or illegal drug.

Every employee shall disclose compietely the nature and exient of any participaiion or
interest, direct or indirect, which might conflict with official responsibilities or duties or could
reasonably be inferred as such a conilict. Every employee shall notify the President and Chief
Executive Officer, in writing, of any criminal drug statute conviction for a violation occurring in
the workplace no later than five (5) days after such conviction.

Each employee shall conduct himseif/herself in a manner that is courteous, considerate, and
prompt in dealing with the public and with persons or organizations having business with the
Commission. In relating to clientele, employees should endeavor to balance sensitivity with a
professional distance. Employees shall not engage in criminal, infamous, dishonest, immoral
or disgraceful conduct prejudicial to the Commission,

Violators of this policy are subject to appropriate disciplinary action.

IMPLEMENTATION

The President and Chief Executive Officer shall formulate, adopt and amend as necessary
reasonhable standards and procedures including applicable Administrative Regulations to
ensure conformance to this policy.

Adopted: July 1, 1979
Revised: Oclober 1, 1998; July 1, 2001; July 1, 2004; July 1, 2005; July 1, 2007
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Classification and Pay Plan

Addendum A-1

Pages 48-54
Effective July 1, 2007 (Start of Pay Period)
(Start of Pay Period in which the first day of the fiscal year begins)
"M SCHEDULE
Range OC O7/BU Classification Type Minimum Maximum
M50 A Ex/M Fresident & Chief Executive Officer Hrly. 56.55 84.36
Rate
BiWk. Equiv. 4.524.00 6,748.80
Ann. Equiv. 117,624.00 175.468.80
M48 A Ex/M Executive Vice President & Chief Hrly.
Operating Officer Rate 51.04 7211
BiWk. Equiv. 4,083.20 5,768.80
Ann, Equiv. 106,163.20 149,588.80
Hrly. 45.53 62.70
M4&7 .- -- -- Rate
BiWk. Equiv. 3,642.40 5,016.00
Ann. Equiv. 94,702.40 130,416.00
M45 A Ex/M Birector of Business Services Hrly. 37.91 55.75
Rate
A Ex/M Director of Communication & Strategy BiWk. Equiv. 3,032.80 4.,460.00
A Ex/M Director of Facilities Ann. Equiv. 78,852.80 115.960.00
A Ex/M Director of Financial Services
A Ex/ Director of Housing Finance & Development
A Ex/M Director of Rental Assistance
Hrly. 34.09 52.28
Md4 .- -- -- Rate
BiWk, Equiv. 2,727.20 4.180.80
Ann. Equiv. 79,907.20 148,700.80
M 34 c ExiM Secretary 1o the President & Chief Hrly. 22.04 31.56
Executive Officer Rate
BiWk. Equiv. 1,763.20 2.524.80
Ann. Equiv. 45,843.20 65,644.80
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"S" SCHEDULE

Range OC OT/BU Ciassification Type Step 1 Step 2 Step 3 Step 4 Step 5 Step 6 Step 7
S42 BE ExS Asst Director of Housing Hrly. Rate 32.58 34.21 35.92 36.82 37.74 38.68 39.65
Programs * Biwk, 2.606.40 2,736.80 2,873.60 2,945.60 3.019.20 3,094.40 3,172.00
Equiv.
B Ex/S Budget Officer * Ann. 67,766.40 74,156.80 74,713.60 76,585.60 78,499.20 80,454.40 82,472.00
Equiv,
B ExXS Housing Construction Officer *
B Ex/S Human Resources Officer *
B Ex/S Information Technology Officer *
B Ex/S Supervising Project Manager *
B Ex/S Communications Officer *
S41 B ExA Financial Specialist * Hrly. Rate 3102 32.57 34.20 35.05 35.93 36.83 37.75
B Ex/A Loan Management Supv. * Biwk. 2,481.60 2,605.60 2,736.00 2,804.00 2,874.40 2,946.40 3,020.00
Equiv.
D Ex/A Policy Advisor to the President &  Ann, 64,521.60 67.745.60 71,136.00 72,904.00 74,734.40 76,606.4¢ 78,520.00
CEO Equiv.
D EYS Project Manager *
5S40 .. .- Hrly. Rate 29.55 31.02 32.57 33.39 34.22 35.08 35.96
BiWk, 2,364.00 2.481.60 2,605.60 2,671.20 2,737.60 2,806.40 2,876.80
Equiv.
Ann, 61,464.00 64,521.60 67,745.60 69,451.20 71,177.60 72,966.40 74,796.80
Equiv.
836 B Ex/S Accountiﬁg SUPEWESGF * Hriy Rate 2814 29.54 31.02 31.80 32.58 33.41 34.24
B Ex/A Associate Project Manager * Biwk. 2,251.20 2,363.20 2,481.60 2,544.00 2,607.20 2,672.80 2,738.20
Equiv.
B Ex/A Community Liaison * Ann. 58,531.20 61,443.20 64,521.60 66,144.00 87,787.20 69,492.80 71,219.20
Equiv.
B Ex/A Organizational Training Spec. *
B Ex/A Principal Accountant
B Ex/A Principal HR Analyst *
B ExA Senior Budget Analyst *
B Ex/A Senior Program Analyst *
26,80 28.14 29.54 30.28 31.04 31.81 3z2.61
538 D Pre/O Housing Construction Spec, Hrly. Rate
B Ex/A Sr. HR Analyst ™ Biwk. 2,144.00 2,251.20 2.363.20 2,422 40 2,483.20 2,544.80 2.608.80
Equiv.
T Ex/A Sr. Information Technology Ann. 55,744.00 5B8,531.20 61,443.20 62,982.40 64,563.20 66,164.80 67,828.80
Equiv.
Analyst *
B Ex/S Supv Resident Initiatives Coord *
837 B Ex/A Community Relations Spec. ~ Hrly. Rate 25.51 26.79 28.13 28.83 29.55 30.29 31.05
B ExS Housing Supervisor * BIWkEquiv 2.040.80 2,143.20 2,250.40 2,306.40 2,364.00 2,423.20 2,484.00
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Range OC OT/BU__ Classification Type Step 1 Step 2 Step 3 Step 4 Step 5 Step 6 Step 7
T Ex/A Information Technology Analyst*  Ann. 53,060.80 55,723.20 58.510.40 59,966.40 61,464.00 63,003.20 54,584.00
Equiv.
B Ex/A Senior Accountant *
B ExA Sr. Resident initiatives Coord. *
536 B Ex/A Contracts Anajyst H{]y Rate 24.31 25,53 26.81 27.48 28.16 28.87 29.59
B EwA Human Resources Analyst RiWk, 1,944.80 2,042.40 2,144.80 2,198.40 2,252.80 2,309.60 2,367.20
Equiv.
B Ex/A Program Analyst Ann, 50,564.80 53,102.40 55,764.80 57,158.40 58,572.80 60,048.60 61,547.20
Equiv.
S35 .- -- Hrly. Rate 23.15 24.31 25.52 26.16 26.81 27.49 28.17
Biwk. 1,862.00 1,944.80 2,041.60 2,082.8¢ 2,144.80 2,199.20 2,253.60
Equiv.
Ann. 48,152.00 50,564.80 53,681.60 54,412.80 55,764.80 57,179.20 58,593.60
Equiv.
834 B Ex/A Accountant Hﬂy Rate 22.04 23.15 24.30 24.21 25.53 26.17 26.83
B Ex/A Budget Analyst Biwk. 1,763.20 1.852.0¢ 1,944.0¢ 1,992.80 2,042.40 2,093.60 2,146.40
Equiv.
B ExM Docket Coordinator Ann. 45,843.20 48,152.00 50,544.00 51,812.80 53,102.40 54,433.60 55,806.40
Equiv.
B Ex/A Fiscal Services Specialist
T Ex/O Loan Servicing Specialist
T Ex/A PIU Hearing Coordinator
S33 B EXS Asst. Hsg. Property Supv. Hrly. Rate 21.00 22.03 23.15 23.73 24.32 24.93 25.55
B Ex/A Housing Specialist Biwk, 1.680.00 1,764.00 1,852.00 1,898.40 1,945.60 1,994.40 2,044.00
Equiv.
B Ex/A Informaticn Technology Ann. 43,680.00 45.864.00 48,152.00 49,358.40 50,585.60 51,854.40 53,144.00
Specialist Equiv.
832 P Pre/A  Contracts Compliance Asst. Hrly. Rate 20.00 210 22.08 22.81 2317 23.75 24.35
T Pre/C Housing Inspector RiWlk. 1,600.80 1,680.80 1,764.80 1,808.80 1,853.60 1,800.00 1,848.00
Equiv.
T Ex/C Loan Production Specialist Ann. 41,620.80 43,700.80 45,884.80 47,028.80 48,193.60 48,400.00 50,648.00
Equiv.
D Pre/S Maintenance Supervisor
B Pre/C Resident initiatives Coord.
P Pre/A Senior Administrative Assistant
P PreM Senior Human Resources Tech.
831 C Pre/O Senior Accounting Technician Hrly. Rate 19.07 20.02 21.02 21.55 22.09 22.64 23.21
T Pre/O Senior Housing Assistant Biwk. 1,525.60 1,601.80 1,681.60 1,724.00 1,767.20 1,811.20 1.856.80
Equiv.
Ann. 39,665.60 41,641.60 43,721.80 44,824.00 45,947.20 47,091.20 48,276.80
C  PreM Wage Services Technician Equiv,
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Hange OC OT/BU _Classification Type Step 1 Step 2 Step 3 Step 4 Step 5 Step 6 Step 7
830 C Pre/M  Executive Secretary Hrly. Rate 18.14 19.04 26.00 20.50 21 21.53 22.07
Biwk. 1,451.20 1.523.20 1,600.00 1,640.00 1,680.80 1,722.40 1,765.60
Equiv.
Ann. 37,731.20 39.603.20 41,800.00 42,640.00 43,700.80 44 782.40 45,805.60
Equiv.
529 C  Pre/O  Administrative Assistant Hrly. Rate 17.27 18.14 18.05 19.52 20.01 20.51 21.02
T  Pre/O Housing Assistant I} BiWk. 1,381.60 1,451.20 1,524.00 1,561.60 1,600.80 1,640.80 1,681.60
Equiv.
G Pre/M Humarn Resources Technician Ann. 35,921.60 37.731.20 39,624.00 40,601.60 41,620.80 42,560.80 43,721.80
Equiv,
C Pre/S Office Superviser
528 C  Pre/O Accounting Technician Hrly. Rate 16.45 17.28 18.14 18.59 19.08 19.53 20.02
b Pre/O Senior Maintenance Technician Biwk. 1,318.00 1,382.40 1,451.20 1,487.20 1,524.80 1,562.40 1,601.60
Equiv.
Ann. 34,216.00 35,942.40 37,731.2C 38,667.20 39,644.80 40,622.40 41,641.60
Equiv.
Z27 D Pre/0  Maintenance Technician I Hrly. Rate 16.44 17.26 18.12 18.57 19.04 19.51 20.00
Biwk. 1,318.20 1,380.8C 1,449.60 1,485.60 1,523.20 1,660.80 1,600.00
Equiv.
Ann. 34,195.20 35.800.80 37.688.60 38,625.60 38,603.20 40,580.80 41,800.00
Equiv.
S27 C  Pre/0O  Information Technology Hrly. Rate 13.69 16.47 17.30 17.73 18.17 18.63 19.09
Technician BiWK. 1,255.20 1,317.80 1,384.00 1,418.40 1,453.60 1,480.40 1,627.20
Equiv.
b Pre/C Maintenance Technician 1l Ann. 32.635.20 34,257 .80 35,984.00 36,878.40 37,793.60 38,750.40 39,707.20
Equiv.
C  Pre/O Senior Storekeeper
528 C  Pre/O Senior Cffice Assistant Hrly. Rate 14.92 15.67 16.48 16.86 17.28 17.74 18.16
BiwWk. 1,193.60 1,253.60 1,316.00 1,348.80 1,382.40 1,416.80 1,452.80
Equiv.
Anr. 31,033.60 32,593.60 34,216.00 35,068.80 35,942.40 36,836.80 37,772.80
Equiv.
725 C  Pre/O Accounting Assistant Hrly. Rate 14.91 15.68 16.44 16.85 17.27 17.70 18.15
Biwk. 1,192.80 1,262.80 1,315.20 1,348.00 1,381.60 1,416.00 1,452.00
Equiv.
Ann, 31,012.80 32,572.80 34,195.20 35,048.00 35,921.80 36,816.00 37,752.00
Equiv.
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Range QC OT/BU  Classification Type Step 1 Step 2 Step 3 Step 4 Step 5 Step 6 Step 7
S25 C  Pre/O  Accounting Assistant Hrly. Rate 14.22 14.93 15.68 16.07 16.48 16.89 17.31
T Pre/O Housing Assistant | Biwk. 1,137.60 1,194.40 1.254.40 1.285.60 1,318.40 1,351.20 1,384.80

