
  

 

 

 

 

 

 

 

HOUSING AUTHORITY OF 

THE CITY OF BLOOMINGTON 

 

EMPLOYEE HANDBOOK 
 

 
 

This handbook supersedes all previous editions 

of employee information and policies.  It is the 

property of Bloomington Housing Authority and 

is to be returned upon termination of employment. 

 

 

 

June 2007 
Approved by Board of Commissioners  

Resolution 2007-11 



   
June 2007  BHA   

HOUSING AUTHORITY OF THE CITY OF BLOOMINGTON  

Employee Handbook 

Table of Contents 
 
INTRODUCTION ........................................................................................................ 1 

WELCOME ........................................................................................................ 2 
MISSION STATEMENT...................................................................................... 2 
ABOUT THIS HANDBOOK ................................................................................. 3 
YOUR ROLE ...................................................................................................... 4 
COMMUNICATION ........................................................................................... 4 

EMPLOYMENT POLICIES AND PRACTICES ................................................................ 5 
EQUAL EMPLOYMENT OPPORTUNITY/FREEDOM FROM HARASSMENT........... 6 
AFFIRMATIVE ACTION..................................................................................... 7 

                 Purpose……………………………… ............................... …………………………7 
 Responsibilities of Management…………………………………………………….7 
 External Dissemination of Policy, Outreach and Positive Recruitment……8 
 Internal Dissemination of Policy…………………………………………………….8 
 Internal Audits…… .................................................. …………………………..9 
 Training to Ensure AAP Implementation…………...... ………………………….9 
 Harassment Prevention Procedures………………………………………………10 
 Reasonable Accommodation to Physical and Mental Limitations…………10 

AMERICANS WITH DISABILITIES ACT .......................................................... 10 
BUSINESS ETHICS POLICY ............................................................................ 11 

Purpose .................................................................................................... 11 
General Policy Application ....................................................................... 11 

RECRUITMENT, SELECTION, HIRING ............................................................ 12 
EMPLOYMENT CATEGORIES........................................................................... 12 
FAVORITISM IN THE WORKPLACE ................................................................ 13 
INTRODUCTORY PERIOD............................................................................... 14 
OUTSIDE EMPLOYMENT................................................................................. 14 
EMPLOYEE DEVELOPMENT............................................................................. 15 

Training.................................................................................................... 15 
Educational Loans .................................................................................... 15 

ADVANCEMENT OF EMPLOYEES..................................................................... 16 
TRAVEL .......................................................................................................... 16 
CONFLICTS OF INTEREST .............................................................................. 17 
POLITICAL ACTIVITY..................................................................................... 18 
GREIVANCE PROCEDURE............................................................................... 20 
ACCESS TO PERSONNEL FILES....................................................................... 21 
CONFIDENTIALITY ........................................................................................ 21 
ATTENDANCE AND PUNCTUALITY ................................................................. 22 

EMPLOYEE BENEFITS .............................................................................................. 24 
OVERVIEW..................................................................................................... 25 



   
June 2007  BHA   

HOLIDAYS...................................................................................................... 26 
LEAVE TIME ................................................................................................... 27 

Vacation ................................................................................................... 27 
Sick Leave ................................................................................................ 28 
Personal Time .......................................................................................... 29 
On The Job Injury .................................................................................... 29 
Family And Medical Leave........................................................................ 30 
Personal Leave Of Absence ...................................................................... 30 
Bereavement Leave ................................................................................. 30 
Military Leave........................................................................................... 31 
Jury Duty Leave ....................................................................................... 31 

MEDICAL INSURANCE.................................................................................... 32 
HEALTH INSURANCE CONTINUATION........................................................... 32 
HEALTH INSURANCE PORTABILITY AND ACCOUNTABILITY ACT (HIPAA).... 32 
LIFE INSURANCE ........................................................................................... 33 
DEFERRED COMPENSATION PLAN................................................................. 33 
ADDITIONAL BENEFITS ................................................................................. 33 
WORKERS’ COMPENSATION INSURANCE...................................................... 34 

COMPENSATION TIMEKEEPING AND PAYROLL ...................................................... 35 
PERFORMANCE REVIEWS AND PAY ADJUSTMENTS ...................................... 36 
WAGE AND SALARY PLAN .............................................................................. 36 
TIMEKEEPING................................................................................................ 36 

Time Records ........................................................................................... 37 
PAY PERIODS/PAYDAYS................................................................................ 37 

Paydays.................................................................................................... 37 
PAYROLL DEDUCTIONS ................................................................................. 37 
WORK SCHEDULES......................................................................................... 38 
OVERTIME...................................................................................................... 38 
FLEX TIME...................................................................................................... 38 

EMPLOYEE CONDUCT .............................................................................................. 39 
USE OF EQUIPMENT AND VEHICLES.............................................................. 40 
USE OF OFFICE MACHINES, PHONE, SUPPLIES, AND MAIL SYSTEMS........... 40 
ELECTRONIC MEDIA ...................................................................................... 41 
DRUG AND ALCOHOL USE.............................................................................. 42 
SOLICITATION............................................................................................... 43 
DRESS CODE .................................................................................................. 43 
GENERAL HOUSEKEEPING ............................................................................. 43 
BULLETIN BOARDS ........................................................................................ 44 
DISCIPLINARY POLICY.................................................................................. 44 
EMPLOYEE CONDUCT AND WORK GUIDELINES ............................................ 45 
EMPLOYMENT TERMINATION........................................................................ 46 