Equiv.
C Pre/O Resident Manager H Ann. 29.577.60 31.064.4¢ 32,614.40 33,425.60 34,278.40 35,131.20 36,004.80

Equiv.
S24 C  Pre/O  Client Services Receptionist Hrly. Rate 13.53 14.20 14.91 15.29 15.67 16.06 16.46
G Pre/C COffice Assistant 1l Biwk. 1,082.40 1.136.0C 1,192.80 1,223.20 1.253.60 1,284.80 1,316.80

Equiv.
C Pre/C Storekeeper Ann, 28.142.40 29,536.00 31,012.80 31,803.20 32,503.60 33,404.80 34,236.80

Equiv.
Information Techrology 12.89 13.54 14.21 14.57 14.93 15.30 15.69

3823 C  Pre/O Assistant Hrly. Rate

D Pre/C Maintenance Technician | Biwk. 1,031.20 1,083.20 1,136.80 1,165.60 1,194.40 1,224.00 1,255.20

Equiv.
C  Pre/O Office Assistant | Ann, 26,811.20 28.163.20 25,556.80 30,305.60 31,054.40 31,824.00 32,635.20

Equiv.
822 .- - Hrly. Rate 12.28 12.89 13.54 13.88 14.22 14.58 14.94
BiWk. 982.40 1.031.2¢ 1,083.20 1,110.40 1,137.60 1,166.40 1,185.20

Equiv.
Ann. 25,542.40 26.811.26 28,163.20 28,870.40 29,577.60 30,326.40 31.075.20

Equiv.
521 .- .- Hrly. Rate 11.70 12.28 12.90 13.22 13.55 13.88 14.24
BiWwlk, 936.00 983.2¢ 1,032.00 1,057.60 1,084.00 1,111.26 1,138.20

Equiv.
Ann. 24,336.00 25.563.20 26,832.00 27,467.60 28,184.00 28,891.20 29,618.20

Equiv.
S20 & Pra/O ngsing Aide H Hr[y Rate 10.35 10.87 11.41 11.70 11.99 12.29 12.60
Biwk. 828.00 869.60 912.80 936.00 959.20 983.20 1,008.00

Equiv.
Ann. 21,528.00 22,609.60 23,732.80 24,336.00 24,939.20 25,563.20 26,208.00

Equiv.
319 . - Hrly. Rate 9.30 8.77 10.26 10.51 10.78 11.05 11.32
BiWk, 744.00 781.60 820.80 840.80 862.40 834,00 905.60

Equiv.
Ann. 19,344.00 20,321.60 21,340.80 21,860.80 22,422.40 22,584.00 23,545.60

Equiv.
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Range OC  OT1/BU  Classification Type Step 1 Step 2 Step 3 Step 4 Step 5 Step 6 Step 7
818 c Pre/Q Housing Aide | Hrly. Rate 8.78 8.23 9.69 9.94 10.18 10.44 10.70
Biwk. 703.20 738.40 775.20 795.20 §14.40 835.20 856.00
Equiv.
Ann. 18,283.20 19,198.40 20,155.20 20,675.20 21,174.40 21,715.20 22,256.00
Equiv.
MISCELLANEOUS TEMPORARY CLASSIFICATIONS & HOURLY PAY RATES
Range OC OT/BU  Classification Step 1 Step 2 Step 3 Step 4 Siep 5 Step 6 Step 7
TSR B ExT Scholar in Residence 25.40 26,57 28.00 28.70 29.42 30.15 80.91
TSI C  Pre/T Student Intern (Paid) 11.08 11.81 12.19 12.49 12.81 13.13 13.45
THA O PrefT  Housing Services Alde 773 2.11 5.52 8.73 895 9.18 9.40
TAT O Pre/T  Housing Aide Trainee 773 8.11 8.52 8.73 8.95 9.18 9.40

Pay for the following classifications are based on HUD minimum wage requirements, or temporary and limited scope of duties, and/or specific terms and conditions of appointment:

Maintenance Technician Trainee: Cn the job training program for residents or Section 8 Program participants to gualify for Maintenance Technician | (or similar employment).