Resignation .............................................................................................. 46 
Discharge ................................................................................................. 46 
Reductions In Workforce ......................................................................... 47 

EMPLOYEE ACKNOWLEDGMENT FORM ................................................................... 48 



   
March 2005  BHA Page 1  

 
 
 
 
 
 
 
 
 
 
 
 
 
 

INTRODUCTION



   
March 2005  BHA Page 2  

WELCOME  
We are pleased you have decided to become a member of our team at The Housing Authority 
of the City of Bloomington, Indiana, hereafter referred to as the “BHA.”  There are many 
benefits to working for our organization, and we hope your association with us will be 
challenging, rewarding, and interesting. 

The mission of the BHA is to provide low cost housing to people in need and to be judicious in 
the use of the public funds entrusted to us.  All employment policies will be administered with 
these responsibilities in mind. 

 

MISSION STATEMENT 
To administer public funds using available resources in a manner which will allow the BHA to 
offer a variety of affordable housing opportunities and supportive services that foster stability 
and self sufficiency through creative partnership while servicing our customers with the 
highest level of professionalism and respect.



 

   
March 2005  BHA Page 3  

ABOUT THIS HANDBOOK 
 
This handbook is intended to provide you with a general understanding of our personnel 
policies. You are encouraged to familiarize yourself with its contents because it will answer 
many questions concerning your employment at the BHA.  
 
However, this handbook cannot anticipate every situation or answer every question about 
employment.  It is not an employment contract and does not create contractual obligations.   
 
The BHA employee handbook is not a contract guaranteeing employment for any specific 
duration.  Employment at the BHA is at-will, which means that either the employee or the 
employer may terminate the employment at any time, for any reason. No oral statements by 
supervisors or any other employee can alter this disclaimer, create a contract, or modify the 
at-will status of employees.  Only the Executive Director and the Board of Commissioners have 
the authority to create an employment contract, and such contract must be in writing and 
signed by the appropriate parties to be valid. 
 
In order for us to have the necessary flexibility to respond to our rapidly changing work 
environment, we retain the option to change, revise, or discontinue any of the policies or 
benefits described in this handbook at any time we feel it is necessary to do so.  After Board 
approval, changes will be communicated through official notices. 
 
If you have any concerns or suggestions related to this handbook, you are encouraged to 
discuss them with your supervisor first and then the Executive Director.  We welcome your 
comments and suggestions for improvement. 
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YOUR ROLE 
 

Because we are a very client-oriented business, we need you to be committed to our way of 
doing business.  Your commitment should be to: 

Give high quality service to our clients.  They are the foundation of our business and provide 
the means for all of us to make a living.  Our clients are to be treated with the utmost respect, 
courtesy, promptness, friendliness, and cooperation.   

Do your job well.  You were hired because of your abilities and expertise in certain areas. We 
need you to be at work on a regular basis and at your scheduled starting time, understand 
and perform your job very well, continue to improve your skills, and constantly think of ways 
to do your job better. 

Help make this a good place to work.  Each one of us is part of what we call our “work 
environment” and, thus, has an impact on our co-workers and how they feel about working 
here.  By cooperating with each other, finding ways to help out even when not asked, 
knowing and respecting each other’s strengths and weaknesses, and treating each other with 
courtesy, we can each do our part to make this a pleasant and rewarding place to work. 

 

COMMUNICATION  
 

We are committed to promoting and practicing open communication with all employees at 
BHA.  We recognize that whenever a group of people works together, there are bound to be 
some differences of opinion and problems that arise occasionally. 

If you have a question or concern related to your employment here, you are strongly 
encouraged to discuss, openly and honestly, the situation directly with your supervisor.  We 
want and need your involvement and participation in problem solving.  Nursing a concern in 
silence or discussing it with other employees who don’t have the authority to deal with it can 
be very frustrating—for both you, your supervisor and other employees.  We can’t work 
toward correcting a situation we don’t know about! 

After attempting to resolve a situation with your supervisor if the concern remains unresolved, 
you may request a meeting with the Executive Director and your supervisor. Employees are 
also encouraged to utilize the BHA grievance procedure if they feel that circumstances warrant 
its use. 
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EMPLOYMENT POLICIES AND PRACTICES 
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EQUAL EMPLOYMENT OPPORTUNITY/FREEDOM FROM HARASSMENT 
 
We are an Equal Opportunity Employer.  All employment decisions are based on merit, 
qualifications, and competence.  Our employment practices are not influenced or affected by 
an applicant’s or employee’s race, color, religion, gender, sexual orientation, national origin, 
age, disability unrelated to ability to do a job, or any other characteristic protected by law.  
This policy governs all aspects of employment, promotion, assignment, discharge, and other 
terms and conditions of employment. 
 
We are committed to providing a work environment that is free of discrimination and 
harassment. In keeping with this commitment, we do not tolerate harassment of our 
employees by anyone, including any supervisor, coworker, vendor, or client of the BHA. 
 
Harassment is defined as unwelcome conduct (verbal or physical), actions, words, jokes, or 
comments based on an individual’s protected status such as gender, sexual orientation, color, 
race, ethnicity, age, religion, disability, marital status, or any other legally protected 
characteristic. We will not tolerate harassing conduct that affects job benefits, interferes 
unreasonably with any employee’s work performance, or creates an intimidating, hostile, or 
offensive work environment. 
 
Sexual harassment deserves special attention.  Unwelcome sexual advances, requests for 
sexual favors, and other physical, verbal, or visual conduct based on sex constitute sexual 
harassment when: 
 
Submission to such conduct is made a condition of employment. 
Submission to or rejection of such conduct is used as a basis for employment decisions.  
Such conduct unreasonably interferes with an individual’s work performance or creates a 
hostile, intimidating, or offensive work environment. 
 
Examples of sexual harassment include, but are not limited to: 
 
Repeated offensive sexual flirtations, advances, or propositions. 
Innuendoes, suggestive comments, sexually oriented “kidding”, jokes about gender-specific 
traits, or foul or obscene language or gestures. 
Displays of foul or obscene printed or visual material. 
Unwelcome physical contact such as patting, pinching, or brushing against another’s body. 
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EQUAL EMPLOYMENT OPPORTUNITY/FREEDOM FROM HARASSMENT 
(continued) 
 
All BHA employees are responsible for creating an atmosphere free of discrimination and 
harassment, sexual or otherwise.  If you feel you have experienced or witnessed harassment, 
notify your supervisor, the Executive Director or any other supervisor you feel comfortable 
speaking with immediately.   
 
Every reported incident of employee harassment will be promptly and thoroughly investigated 
with respect for the confidences and sensitivities of the situation.  If it is determined that 
harassment has occurred, appropriate disciplinary action will be taken, up to and including 
discharge. 
 
The BHA prohibits any form of retaliation against any employee for filing a bona fide complaint 
under this policy or for assisting in a complaint investigation.   
 
 
AFFIRMATIVE ACTION POLICY 
 
A. Purpose 
 

It is the policy of the Bloomington Housing Authority not to discriminate against any 
employee or applicant for employment because of their race, color, religion, sex, 
national origin, sexual orientation, or those qualified individuals with a disability, or 
qualified disabled veterans. It is also the policy of the Bloomington Housing Authority to 
take affirmative action to employ and to advance in employment all persons regardless 
of the above  mentioned and base all employment decisions only on valid job 
requirements. This  policy shall apply to all employment actions, including but not 
limited to recruitment, hiring, upgrading, promotion, transfer, demotion, layoff, 
termination, rates of pay or other forms of compensation and selection for training, at 
all levels of employment. 

 
 The Bloomington Housing Authority is committed to the principles of Affirmative Action 
 and Equal Employment Opportunity.  
 
B. Responsibilities of Management 
 
 All those in Management positions have the responsibility of designing and ensuring 
 effective implementation of the Affirmative Action Policy (AAP). These responsibilities 
 include, but are not limited to, the following: 
 
 1. Assisting in the identification of AAP/EEO problem areas, formulating solutions,  
  and establishing departmental goals and objectives when necessary; 
 
 2. Reviewing the qualifications of all applicants and employees to ensure qualified  
  individuals are treated in a nondiscriminatory manner when hiring, promotion,  
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  transfer, and termination actions occur;  
 
 3. Reviewing the job performance of each employee to assess whether personnel  
  actions are justified based on the employee’s performance of his or her duties  
  and responsibilities; 
 
 4. Designing and implementing an internal audit system that: 
  
  a.    Measures the effectiveness of the Plan; 
  b.    Determines the degree to which AAP goals and objectives are met; and 
  c.    Identifies the need for remedial action; 
 
 5. Reviewing the company’s AAP will all managers and supervisors at all levels to  
  ensure that the policy is understood and is followed in all personnel activities;  
  and 
 
 6. Auditing the contents of the company’s bulletin board to ensure compliance  
  information is posted and up-to-date. 
 
C. External Dissemination of Policy, Outreach and Positive Recruitment 
 
 All subcontractors have been sent written notification of our Equal Employment 
 Opportunity and Affirmative Action policy regarding the employment of minorities, 
 women and qualified individuals with disabilities and qualified protected veterans. 
 
 All recruiting sources, including State employment agencies, educational institutions 
 and social service agencies have been informed of the company’s policy concerning the 
 employment of minorities, women and qualified individuals with disabilities and 
 qualified protected veterans and have been advised to actively recruit and refer 
 qualified persons for job opportunities. 
 
 All memorandums, correspondence and advertisements include the phrase “Equal 
 Opportunity / Affirmative Action Employer”. 
 
 When appropriate, help wanted advertisements are placed in local minority news media 
 and women’s interest media.  
 
D. Internal Dissemination of Policy 
 
 Copies of our Affirmative Action policy will be made available for inspection to any 
 employee or applicant upon request to promote understanding, acceptance and 
 support. Policies are re-emphasized to managers and supervisors annually. 
 