Contract Employee: Employment by contract agreement for professional services external to the merit process, budget, and classification and pay plan for specific scope of
work and duration, and without employment rights or benefits other than those required by law or under terms of the contract.

Restricied Employee: Appointment to a Special Housing/Employment Program with requirements other than merit under which employees are sefected and funded by State,
Federal, or local agency; or io provide on the job training to public housing residents and Section 8 participants to enhance economic development and self sufficiency on a short

term, on-call, or seasonal basis.

Site Contacts: Residents paid in accordance with HUD pay limitations as on-site residential contacts.

OC = Occupational Gategory:
A - Manager/Administrator

OT = Qvertime Designation:
Pre - Premium Qvertime Compensation

B - Professional Ex - Exempt from Overtime Compensation
C - Clerical/Admin Support

D - Crafts/Kindred

P - Paraprofessional

T - Technical
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BU = Bargaining Unit Designation:
M - Management or Confidential (nonunion - represented)
S - Supervisory (nenunion - represanted)
A - Administrative/Professional {nonunion - represented)
O - Office/Clerical/Technical (union - represented)
T - Temporary Empioyee (nonunion - represented)




NOTES:

M Schedule

S Schedule

E Class

Z Range

Trainee

Reinstatement

Retired
Returnee

Volunteer

Minimum
Wage

Classification
and Pay Plan
Updates

Mandatory
Facility
Closure

Salary ranges on Management {M) Schedule derived by adding the percent increase to each hourly minimum and maximum of the range.

Salary steps on Staff (8) Schedule derived by adding the percent increase to each hourly step. Annual satary equivalent is derived from hourly rate multiplied
by 2,080 {number of work hours in a year}. Biweekly rate is derived from annual salary divided by 26 paychecks. Amounts subject to rounding.

* Extended Range "E" Ciass designates appoiniments that may be made to the range directly above or below the designated classification range based en
specific qualifications and duties assighed.

Incumbents in the Maintenance Technician Il and Accounting Assistant classifications as of September 30, 1998 shall be paid according to the Z range for the
classification. Z range is defined as a special range for incumbents effective January 1, 1899 pursuant fo negotiated Memorandum of Understanding. After
September 30, 1998 newly hired or appointed incumbents to those classes will be paid according to the S range.

A "Trainee" designation is paid at a rate of 15% below the entry level classification and advanced to Step 1 of the targeted classification upon meeting minimum
reguirements.

The re-hire of an employee to a class satisfactorily held or to a comparable or lower class in which satisfactory service was rendered or to any comparable or
lower class in the same occupationat series provided the minimum requiremenis are met and the request is within one year of separation or voluntary
demotion.

An employee retired from the SDHC Defined Contribution Pension Plan may be appointed {o a position at the same or comparable level of pay, requiring
special skills or knowledge without competition, for a period not to exceed 180 days in any fiscal year.

An individual designated to perform specific workplace tasks on a non-paid status.

Hoeurly rates will be adiusted up to meet Federal Minimum Wage requirements as minimum wage rates change.

Classification titles, new classes, and salary ranges may be updated pursuant to Personnel Policies and adopted Budget.

A mandatory (unpaid) four-day facility closure in FY08 only, to occur on December 24, 26, 27 & 28, 2007,
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Addendum A-2

Classification and Pay Plan Pages 55-61
Effective July 1, 2008 (Start of Pay Period)
{Start of Pay Period in which the first day of the fiscal year begins)
"M" SCHEDULE
Range ocC oT/8U Classification Type Minimum Maximum
M50 A Ex/v President & Chief Executive Officer Hrly. 57.81 86.05
Rate
Biwk. Equiv. 4,624.80 £,884.00
Ann. Equiv. 120,244.80 178,984.00
M43 A Ex/M Executive Vice President & Chief Hrly. 52.06 73.55
Cperating Officer Rate
BiWk. Equiv. 4,164.80 5,884.00
Ann. Equiv. 108,284.80 152,984.00
Hrly. 46.44 63.95
M47 -- -- - Rate
Riwk. Equiv. 3,715.20 5,116.00
Ann. Equiv. 96,595.20 133,018.00
Md5 A Ex/M Director of Business Services Hry. 38.66 56.87
Rate
A Ex/M Director of Communication & Strategy BiWk. Equiv. 3,082.80 4.548.60
A Ex/M Director of Facilities Ann. Equiv. 80.412.80 118,283.60
A Ex/M Director of Financial Services
A Ex/M Director of Housing Finance & Development
A Ex/M Director of Rental Assistance
Hrly. 34.77 53.31
M44 -- -- .- Rate
Biwk. Equiv. 2,781.680 4,264.80
Ann. Equiv. 72,321.60 110,884.80
M 34 C Ex/M Secretary to the President & Chief Hrly. 22.48 3219
Executive Officer Rate
Biwk. Equiv. 1,798.40 2,575.20
Ann. Equiv. 48,758.40 66,955.20
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"S" SCHEDULE