 AAP and EEO posters are posted on bulletin boards located within our facility for 
 everyone to see. 
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 All employees are advised annually of the company’s policy and encouraged to aid in 
 affirmative action efforts to ensure a fair and effective program. 
 
 Annual analyses of job descriptions are made to ensure they accurately reflect job 
 functions.  
 
 Briefing sessions are conducted annually for managers and supervisors to review the 
 applicable regulations and to discuss such affirmative action measures as training and 
 reasonable accommodation.  
 
E. Internal Audits 
 
 The Financial Manager is responsible for the effective implementation of the AAP; 
 however, responsibility is likewise vested with each department manager and 
 supervisor. Annual Internal audits are designed to: 
 
 1. Measure the effectiveness of the AAP and EEO plans; 
 
 2. Identify problem areas where remedial action is needed; and 
 
 3. Determine the degree to which AAP goals and objectives have been obtained. 
 
 The following activities are reviewed at least annually to ensure freedom from 
 stereotyping individuals based on their race, color, religion, sex, national origin or those 
 qualified individuals with disabilities and qualified protected veterans in any manner, 
 including that which may limit their access to any job for which they are qualified: 
 
 1. Recruitment, advertising, and job application procedures; 
 2. Hiring, promotion, award of tenure, layoff, recall from layoff; 
 3. Rates of pay and any other forms of compensation including fringe benefits; 
 4. Job assignments, job classifications, job descriptions, and seniority lists; 
 5. Sick leave, leaves or absence, or any other leave; 
 6. Training, attendance at professional meetings and conferences; and 
 7. Any other term, condition, or privilege of employment. 
 
 Managers and supervisors are asked to report any current or foreseeable EEO problem 
 areas and are asked to outline their suggestions/recommendations for solutions. If 
 problem areas arise, the manager or supervisor is to report problem areas immediately 
 to the Executive Director. 
 
F. Training to ensure AAP Implementation 
 
 Training is provided to all personnel involved in the recruitment, screening, hiring, 
 promotion, disciplinary and related employment processes, to ensure that the 
 commitments made in AAP are implemented. Training sessions will be held as needed. 
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G. Harassment Prevention Procedures  
 
 Employees of and applicants to the Bloomington Housing Authority will not be subject 
 to harassment, intimidation, threats, coercion, or discrimination because they have 
 engaged or may engage in filing a complaint, assisting in a review, investigation, or 
 hearing or have otherwise sought to obtain their legal rights related to any federal, 
 state, or local law regarding EEO for qualified individuals with disabilities or qualified 
 protected veterans. Any employees or applicants who feel that they have been subject 
 to harassment, intimidation, threats, coercion, or discrimination because of their 
 disability or status as a qualified protected veteran should contact the Executive 
 Director for assistance. This policy is communicated to all employees and supervisors 
 annually and notice is posted on the employee bulletin board. 
 
F. Reasonable Accommodation to Physical and Mental Limitations 
 
 The Bloomington Housing Authority commits to making a reasonable accommodation to 
 the known physical and mental limitations of qualified individuals with disabilities and 
 qualified disable veterans, unless such accommodation would impose an undue 
 hardship on the conduct of its business. In determining the extent of its obligation, the 
 Bloomington Housing Authority will consider business necessity and financial costs and 
 expenses, among other factors. 
 
 
AMERICANS WITH DISABILITIES ACT 
 
It is the policy of BHA to comply with applicable provisions of the Americans with Disabilities 
Act (ADA). We will not discriminate against any qualified individuals with a disability in any 
phase of the employment relationship including application for employment, hiring, promotion 
and/or advancement in employment, termination, compensation, training opportunities or 
other terms, conditions or privileges of employment. 
 
For purposes of this policy, disabled individuals may include persons who: 
 
Have a physical or mental impairment that substantially limits one or more major life activities. 
Have a record of such impairment. 
Are regarded as having such impairment. 
 
BHA also believes in and practices equal employment opportunity for all employees and 
applicants for employment.  Supervisors and all other employees are responsible for assuring 
compliance with this Non-Discrimination Policy.  BHA holds all employees, including those with 
disabilities, to the same performance and conduct standards.  All questions about this Act 
should be discussed with the Executive Director.
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BUSINESS ETHICS POLICY 
 

Purpose 
 
BHA employees will maintain the highest ethical standards in conducting business.  The intent 
of this policy is that each employee will conduct business with integrity and comply with all 
applicable laws in a manner that excludes considerations of personal advantage or gain. The 
following is a summary of BHA’s policy with respect to gifts, favors, entertainment and 
payments given or received by employees.  For other potential conflicts of interest, please see 
Conflicts of Interest. 

 

General Policy Application 
 
A. Gifts, Favors, Entertainment and Payments Received by BHA Employees: 
 

1.  Employees shall not seek or accept for themselves or others any gifts, favors, 
entertainment, or payments without a legitimate business purpose nor shall they 
seek or accept personal loans (other than conventional loans at market rates from 
lending institutions) from any persons or business organizations that do or seek to 
do business with or is a competitor of the BHA.  In the application of this policy: 
 
a. Employees may accept for themselves and members of their families   

common courtesies usually associated with customary business practices.  
These include but are not limited to: 
 

• Lunch and/or dinner with vendors sometimes including spouses as long as the 
vendor extends the invitation. 

• Product samples 
• Gifts of nominal value from vendors such as calendars, pens, pads, etc. 
• Tickets to events (such as sports, arts, etc.) are acceptable if offered by the 

vendor.  These are not to be solicited by BHA employees and must be approved 
by the appropriate BHA supervisor. 

• Gifts of perishable items usually given during the holidays such as hams, cookies, 
nuts, etc. are acceptable and encouraged to be shared. 

 
b. A strict standard is expected with respect to gifts, services, discounts, 

entertainment or considerations of any kind from clients.  Day outings such 
as golf, fishing and hunting are acceptable with prior approval from the 
appropriate BHA supervisor.  Employees and family members are never 
permitted to accept a cash gift or cash equivalent such as stocks or other 
forms of marketable securities of any amount. 
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2.   Employees receiving an honorarium for presenting or speaking at an event on the  
       BHA’s behalf shall return the honorarium proceeds to the BHA. 

 
B. Compliance: 

Any violation of this policy will subject the employee to disciplinary action up to and 
including immediate discharge.  Any BHA employee having knowledge of any violation 
of the policy shall promptly report such violation to the appropriate supervisor. When 
questions arise concerning any aspect of this policy, contact the Executive Director. 

 
 
RECRUITMENT, SELECTION, HIRING 
 
When a position is vacant or a new position is created, the Executive Director or appropriate 
supervisor may post the job opening internally for a period of five days.  The Executive 
Director may simultaneously post the position with external recruiting sources or may engage 
the services of a temporary agency.  When applications are closed candidates will be screened 
and interviewed by the appropriate supervisor. 
 
Verification of qualifications and references will be provided to assist in the selection process. 
Supervisors will select the best-suited and best-qualified applicant for each vacancy.  Prior to 
making the job offer, the supervisor will obtain approval from the Executive Director. 
 
All interviewed applicants and all internal applicants will be notified by the supervisor that the 
position has been filled.  Upon acceptance of the job offer, the new employee will report to 
the Financial Manager and Administrative Assistant to complete the appropriate new employee 
forms and receive a copy of the Employee Handbook and Emergency Response and Safety 
Manual. 
 
Employee transitions will be made upon the recommendation of the supervisor and the 
approval of the Executive Director.  The authority to appoint, promote, transfer, demote, 
suspend and terminate employees will be the responsibility of the Executive Director or 
designated supervisor with the approval of the Executive Director. 
 
EMPLOYMENT CATEGORIES  
 
Each employee at the BHA is in one of the employment categories described below:  
 

REGULAR FULL-TIME employees are regularly scheduled to work an average of 35 or 
more hours per week.  They are eligible for all legally mandated benefits and for the 
organization’s full benefit package, subject to the terms, conditions, and limitations of 
each benefit program as specifically outlined in plan documents and/or summarized in 
the EMPLOYEE BENEFITS section of this handbook. 
 
REGULAR PART-TIME employees are usually scheduled to work less than 30 hours 
per week.  There may be some fluctuation in work hours to fill in for absences of other 
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employees or busy periods.  They are eligible for legally mandated benefits and may be 
eligible for a limited number of the organization’s other benefits.  
 
TEMPORARY employees are hired to work for an unspecified period of time such as 
during a particularly busy period or for a particular project.  Hours may vary widely 
from week to week, depending on the needs of the organization at the time.  
Temporary employees receive all legally mandated benefits but are ineligible for other 
benefits.  
 
In addition to the categories outlined above, each job is designated as either exempt or 
non-exempt from the Federal Fair Labor Standards Act and State Wage and Hour Laws.  
 
NON-EXEMPT: Employees in non-exempt positions are paid on an hourly basis and 
are entitled to overtime pay for hours worked over 40 in a workweek.  Overtime must 
be pre-authorized by management or the employee will be subject to disciplinary action 
up to and including discharge. 
 
EXEMPT: Employees in exempt positions are paid on a salary basis, are excluded from 
specific provisions of federal and state wage and hour laws, and are not eligible for 
overtime pay. Exempt employees are expected to work the hours needed to complete 
the responsibilities of their position. 

 
See your supervisor if you are unsure of your position’s designation. 
 
 
FAVORITISM IN THE WORKPLACE 
 
All BHA employees shall be responsible for ensuring that personal relationships of any kind do 
not interfere with their job performance.  
 
To prevent conflicts of interest and the appearance of favoritism or bias, BHA generally 
discourages the employment of people in positions where they would directly supervise, or be 
supervised by, a relative*, spouse, intimate and/or domestic partner.  Current employees 
whose relatives or partners are applying for a job at the BHA must make a full disclosure of 
the relationship to the Executive Director and the supervisor of the open position.  Employees 
may not be supervised by a person to whom they are related or are in a personal relationship. 
It is the responsibility of management to ensure that hiring decisions will take into account the 
best interests of BHA. 
 
If a personal relationship between a supervisor and their employee is established at any time 
during the employment of both parties, the individuals involved must inform the Executive 
Director.  
 