Range OC OT/BU Classification Type Step 1 Siep 2 Step 3 Step 4 Step 5 Step 6 Step 7
542 B ExS Asst Director of Housing Hrly. Rate 33.23 34.89 36.64 37.56 38.49 39.46 40.44
Programs * BiWk, 2,658.40 2,791.20 2.931.20 3,004.80 3,079.20 3,156.80 3,235.20
Equiv.
B Ex/S Budget Officer * Ann. 69,118.40 72,571.20 76.211.2¢ 78,124.80 80,059.20 82,076.80 84,115.20
Equiv.
B Ex/S Housing Construction Officer *
B Ex/S Human Resources Officer *
B Ex/S thformation Technology Officer *
B Ex/S Supervising Project Manager *
B Ex/S Communications Qfficer *
S41 B Ex/A Financial Speciaiist * Hrly. Rate 3164 33.22 34.88 38.76 36.65 37.57 38.51
B Ex/A Loan Management Supv. * Biwk. 2.531.20 2,657.60 2,796.40 2,860.80 2,932.00 3,005.60 3,080.80
Equiv.
9] Ex/A Policy Advisor to the President Ann., 65,811.20 69,097.60 72,550.40 74,380.80 76,232.00 78,145.60 80,100.80
Equiv.
& CEO*
D Ex/S Proiect Manager *
840 - .- .- Hrly. Rate 30.14 31.65 33.23 34.06 34.91 35.78 36.68
BiWwk. 2,411.20 2,532.00 2,658.40 2,724.80 2,732.80 2,862.40 2,934.40
Equiv.
Anr. 62,691.20 65,832.00 £9,118.40 70,844.80 72,612.80 74,422.40 76,294.40
Equiv.
839 B ExXS Accounting Supervisor * Hrly. Rate 28.70 30.13 31.64 32.43 33.24 34.07 34.92
B Ex/A Associate Project Manager * Biwk, 2,296.00 2,410.40 2,531.20 2,594.,40 2,659.20 2,725.60 2,793.50
Equiv.
3 Ex/A Communily Liaison * Ann. 59,696.00 62,670.40 65,811.20 67,454.40 69,138.20 70,865.60 72,633.60
Equiv.
B Ex/A Organizational Training Spec. *
B Ex/A Principal Accountant *
B Ex/A Principal HR Analyst *
B Ex/A Senior Budget Analyst *
B Ex/A Senior Program Analyst *
538 D  Pre/O  Housing Construction Spec. Hrly. Rate 27.33 28.70 30.13 30.89 31.68 32.45 33.26
B Ex/A Sr. HR Analyst * Biwk. 2.186.40 2,296.00 2,410.40 2,471.20 2,532.80 2,596.00 2,660.80
Equiv.
T Ex/A Sr. Information Technology Ann. 56,846.40 58,686.00 62,670.40 64,251.20 65,852.80 87,496.00 69,180.80
Analyst * Equiv.
B Ex/S Supv Resident Initiatives Coord *
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Range OC OT/BU Classification Type Step 1 Step 2 Step 3 Step 4 Step 5 Step 6 Step 7
537 B Ex/A Community Relations Spec. * Hrly. Rate 26.02 27.33 28.69 29.41 30.14 30.90 31.67
B ExS Housing Supervisor Biwk, 2,081.60 2,186.40 2,295.20 2,352.80 2,411.20 2,472.00 2,533.60
Equiv.
T Ex/A Information Technology Analyst*  Ann. 54,121.60 55,846.40 58,675.20 61,172.80 52,691.20 64,272.00 65,873.60
Equiv.
B Ex/A Senior Accouniant *
B Ex/A Sr. Resident iniiatives Coord. *
S38 B Ex/A Contracts Analys‘t Hr[y Raie 24.80 26.04 27.34 28.03 28.73 28.45 30.18
B Ex/A Human Resources Analyst Biwk. 1,984.00 2,083.20 2,187.20 2.242 40 2,298.40 2.356.00 2,414.40
Equiv.
B Ex/A Pregram Analyst Ann, 51,584.00 54,163.20 56,867.20 £28,302.40 £9,758.40 61,256.00 62.774.40
Equiv.
S35 s .- Hrly. Rate 23.61 2479 26.03 26.68 27.35 28.03 28.73
BiWwk. 1,888.80 1,883.20 2,082.40 2,134.40 2,188.00 2,242.40 2,298.40
Equiv.
Ann. 49,108.80 51,863.20 54,142.40 55,494 40 56,888.00 58,302.40 58,758.40
Equiv.
534 B Ex/A Accountant Hrly. Rate 22.49 23.61 24.7% 25.41 26.05 28.70 27.37
B Ex/A Budget Analyst BiWwk. 1,799.20 1,888.80 1,983.20 2,032.80 2,084.00 2,136.00 2,189.60
Equiv.
B Ex/M Docket Coordinator Ann. 46,779.20 49,108.80 51.563.20 52,852.80 54,184.00 55,536.00 56,929.60
Equiv.
B Ex/A Fiscal Services Specialist
T Ex/C Lean Servicing Specialist
T Ex/A PIU Hearing Coordinator
3533 B ExS Asst. Hsg. Property Supv. Hrly. Rate 21.41 22,49 23.61 24.20 24.81 25.43 26.06
B Ex/A Housing Specialist BiWk. 1,712.80 1,799.20 1,888.80 1,936.00 1,984.80 2,034.40 2.084.80
Equiv.
B Ex/A Infarmation Technology Ann. 44,532.80 486,779.20 49,108.80 50,336.00 51,604.80 52,894,490 54,204 80
Specialist Equiiv. ’
3832 P Pre/A Contracts Compliance Asst. Hely. Rate 20.41 21.43 22.50 23.08 23.64 24.23 24.84
T Pre/O Housing Inspector Biwk. 1,632.80 1,714.40 1,800.00 1.844.80 1,891.20 1,938.40 1,987.20
Equiv.
T Ex/O Loan Production Specialist Ann. 42,462 .80 44 574,40 46,800.00 47 .964.80 48,171.20 50,398.40 51,867.20
Equiv.
D Pre/s Maintenance Supervisor
B Pre/C Resident Initiatives Coord.
P Pre/A Senior Administrative Assistant
P Pre/M Senior Human Resources Tech.
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Range OC OF/BU Classification Type Step 1 Step 2 Siep 3 Step 4 Step 5 Step 6 Step 7
531 C  Pre/O  Senior Accounting Technician Hrly. Rate 19.45 20.43 21.45 21.98 22.53 23.10 2387
T Pre/O Senior Housing Assistant Biwk. 1,556.00 1,634.40 1,716.00 1,758.40 1,802.40 1,848.00 1,893.60
Equiv.
C Pre/M Wage Services Technician Ann. 40,456.00 42,494 40 44,616.00 45,718.40 46,862.40 48,048.00 49,233.80
Equiv.
330 C  PreM  Executive Secretary Hrly. Rate 18.50 19,42 20.39 20.90 21.43 21.96 22,51
BiWk. 1,480.00 1,553.60 1.631.20 1,672.00 1,714.40 1,756.80 1,800.80
Equiv,
Ann. 38,480.00 40,393.60 42,411.20 43,472.00 4457440 45,676.80 45,820.80
Equiv.
S29 C  Pre/O  Administrative Assistant Hrly, Rate 17.62 18.50 19.42 19.91 20.41 20.82 21.44
T Pre/O Housing Assistant BiWk. 1,409.60 1,480.00 1,553.60 1,582.80 1,632.80 1,673.80 1,715.20
Equiv.
C Pre/M Human Resources Technician Ann. 36.649.650 38,480.0C 40,393.60 41,412.80 42,452.80 43,513.60 44,595.20
Equiv.
c Pre/S Office Supervisor
S28 C  Prefl0  Accounting Technician Hrly. Rate 16.78 17.62 18.50 18.96 19.44 19.92 20.42
Biwk. 1,342.40 1,4G9.60 1,480.00 1,516.80 1,5585.20 1,593.60 1,633.80
b Pre/O Senior Mainienance Technician  Equiv.
Ann. 34,802.40 36,649.60 38,480.00 39,436.80 40,435.20 41,433.60 42,473.80
Eqguiv.
ze7 D Pre/O  Maintenance Technician Hrly. Rate 16.76 17.60 18.48 18.84 19.42 19.80 20.40
Biwk. 1,340.80 1,408.00 1,478.40 1,515.20 1,563.60 1,592.00 1,632.00
Equiv.
Ann. 34,860.80 36,608.00 38,438.40 39,395.20 40,393.60 41,392.00 42,432.00
Equiv.
s27 C  Pre/O  Information Technology Hrly. Rate 16.00 16.80 17.64 18.08 18.53 19.00 19.47
Technician Biwk. 1,280.00 1,344.00 1,411.20 1,4486.4C 1,482.40 1,520.00 1,557.60
Equiv.
Ann. 33,280.00 34,944.00 35,681.20 37,606.40 38,542.40 38,520.00 40,497.60
D Pre/O Maintenance Technician | Equiv.
c Pre/O Senior Storekeeper
$26 C Pre/O  Senior Office Assistant Hrly. Rate 16.22 16.98 16.78 17.20 17.63 18.07 18.52
Biwk. 1,217.60¢ 1,278.40 1,342.40 1,376.00 1,410.40 1,445.60 1,481.60
Equiv.
Ann. 31,657.60 33,238.40 34,502.40 35,776.00 36,670.40 37,585.60 38,521.80
Equiv,
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Range OC OT/BU_ Classification Type Step 1 Step 2 Step 3 Step 4 Step 5 Step 6 Step 7
725 C Pre/0 Accounting Assistant Hrly. Rate 18,21 15,97 16.77 17.19 17.82 18.06 18.51
Biwk. 1,216.80 1,277.60 1,341.60 1,375.20 1,408.80 1,444.80 1,480.80

Equiv.
Ann. 31.,636.80 33,217.60 34.881.60 35,785.20 36,649.60 37,564.80 38,500.80

Equiv.
325 C Pre/O Accou nt]ng Assistant Hr[y Rate 14.51 15.23 16.00 16.40 16.81 17.23 17.66
T Pre/C Housing Assistant | BiWwk. 1,160.80 1.218.4¢ 1,280.00 1.312.06 1,344.80 1.378.40 1,412.80

Equiv.
C Pre/O Resident Manager il Ann, 30,180.80 31,678.40 33,280.00 34,112.00 34,964.80 35,838.40 36,732.80

Equiv.
S24 C Pre/Q Client Services Receptionist Hrly, Rate 13.86 14.56 15.28 15.67 16.06 16.46 16.78
BiWk. 1,108.80 1,164.80 1,222.40 1,253.60 1,284.80 1,316.80 1,343.20

C  Pre/O Office Assistant It Equiv.
Ann. 28,828.80 30,284.80 31.782.4¢ 32,593.60 33,404.80 34.236.80 34,923.20

C Pre/O Storekeeper Equiv.
823 C  Pre/O Infermation Technology Hrly. Rate 13.15 13.81 14.50 14.86 15.23 15.61 16.00

Assistant

D Pre/O Maintenance Technician | Biwk. 1,0562.00 1,104.80 1,160.00 1,188.80 1.218.40 1,248.80 1,280.00

Equiv.
C Pre/O Office Assistant | Ann. 27,352.00 28,724.80 30,160.00 30,908.80 31,678.40 32,468.80 33,280.00

Equiv.
gop e .- Hrly. Rate 12.52 13.15 13.81 14.15 14.50 14.87 15.24
Biwk, 1,001.60 1,052.00 1,104.80 1,132.00 1,160.00 1,189.80 1,219.20

Equiv.
Ann. 26,041.60 27,352.00 28,724.80 28,432.00 30,160.00 30,928.60 31,699.20

Equiv.
201 e e .- Hrly. Rate 11.94 12.53 13.16 13.49 13.82 1447 14.52
BiWk. 955.20 1,002.40 1,052.80 1,079.20 1,105.60 1,133.60 1,161.60

Equiv.
Ann. 24.835.20 26.062.40 27,372.80 28,059.20 28,745.60 22,473.60 30,201.60

Equiv.
S20 C  Pre/O  Housing Aide If Hrly. Rate 10.56 11.09 11.64 11.93 12.23 12.54 12.85
BiWk. 844.80 887.20 931.20 954.40 978.40 1,003.20 1,028.00

Equiv.
Ann. 21,564.80 23,087.20 24,211.20 24,814.40 25,438.40 26,083.20 26,728.00

Equiv.
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Range OC OT/BU Classification Type Step 1 Step 2 Step 3 Step 4 Step 5 Sten 6 Step 7
$19 . - Hrly. Rate 9.49 9.96 10.46 10.72 10.99 11.26 11.55
Biwk. 759.20 796.80 836.80 857.60 879.20 900.80 924.00
Equiv,
Ang. 19,738.20 20,716.80 21.756.80 22,287.60 22,859.20 23,420.80 24,024.00
Equiv.
Si8 C Pre/Q Housing Aide | Hrly. Rate 8.97 9.42 9.89 10,13 10.39 10.65 10.21
BiWk. 717.60 753.60 791.20 810.40 331.20 852.00 872.80
Equiv.
Ann. 18,657.60 19,593.60 20,571.20 21,070.40 21,611.20 22,152.00 22,692.80
Equiv.
MISCELLANEQUS TEMPORARY CLASSIFICATIONS & HOURLY PAY RATES
Range OC OT/BU Classification Step 1 Step 2 Step 3 Step 4 Step 5 Step 6 Step 7
TSR B ExT  Scholarin Residence 25.91 27.20 28.86 29.28 30.01 30.76 31.53
TS C  PreT Student Intern {Paid) 11.27 11.84 12.43 1273 13.06 13.38 13.72
THA O  Pre/T  Housing Services Aide 7.88 8.27 8.69 8.90 9.13 9.35 9.59
TAT O PrefT Housing Aide Trainee 7.88 8.27 8.69 2.90 9.13 9.35 8.59

Pay for the following classifications are based on HUD minimum wage requirements, or temporary and limited scope of duties, and/or specific terms and conditions of appointment:

Maintenance Technician Trainee: On the job training program for residents or Section 8 Program patticipants to qualify for Maintenance Techrician | {or similar employment).

Contract Employee: Employment by contract agreement for professional services external 1o the merit process, budget, and classificatiors and pay plan for specific scope of
work and duration, and without employment rights or benefits other than those required by law or under terms of the contract.

Restricted Employee: Appoiniment to a Special Housing/Employment Program with requirerents other than merit under which employees are selected and funded by State,
Federal, or local agency; or to provide on the job training to public housing residents and Section 8 participants to enhance economic development and self sufficiency on a short
term, on-call, or seasonal basis.

Site Contacts: Residents paid in accordance with HUD pay limitations as on-site residential contacts.

OC = Occupational Category:
A - Manager/Administrator

B - Professional

C - Clerical/Admin Support

D - Crafts/Kindred
P - Paraprofessional
T - Technical

OT = Overtime Designation:

Pre - Premium Overtime Compensation

Ex - Exempt from Overtime Compensation
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BU = Bargaining Unit Designation:
M - Management or Confidential (nonunion - representad)
S - Supervisory (nonunion - represented)
A - Administrative/Professional {nonunion - represented)
O - Office/Clerical/Technical {union - represented)
T - Temporary Employee (nonunion - represented)




NOTES:

M Schedule

S Schedule

E Class

Z Range

Trainee

Reinstaternent

Retired
Returnee

Volunteer

Minimum
Wage

Classification
and Pay Plan
Updates

Salary ranges on Management (M) Schedule derived by adding the percent increase to each hourly minimum and maximum of the range.

Salary steps on Staff {S) Schedule derived by adding the percent increase to each hourly step. Annual salary equivalent is derived from hourly rate multiplied
by 2,080 {number of work hours in a year). Biweekly rate is derived from annual salary divided by 268 paychecks. Amounts subject to rounding.

* Extended Range "E" Class designates appointments that may be made to the range directly above or below the designated classification range based on
specific qualifications and duties assigned.

Incumbents in the Maintenance Technician il and Accounting Assistant classifications as of September 30, 1998 shall be paid according to the Z range for the
classification. Z range is defined as a special range for incumbents effective January 1, 1999 pursuant to negotiated Memorandum of Understanding. After
September 30, 1998 newly hired or appeinted incumbents to those classes will be paid according to the S range.

A "Trainee" designation is paid at a rate of 15% below the entry level classification and advanced to Step 1 of the targeted classification upon meeting minimurm
requirements. :

The re-hire of an employee fo a class satisfactorily heild or to a comparable or lower class in which satisfaciory service was rendered or to any comparable or
lower class in the same occupational series provided the minimum requirements are met and the reguest is within one year of separation or voluntary
demotion,

An employee retired from the SDHC Defined Contribution Pension Plan may be appointed to a position at the same or comparable level of pay, requiring
special skills or knowledge without competition, for a period not to exceed 180 days in any fiscal year.

An individual designated to perform specific workplace tasks on a non-paid status.

Heurly rates will be adjusted up to meet Federal Minimum Wage requirements as minimum wage rates change.