It is the responsibility of the Executive Director to ensure that there is no favoritism in 
decisions affecting job status, performance evaluation, or compensation of either party.  
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Failure to disclose such a relationship may result in disciplinary action, up to and including 
termination. 
 
Furthermore, if, in the opinion of the Executive Director, a personal relationship between a 
supervisor and their employee is disruptive to the business of the BHA, the Executive Director 
reserves the right to transfer, instigate disciplinary action, and/or terminate one or both 
employees. 
 
* For the purpose of this policy, "relative" shall be defined to include parent, child, sibling,  
aunt, uncle, cousins, grandparent, or grandchild and step- and in-law relations of this same 
list. 
 
 
INTRODUCTORY PERIOD 
 
New employees are required to serve a six-month introductory period.  The introductory 
period is an extension of the recruiting process and provides the supervisor with the 
opportunity to judge the employee’s potential for success in their new job.  During this time, 
they have the opportunity to demonstrate proper attendance, attitude and ability toward their 
job performance.  If they do not successfully complete this introductory period or cannot 
perform the duties of their position, they may have the introductory period extended for a 
maximum of three additional months or may be subject to termination. 
 
Employee transfers will be made by recommendation of the supervisor and approval of the 
Executive Director.  All transferred employees will be placed on a minimum 3-month 
introductory period. 
 
Completion of the introductory period will not affect an employee’s at-will status, however, 
and does not guarantee continued employment. 
 
 
OUTSIDE EMPLOYMENT 
 
Because an additional job can affect your performance at the BHA, we ask that you inform 
your supervisor if you are thinking about seeking outside employment.  The outside job should 
not interfere with your ability to satisfactorily perform the responsibilities of your job at BHA.  
In addition, the outside job cannot be with a competitor or client of the BHA or one that may 
involve the use of or access to confidential BHA information.  The Executive Director can help 
you determine if a conflict of interest or a confidentiality problem may exist.  
 
If your outside job interferes with your performance or your ability to meet the requirements 
of your job, you may be asked to choose between your outside employment and your position 
at BHA. 
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EMPLOYEE DEVELOPMENT  
 

Training 
 
Employees will be informed of appropriate workshops or training sessions that would be 
relevant to their responsibilities at the BHA.  Employees may be required to attend training 
pertinent to their job and may be required to be certified.  BHA will pay expenses for 
attending workshops and training sessions within existing guidelines.  
 
In-service training will be provided to help employees to gain skills and knowledge.  Employee 
training will be a continuing function of every supervisor.  Staff meetings to exchange 
information and improve performance will be held at the discretion of the Executive Director.  
 

Educational Loans 
 
The BHA recognizes that improved skills and knowledge of its employees can be valuable to 
both the BHA and the employee.  It is the BHA’s policy to aid employees through educational 
programs by agreeing to lend a portion of these educational costs. 
 
All full-time employees who have completed one year of full time employment with the BHA 
are eligible to apply for a loan under this program.  All courses must be pre-approved in 
writing by the immediate supervisor and the Executive Director. 
 
Courses may be approved if they improve the employee’s ability to perform in the present 
position or may help the employee prepare for a BHA position that will demand a higher level 
of responsibility or skill.  Approved courses may be taken at any accredited college, university, 
Internet, or other institution approved by the Executive Director. 
 
BHA will lend a maximum of $350 per approved course.  The loan is to be used for tuition, 
registration fees, books or lab fees only.  Exempt employees will develop a work plan with the 
Executive Director if use of work time is necessary to attend approved course. 
 
Repayment of an educational loan will be required when an eligible employee is acquiring a 
degree or certification.  Repayment can be accomplished by: 
 

• Upon graduation from an accredited institution the loan will be forgiven if the employee 
continues to work for the BHA for a period of not less than three years. 

• If the employee leaves the BHA for any reason prior to the three year period, the 
remaining balance of the loan must be paid according to an agreed upon schedule that 
will include interest.  Interest will be set at the current rate for students at state 
institutions of higher education.
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• Educational loan will be forgiven at a rate of one third for each full year worked after 
completion. 

• If the employee leaves the BHA for any reason prior to receiving a degree or 
certification, the balance of the loan made to that date must be repaid with interest at 
an agreed upon payment schedule.  Interest will be set at the current rate for students 
at state institutions of higher education. 

• A contract setting forth agreed upon terms will be prepared for both parties to sign 
prior to making a loan. 

 
If at any time it is determined that operating funds are not available for this educational loan 
program, the Executive Director will suspend it and notice will be given to employees. 
 
ADVANCEMENT OF EMPLOYEES 
 
BHA encourages employees to assume higher level positions or lateral transfers for which they 
qualify.  Employees who wish to apply for a transfer should discuss it first with their 
supervisor.  Generally transfers are not allowed if you have been in your position for under  
6 months or are under corrective disciplinary action at the time of the transfer request.  
Employees should also feel free to discuss their career aspirations with their supervisor at any 
time. 
 