Classification tittes, new classes, and salary ranges may be updated pursuant to Personnel Policies and adopted Budget.
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Classification and Pay Plan
Effective July 1, 2009 (Start of Pay Period)

(Start of Pay Pericd in which the first day of the fiscal year begins)

Addendum A-3
Pages 62-68

"M" SCHEDULE
Range oC OT/BU Classification Type Minimum Maximum
M 50 A Ex/M President & Chief Executive Officer Hrly. 58.97 87.77
Rate
BiWk. Equiv. 4,717.60 7,021.60
Ann. Equiv. 122,657.60 182,561.60
M48 A ExM Executive Vice President & Chief Hrly. 53.10 75.02
Operating Officer Rate
Biwk. Equiv. 4,248.00 8,001.80
Ann. Equiv. 110,448.00 158,041.50
Hrly. 47.37 65.23
M47 - -- . Rate
Biwk. Equiv. 3,789.60 5,218.40
Ann. Equiv. 98,529.60 135,678.40
M45 A Ex/M Director of Business Services Hrly. 39.44 58.01
Rate
A Ex/M Director of Comrmunication & Strategy Biwk. Equiv. 3,155.20 4,640.80
A Ex/m Director of Facilities Ann. Equiv. 82,035.20 120,660.80
A Ex/M Director of Financial Services
A Ex/M Director of Housing Finance & Development
A Ex/ Director of Rental Assistance
Hrly. 35.47 54,38
Md4 .- -- -- Rale
BiWk. Equiv. 2,837.60 4,350.40
Ann. Equiv. 73,777.60 113,110.40
M34 G Ex/M Secretary to the President & Chief Hrly. 22.93 3283
Executive Rate
Officer BiWk, Equiv, 1,834.40 2.626.40
Ann. Equiv. 47,694.40 68,286.40
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"S" SCHEDULE

Range OC OT/BU_Classification Type Step 1 Step 2 Siep 3 Step 4 Step 5 Step 6 Step 7
842 B ExS Asst Director of Housing Hrly. 33.90 35.59 37.37 38.30 39.28 40.24 41.25
Programs * Rate
BiWwk. 2,712.00 2,847.20 2,989.60 3,084.00 3,140.80 3,219.20 3,300.00
Equiv.
B ExS  Budget Officer * Ann. Equiv.  70:512.00 74,027.20 7772960  79,664.00 81,660.80 83,609.20 85,800.00
B ExS Housing Construction Officer *
B ExS Human Reseources Officer *
B E¥S tnformation Technology Cfficer *
B Ex/S Supervising Project Manager *
B  ExS Communications Officer *
S41 Ex/A Financial Specialist * Hrly. 32.28 33.89 35.59 36.48 37.39 38.32 39.28
Rate
B Ex/A Loan Management Supv. * RBiwk. 2,582.40 2,711.20 2,847.20 2,918.40 2,991.20 3,065,680 3,142.40
E:quiv,
D Ex/A Policy Advisor to the President Ann. Equiv. 67,142.40 70,491.20 74,027.20 75,878.40 T7,771.20 78,705.60 81,702.40
& CEO*
D ExS Project Manager *
Hrly. 30.74 32.28 33.89 34.74 35.61 36.50 37.41
S40 -~ - - Rate
Biwk. 2,459.20 2,582.40 2,711.20 2,779.20 2,848.80 2,820.00 2,992.80
Equiv.
Ann, Eguiv, 63,939.20 87,142.40 70,451.20 72,259.20 74,068.80 75,920.00 77,812.80
539 B ExS Accounting Supervisor * Hrly. 29.27 30.73 32.27 33.08 33.90 34.75 35.62
Rate
B  Ex/A  Associate Project Manager * Biwk. 2,341.80 2,458.40 2,581.60 2,646.40 2,712.00 2,780.00 2,849.80
Equiv.
B Ex/A Community Liaison * Ann. Equiv. 60,881.60 £63.918.40 67,121.60 68,806.40 70,512.00 72,280.00 74,089.60
B ExA Organizational Training Spec. ™
B Ex/A Principal Accountant *
B ExA Principal HR Analyst *
B Ex/A Senior Budget Analyst *
B Ex/A Senior Program Analyst *
S38 D  Pre/O  Housing Construction Spec. Hrly. 27.88 20.27 30.73 31.50 32.29 33.10 33.93
Rate
B ExA Sr. HR Analyst * BiWK. 2,230.40 2,341.60 2,458.40 2,520.00 2,583.20 2,648.00 2,714.40
Equiv.
Analyst *
B ExS Supv Resident Initiatives Coord *
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837 B ExXA Community Relations Spec. * Hrly. 26.54 27.87 29.27 30.00 30.75 31.52 32.30
Rate
B ExXS Housing Supetvisor * Biwk. 2,123.20 2,229.60 2,341.80 2,400.00 2,460.00 2,521.60 2,584.00
Equiv.
T Ex/A Information Technofogy Anaiyst"' Ann. EqUiV. 55,203.20 57,969.60 60,881.80 62,400.00 63,960.00 §5.561.60 67,184.00
B ExA Senior Accountant
B ExA Sr. Resident Initiatives Coord. *
536 B ExXA Contracts Analyst Hrly. 25.30 26.56 27.89 28.59 29.30 30.03 30.78
Rate
B Ex/A Human Resources Analyst Biwk, 2,024.00 2,124.80 2,231.20 2,287.20 2,344.00 2,402.40 2.462.40
Equiv.
B Ex/A Pfogram Anaiys‘{ Ann. EqUiV. 52,624.00 55,244.80 58,011.20 59,467.20 60,944.00 62,462.40 64,022.40
Hrly. 24.08 25.28 26.55 27.21 27.89 28.59 29.30
S35 -- -- -- Rate
Biwk, 1,926.40 2,022.40 2,124.00 2,1756.80 2,231.20 2,287.20 2,344.00
Equiv.
Ann. Equiv.  50,086.40 52,582.40 55,224.00 56,596,830 58,011.20 59,467.20 60,944.00
S34 B Ex/A Accountant Hrly. 22.94 24.09 25,29 25.92 26.57 27.24 27.92
Rate
B Ex/A Budget Analyst Biwk. 1,835.20 1,927.20 2,023.20 2,073.60 2.125.680 2,179.20 2,233.60
Equiv.
B EwM  Dacket Coordinator Ann. Equiv.  47.715.20 50,107.20 52,603.20  53,813.60 55.265.60 56,659.20 58,073.60
B Ex/A Fiscal Services Specialist
T Ex/O Loan Servicing Specialist
T Ex/A P1U Hearing Coordinator
533 B ExS Asst. Hsg. Property Supv. Hrly. 21.84 2293 24.08 24.68 25.30 25.83 26.58
Rate
B ExA Housing Specialist Biwk, 1,747.20 1,834.40 1,926.4C 1,974.40 2,024.00 2,074.40 2,126.40
Equiv.
B Ex/A Information Technology 45,427.20 47,694.40 50,086.40 51,334.40 52,624.00 53.934.40 55,286.40
Specialist Ann, Equiv,
532 P Pre/A  Contracts Compliance Asst. Hrly. 20.82 21.86 22.95 23.53 24.12 24,72 25.34
Rate
Biwk. 1,665.60 1,748.80 1.836.00 1,882.40 1,926.60 1.977.60 2.027.20
T Pre/0  Housing Inspector Eguiv.
T Ex/O Loan Production Speciaﬁst Ann. Equiv. 43,305.60 45,468.80 47,736.00 48.942.40 50,169.60 51,417.60 52,707.20
) Pre/S  Maintenance Supervisor
B Pre/O  Resident Initiatives Coord.
P Pre/A Senior Administrative Assistant
P Pre/M  Senior Human Resources Tech.
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531 C  Pre/O  Senior Accounting Technician Hrly. 19.84 20.83 21.87 2242 2298 23.55 24.14
Rate
T Pre/O Senior Housing Assistant Biwk. 1,587.20 1,666.40 1,749.60 1,793.60 1,838.40 1,884.00 1,931.20
Equiv.
C  PreM  Wage Services Technician Ann. Equiv.  41.267.20 43,326.40 45,489.60  46,633.60 47,798.40 48,984.00 50,211.20
830 C Pre/M Executive Secretary Hrly. 18.87 19.81 20.80 21.32 21.85 22.40 22.98
Rate
Biwk. 1,509.60 1,5684.80 1,664.00 1,705.60 1,748.00 1,792.00 1,836.80
Equiv.
Ann. Equiv. 39,249.60 41,204.80 43,264.00 44,345,860 45,448.00 46,552.00 47.756.80
S29 Pre/Q  Administrative Assistant Hrly. 17.97 18.87 19.81 20.21 20.82 21.34 21.87
Rate
T Pre/O Heusing Assistant I Biwk. 1,437.80 1.509.60 1,584.80 1,624.80 1,665.60 1,707.20 1,749.60
Equliv.
C  Pre/M Human Resources Technician Ann. Equiv.  37.377.60 39,249.60 41,204.80  42,244.80 43,305.60 44,387.20 45,489.60
c Pre/S  Office Supervisor
S28 C Pre/O  Accounting Technician Hrly. 17.12 17.97 18.87 19.34 19.82 20,32 20.83
Rate
D Pre/O Senior Maintenance Technician Biwik, 1,369.60 1,437.60 1,508.60 1,847.20 1,885.60 1,625.680 1,866.40
Equiv.
Ann. Equiv. 35,609.60 37,377.60 39,245.80 40,227.26 41,225.60 42,265.60 43,326.40
227 D Pre/O  Mainienance Technician [l Hrly. 17.10 17.95 18.85 19.32 19.81 20.30 20.81
Rate
Biwk. 1,368.00 1,436.00 1,508.6C 1.545.60 1,5684.80 1,624.00 1,864.80
Exquiv.
Ann, Equiv, 35,568.00 37,336.00 39,208.060 40,185.60 4%,204.80 42,224.00 43,284.80
8527 C Pre/C  Information Technoiogy Hrly. 16.32 17.13 17.99 18.44 18.90 19.38 19.86
Technician Rate
Biwk. 1,305.60 1,370.40 1,439.20 1,475.20 1,512.00 1,550.40 1,588.80
Equiv.
D Pre/O  Mainienance Technician I} Ann. Equiv. 33,945.60 35,630.40 37,419.20  38,355.20 39,312.00 40,310.40 41,308.80
C  Pre/O  Senior Storekeeper
526 C Pre/0O  Senior Office Assistant Hrly, 15.52 16.30 17.14 17.54 17.98 18.43 18.89
Rate
Biwk, 1,241.60 1,304.00 1,368.80 1,403.20 1,438.40 1,474.40 1,511.20
Equiv.
Ann. Equiv.  32:281.60 33,504.00 35588.80  36,483.20 37,398.40 38,334.40 39,291.20
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225 C  Pre/0O  Accounting Assistant Hrty. 15.51 16.29 17.10 17.53 17.97 18.42 18.88
Rate
Biwk. 1,240.80 1,303.20 1,368.00 1,402.40 1,437.60 1,473.60 1,510.40
Equiv.
Ann. Equiv.  32.260.80 33,883.20 35,568.00  36,462.40 37,377.60 38,313.60 39,270.40
s25 C Pre/0O  Accounting Assistant Hrly. 14.80 15.54 16.32 16.73 17.15 17.57 18.01
Rate
T Pre/O Housing Assistant | BiWk. 1,184.00 1,243.20 1,305.60 1,238.40 1,372.00 1,405.60 1,440.80
Equiv.
C  Pre/C  Resident Manager il Ann. Equiv.  30.784.00 32,323.20 3304560  34,798.40 35,672.00 36,545.60 37,460.80
524 C  Pre/G  Client Services Receptionist Hrly. 14.07 14.78 15.52 15.90 16.30 16.71 17.13
Rate
C Pre/C  Office Assistant |l Biwk. 1,125.60 1,182.40 1.241.80 1,272.00 1,304.00 1,336.80 1,370.40
Equiv.
C Pre/C  Storekeeper Ann. Equiv,  29,265.60 30,742.40 32281.80  33,072.00 33,904.00 34,756.80 35,630.40
523 C  Pre/0  Information Technology Hrly. 13.41 14.08 14.79 15.15 15.83 15.92 16,32
Assistant Rate
b Pre/0O  Maintenance Technician | Biwk, 1,072.80 1,126.40 1,183.20 1,212.00 1,242.40 1.273.80 1,305.60
Eguiv.
¢ Pre/0  Office Assistant | Ann, Equiv.  27.892.80 29,286.40 30,763.20 3151200 32,302.40 33,113.60 33,945.60
Hrly. 277 13.41 14.08 14.43 14.80 1517 15.54
822 -- -- -- Rate
Biwk. 1,021.60 1,072.80 1.126.40 1,154.40 1,184.00 1.213.60 1,243.20
Equiv.
Ann, Equiv,  26,561.60 27,892.80 29,286.40  30,014.40 30,784.00 31,553.60 32,323.20
Hrly. 12.17 12.78 13.42 13.75 14.10 14.45 14.81
321 -- -- -- Rate
RBiwk. 973.80 1,022.40 1.073.60 1,100.00 1,128.00 1,156.00 1,184.80
Equiv.
Ann. Equiv.  25.313.60 26,582.40 27,913.60  28,600.00 29,328.00 30,056.00 30,804.80
520 C Pre/O Housing Aide ) Mrly. 10.77 11.31% 11.87 1217 12.48 12.79 13.11
Rate
Biwk. 861.80 §04.80 949.60 973.60 998.40 1,023.20 1,048.80
Equiv.
Ann. Equiv.  22:401.60 23,524.80 24,689.60  25313.60 25,958.40 26,603.20 27,268.80
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519 . e -- Hrly, 9.68 10.16 10.67 10.94 11.21 11.49 11.78
Rate
Biwk. 774,40 812.80 853.60 875.20 896.80 919.20 942,40
Equiv.
Ann. Equiv.  20,134.40 2+,132.80 22,193.60  22,755.20 23,316.80 23,899.20 24,502.40
S8 C Pre/Q Housing Aide } Hrly. 9.14 9.60 10.08 10.33 10.59 10.86 11.13
Rate
Biwk. 731.20 768.00 806.40 826.40 847.20 868.80 890.40
Equiv.
Ann. Equiv.  19.011.20 19,968.00 20,966.40  21,486.40 22,027.20 22,588.80 23,150.40
MISCELLANEOUS TEMPORARY CLASSIFICATIONS & HOUHRLY PAY RATES
Range OQC OT/BU Classification Step 1 Step 2 Step 3 Step 4 Step 5 Step 6 Step 7
TSR B ExT  Scholarin Residence 26.43 27.75 22.14 29.86 30.61 31.38 32.16
TSI C.  Pre/T  Student Intern (Paid) 11.50 12.07 12.68 13.00 13.32 12.65 13.99
THA O  Pre/T  Housing Services Aide 8.04 8.44 &.86 9,08 9.31 8.54 9.78
TAT O  Pre/T  Housing Aide Trainee 8.04 8.44 8.86 9.08 9.31 8.54 9.78

Pay for the following classifications are based on HUD minimum wage requirements, or temporary and limited scope of duties, and/or specific terms and conditions of appointmeni:

Maintenance Technician Trainee: Cn the job training program for residents or Section 8 Program participants to qualify for Maintenance Technician | (or similar

employment).
Contract Emplovee: Employment by contract agreement for professional services external o the merit process, budget, and classification and pay plan for specific scope

of work and duration, and without employment rights or benefits other than those required by law or under terms of the contract.

Restricted Emplovee: Appointment to a Special Housing/Employment Program with requirements other than merit under which employees are selecied and funded by

State, Federal, or local agency; or to provide on the job training 1o public housing residents and Section 8 participants to enhance economic develepment and self

sufficiency on a short term, on-call, or seasonal basis.

Site Contacts: Residents paid in accordance with HUD pay limitations as on-site residential contacts.

0C = Qccupational Category:
A - Manager/Administrator
B - Professional

OT = Overtime Designation:
Pre - Premium Overtirne Compensation

Ex - Exempt from Qvertime Compensation

C - Clerical/Admin Suppart
D - Crafts/Kindred

P - Paraprofessional
T - Technical
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BU = Bargaining Unit Designation:
M - Management or Confidential (nonunion - represented)
S - Supervisory {nonunion - represanted)

A - Adminisirative/Professional (nonunion - represented)
O - Office/Clerical/Technical (union - represented)

T - Temperary Employee {(nonurnion - represented)




NOTES:

¥ Scheduie

S Schedule

E Class

Z Range

Trainee

Reinstaternent

Retired Returnee

Veolunteer

Minimum Wage

Classification
and Pay Plan
Updates

Salary ranges on Management (M) Schedule derived by adding the percent increase to each hourly minimum and maximum of the range.

Salary steps on Staff (S) Schedule derived by adding the percent increase to each hourly step. Annual salary equivalent is derived from hourly rate
multiplied by 2,080 (number of work hours in a year). Biweekly rate is derived from annual salary divided by 26 paychecks. Amounts subject to rounding.

* Extended Range "E" Class designales appointments that may be made to the range directly above or below the designated classification range based on
specific qualifications and duties assigned.