The BHA does not provide for systematic or seniority-based promotion.  Promotion will be 
based on the best judgment of appropriate BHA supervisors.  All positions, including those 
positions requiring special skills, training or experience may be posted internally and may be 
filled through interviewing candidates from outside BHA.  Finally, the hiring policy of BHA 
permits reassignment of employees and/or their duties, in lieu of posting outside the office 
any vacancy that may exist. 
 
TRAVEL 
 
Employees of the BHA who travel on behalf of the BHA will receive per diem based on the 
HUD travel rates and reimbursements for reasonable expenses.  Attendance at conferences, 
conventions, and meetings will be limited to the number of persons necessary to cover the 
meeting adequately.  Transportation expenses shall cover only reasonable travel costs.   
 
Commissioners can only be reimbursed for actual training expenses. Only actual expenses are 
reimbursed upon submission of receipts and travel vouchers within 10 days of the return from 
travel.   
 
On occasion, you may be asked to use your personal vehicle for the BHA business.  You will 
be reimbursed for your mileage at the prevailing government rate, which encompasses 
expenses for wear and tear, insurance, gas, oil, repairs, etc.  If your job requires that you 
drive your vehicle for BHA business, we require you to have a valid driver’s license and car 
insurance.  Annually, unless insurance provider changes, you are required to provide a copy of 
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your license and proof of insurance to the BHA.   We require that you be insurable before 
driving any vehicle on  BHA business.  If you are in an accident with your vehicle while on the 
BHA business, your insurance is primary.  As with any accident, report it to your supervisor 
immediately. 
 
 
CONFLICTS OF INTEREST 
 
Our organizational policy is to conduct business ethically and to avoid conflicts of interest or 
the appearance of such conflicts.  Our employees have an equal obligation to avoid conflicts of 
interest.   
 
Employees are expected to report conflicts of interest to the Executive Director immediately 
upon discovery or suspicion of the conflict.  Examples of conflicts of interest are listed below 
(but are not limited only to these items): 
 

● You have an outside business interest that competes with the activities of the BHA 
 

● You have an outside business that is a client of the BHA 
 

● You have an outside business involvement or employment that interferes with your 
ability to devote necessary attention to your responsibilities at the BHA (moonlighting). 
 

● A relative of yours (or a person with whom you have a significant relationship) is 
employed by or has business interest in companies or organizations that compete with 
or are clients of the BHA. 
 

● You receive purchase inducements (gifts, premiums, money, goods, or services) from 
clients that benefit you personally (directly or indirectly) or are unauthorized or 
questionable in nature. 

 
Notify the Executive Director immediately if these or similar situations happen in the course of 
your employment at the BHA.  Each situation will be reviewed on its merits, and you will be 
notified of decisions made or actions to be taken.  Not reporting a real or potential conflict of 
interest is a serious matter and can be cause for discipline, up to and including termination 
and legal action.
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POLITICAL ACTIVITY 
 
Federal statute 5 U.S.C. 1501 et. seq. restricts the political activities of BHA officers and 
employees if their principal employment is in connection with an activity financed in whole or 
in part by Federal funds.  The U.S. Merit System Protection Board enforces these restrictions. 
(Section 1501 covers definitions while Section 1502 covers prohibitions and exceptions.) 
The restrictions prohibit: 
 

1. Use of official authority or influence for the purpose of interfering with or affecting 
the result of an election or a nomination for office. 

2. Directly or indirectly coercing, attempting to coerce, commanding, or advising a 
state or local officer or employee to pay, lend, or contribute anything of value to 
any party, committee, organization, agency, or person for political purposes. 

3. Being a candidate for elective office in a partisan election. 
 
Persons exempt from 5 U.S.C. Section 1502: Section 1502 is not applicable to persons whose 
position with the Housing Authority does not constitute their principal employment.  Although 
the question as to which is the “principal employment” is to be determined by the Special 
Counsel of the Merit System Protection Board, in general, if substantially more than half of the 
employee’s or member’s time is devoted to other employment and substantially more than 
half of his/her income is derived from other employment, he/she is not subject to the 
restrictions. 
 
Certain officers may hold two positions, one subject to and one exempt from certain 
provisions of 5 U.S.C.1501, et.seq.  For example, the Mayor of a city may also be the Housing 
Authority Executive Director.  In this case, this person is subject to all the political activity 
restrictions of Section 1502 if their employment with the Housing Authority is their principal 
employment as defined in the above paragraph.  An officer or employee of a Housing 
Authority who is in doubt as to whether he/she is subject to or exempt from any of the 
provisions of Section 1502 may present the matter in writing for consideration to the Office of 
the Special Counsel, U.S. Merit System Protection Board, 1120 Vermont Avenue, N.W., 
Washington D.C. 20419. 
 
Examples of Prohibited Activities: Participation in the following types of political activities is 
prohibited: 
 

1. Soliciting political contributions from co-workers or subordinates. 
2. Soliciting political support for a party faction or candidate from co-workers or 

subordinates. 
3. Becoming a candidate for nomination or election to any public office, which is to 

be filled in an election in which party candidates are involved. 
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Exceptions to Political Restrictions.  Section 1502 expressly reserves the right of officers or 
employees to vote as they may choose and to express their opinion on political subjects and 
candidates.  Section 1502 does not prohibit any State or local official from being a candidate 
in an election if none of the candidates are to be nominated or elected at such elections as 
representing a party for whose candidates for Presidential election received votes in the last 
preceding election at which Presidential electors were elected. 
 