Incumbents in the Maintenance Technician Hl and Accounting Assistant classifications as of September 30, 1998 shall be paid according to the Z range for
the classification. Z range is defined as a special range for incumbentis effective January 1, 1999 pursuant fo negotiated Memorandum of Understanding.
After September 30, 1998 newly hired or appeinted incumbents to those classes will be paid according to the S range.

A "Trainee” designation is paid at a rate of 15% below the eniry level classification and advanced o Step 1 of the targeted classification upen meeting
minimum raquirements.

The re-hire of an employee 1o a class satisfactorily held or to a comparable or lower class in which satisfactory service was rendered or to any comparable
or lower class in the same occupational series provided the minimum requirements are met and the regquest is within one year of separation or voluntary
demotion.

An employee retired from the SDHC Defined Contribution Pension Plan may be appointed to a position at the same or comparable fevel of pay, requiring
special skills or knowledge without competition, for a period not to exceed 180 days in any fiscal year.

An individual designated to perform specific workplace tasks on a non-paid status.
Hourly rates will be adjusted up to meet Federal Minimum Wage requirements as minimum wage rates change.

Ciassification titles, new classes, and salary ranges may be updated pursuant to Personnel Policies and adopted Budget.

68



SAN DIEGO HOUSING COMMISSION

BENEFITS PROGRAM - ADDENDUM B
Revised July 1, 2007

BAY

Salaries —~ Salary range increases effective start of pay period on which the
first day of the fiscal year begins: 2% effective 7/1/07; 2% ellective 7/1/08; 2%
effective 7/1/09.

Executive and Management Service - Pay determined by performance.

Bilingual Pay - Some positions require Spanish, Vietnamese or Laottan skilis:
$71.07/mo {$0.41/hr) for non-technical, $88.40/mo ($0.51/hr} for technical skills.

On-Call Pay — Effective 7/1/07; $1.00 per hour {$173.33) per month and 7/1/68;
$1.40 per hour ($242.66} per monih. Housing Supervisors in Property
Management recelve 5% pay differential.

ELEXIBLE BENEFITS PLAN

Section 125 cafeteria-style program with benefits on pre-tax basis through
payroif deduction.

Flex Crediis - Additional dollars toward Insurance purchase. Flex Credits
increased 7/1/07 to $6,700; 7/1/0B to $7,150; and #/1/09 to $7,550 per year
for henefits efigible full-time employees {pro-rated for part-time}.

Core Benefits (Employer Paid):

Long Term Disability - 60% of pay to a maximum of $8,300/month alter 60
days of disability, and 70% to a maximum of $8,500/month when
integrated with other benefits.

Basic Portable Term Life/AD&D - Employer-paid insurance to employee
provides 1 x Pay with a minimum coverage amount of $15,000.

Optional Benetits (Employee Paid):
Medical - Choice of Sharp or Kaiser Health Flans.
Bentat - Choice of United Concordia HMO or PO Dental Plan.

Emplovee and Spouse Portable Term Life/ADRD - Optional purchase of
$10,000 increments up to $500,000 available; cost is age rated.

Dependent Portable Term Life - $2,500, $5,000, $7,500, or $10,000 per
child availabfe.

Flexibie Spending Accounts - Reimbursement of efigible dependent care
and heaith care expenses from payroll deducted pre-tax doliars.

PENSION PLAN

Detfined Contribution Plan providing employee sel-directed low, medium and
high-risk investment options.

Employer Contributions - Equivalent to 14% of earnings for Regular
employees and Executive and Management Service.

Vesting_Schedule - Fully vested after 4 years based on 1000 hrs of
service July 1 to.June 30, Year 1 (25%), Year 2 (30%), Year 3 (75%), Year
4 {100%).

Retirement Age - Age 62 Normal retirement, Early retirement (Age 55 with
10 years of service.)

Prior Service Credit - Pension vesting credit is provided for prior public
agency service with a California Government entity, or Housing Authority
in the U.S. Transfers from qualified plans are accepted subject to certain
conditions.

Voluntary Contributions - Up to 10% of earnings through payroli
deduction {after-tax basis). Immediate 100% vesting. Accumuliated
contributions may be withdrawn once a year. Lump sum contributions
may be made under specified circumsiances.

Benefits Options - Payable at time of termination, retirement or
permanent/ total disabifity {lump sem, rollover, and tife annuity options).

457 Tax Deferved Savinas Plan - Pre-tax payroll deductions for lew, medium
ard high-risk investment options with access subject to [R5 Hardship Rules.

in addition to other retirement programs established by the Housing
Commission, a 457 Tax Deterred Savings Plan is available. Under this
provision the Housing Commission contributes one (1) percent of satary to the
savings account of each eligible staif and will match the employees' own
contribution up to a maximum of one and one-half {18 %) percent of salary.
This pian is intended to encourage staff 1o take personal responsibility for
managing their own retirement planning.

Temporary Emplovees - Payroll deductions of 3.75% and a 3.75%
matcking contribution to Mandatory Tax Deferred 457 Plan, Savings are
100% refundable on employment termination; subject to taxation.

Social Security Exempl - No contribution to Social Security, saving 6.20% of
taxable gross earnings. A Medicare tax of 1.45% of gross earnings is deducted

from each paycheck for employees hired after 1986. Ne Soclal Security credit is
earned; Social Security benefits may be reduced by SDHC Pension Plan
benefits received,

Credit Union - Optional {payroll deposit/free checking).
OTHER BENEFITS

Annual Leave - Paid time from work for vacation, fliness of self or family:

1st through 4th year 18 days
5th through 10th year 22 days
ttth through 15th vear 26 days
16th through 25th year 28 days
26th year 30 days

No walting to use accrued leave. Exiting employees paid in full for unused
leave.

Maximum_Annual lLeave Accumulation - 650 hours each fiscal year for
employees hired prior to 7/1/94; 350 hours hired on 7/1/84 or after.

Pay in Liey of Annual Leave - Employees eligible for 80 hrs pay each fiscal year
provided 5 days have been taken off and a balance of 40 hrs remain.

Catastrophic Leave Donation - An employee may donate up to six days annual
leave to an employee who is off work beyond compensated leave.

Family Leaves — State and Federal Family and Medical Leave laws provide up to
12 weeks of unpaid family/medical leave within a 12 month period.

Bereavement Leave — Three conseculive days of paid leave for death of
immediate family, household member or extended family.

EDD Paid Famlly Leave — California State Disability insurance deductions are
3.90%.

dury Duty Leaye - Paid leave for jury service and retention of court paid Tees.

Military Leave - Maximum 30 days paid leave per fiscal year with a minimum one
year of Commission and/or military service,

Holidays - 12 paid holidays per year.

Mandatary Facility Closure ~ A mandatory (unpeaid) four-day facility closure in
FYOB only, to occur an December 24, 26, 27 & 28, 2007.

Alternate Work Schedules — Alternate scheduies may be approved.
Short Term Awards — Up to $1,000.
Mileage - IHS rate per mile when required to use personal vehicie.

Transportation Reimbursement - 80% of cost of monthly bus or Troliey pass
provided.

Tuition Reimburgsement - For benefits eligible employees up to $2000 max per
Fiscat Year.

Recreation - Discounts to theme parks.

Parking - in Housing Commission provided parking lots. Employees assigned
to new facility at 12 & C are eligible for either half of parking cost or $65,
whichever is greater.

Child Care - Discount rates to City of San Diego Child Care Center.
MANAGEMENT BENEFITS

Flex Credils - Executive and Management Service employees receive an
additional $1,500 per yr. Managers receive an additional $2,000 per yr, and
Executives receive an additional $2,500 per yr.

Annual Leave Accrual - Executives and Managers accrue ahnual leave as
follows:

1st through 10th year 26 days
11th through 15th year 31 days
16th through 25th year 33 days
26th year 35 days

Pay in Liey of Annual Leave - Executives and Managers are eligible for 120
hours pay in lieu of annual leave each fiscal year.

Car Allowance - $300 per month for Executive Vice President and Chief
Operating Officer and designated management.

Addendum B serves as a brief description; Personnel Policies, MO, and Plan
BDocuments govern.
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