Enforcement Jurisdiction and Procedures:  Anyone who has reason to believe that an officer or 
employee of a Housing Authority has committed a violation of 5 U.S.C. et.seq. should report 
such violation to the nearest HUD field office. 
 
Availability of Pamphlet from the U.S. Merit Systems Protection Board.  The pamphlet entitled, 
“Political Activity and the State and Local Employee” is available from the Office of the Special 
Counsel, U.S. Merit Systems Protection Board.  The pamphlet contains more detailed 
information concerning the applicability of 5 U.S.C. et.seq. 
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GREIVANCE PROCEDURE 
 
When a permanent employee of the BHA feels that any condition affecting hours, wages, or 
conditions of work are unjust or inequitable, or that there is an unresolved problem affecting 
the work environment or their work performance, the employee may address the problem 
through the following grievance process: 
 

1. The employee with the grievance should discuss the problem with their direct 
supervisor. Initial management of the problem may first be addressed through a 
direct, face-to-face meeting of all those involved, if appropriate in the situation.   

2. If a satisfactory resolution cannot be agreed upon, the party filing the grievance 
must, within 5 working days after the first meeting, submit to the Executive 
Director a written description of the situation or event, including their ideas on the 
source of the problem and possible ways to resolve it. 

3. Each involved party receives copies of all the written descriptions generated 
through this process. 

4. A meeting with the Executive Director to discuss the matter will be scheduled at 
least one and one-half days later, but not more than 5 working days after all 
parties have received the summary. 

5. The Executive Director will facilitate the meeting and will decide the dispute, 
providing that the Executive Director is not involved in the situation. 

6. The Executive Director will make a recommendation based on the information 
from the supervisor and the information presented in the meeting. If the issue in 
dispute is an employee performance related issue, the grievance process ends at 
the Executive Director’s decision   

7. If the employee(s) is/are dissatisfied with the decision reached through the 
previous steps, within 5 working days after the issuance of the resolution the 
employee may submit a written request to the Board of Commissioners who will 
review the grievance. This is not an option for performance related issues, but 
may be utilized for other employee disputes after following all steps. 

8. Within 30 working days after receipt of the grievance, the Board of Commissioners 
will, at its discretion, authorize and appoint an appropriate individual board 
member to review the grievance and make a determination. If necessary the 
Board of Commissioner will schedule an Executive Session to hear and decide the 
issue. 

9. The decision reached by the Board of Commissioners will be final 
10. All documentation is filed in the personnel files of all involved parties. 
11. Failure to comply with the above time deadlines shall be deemed a waiver of all 

further rights under this procedure.   
 
The BHA is genuinely concerned about employees’ success and happiness and welcomes the 
opportunity to facilitate mutually beneficial resolutions regarding work-related complaints.
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ACCESS TO PERSONNEL FILES 
 
It is the policy of the BHA to maintain personnel records for current and past employees in 
order to document employment-related decisions, evaluate and assess policies, and comply 
with government record keeping and reporting requirements.  Personnel files are the property 
of the employer, and access to the information they contain is restricted.  Generally, only 
management employees who have a legitimate reason to review the information in the file are 
allowed to do so. 
 
You are allowed access to inspect and make copies of documents in your personnel file that 
are used to determine “qualifications for employment, promotion, transfer, additional 
compensation, termination, or other disciplinary action”.  You must make such request in 
writing to the Executive Director.  Upon receipt of the request, the BHA will set up an 
appointment to review your file with you at a mutually convenient time.  You may be charged 
the expense of duplicating documents contained in your file.  If you disagree with records or 
documents in your file that cannot be changed or removed, you will be allowed to submit a 
written statement that must remain attached to the disputed portion of the record for as long 
as it is a part of the file. 
 
Employees have a responsibility to keep their personnel records up to date and should notify 
the payroll department in writing of any changes in the following: 
 

• Name and address 

• Telephone number 

• Marital status (for purposes of tax withholding and benefits reporting only) 

• Name and number of dependents 

• Beneficiary designations for any insurance, disability, or retirement plan sponsored by the 
Company 

• Emergency contact 

• Proof of vehicle insurance. 

 
CONFIDENTIALITY  
 
Most of our employees need access to confidential BHA and client/customer information and 
records in order to do their jobs.  While an open climate of information sharing is most often 
desirable, there is a need to safeguard the security of information that could be detrimental to 
the BHA and/or our clients or that could be advantageous to our competitors.   
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Such information includes (but is not limited to): 
 

• BHA financial information • Client information and lists 

• Company manuals • Correspondence 

• Mailing lists • Personnel-related data 

• Computer printouts • Electronic data (files and programs) 

• Financial reports or data • Business methods and procedures 

 
This includes any other information that a prudent person could reasonably believe to be 
confidential.  
 
During your employment, as well as subsequent to your employment, you shall not disclose 
any confidential information or records to unauthorized individuals, either within the BHA or to 
others outside of the BHA.  Any confidential information you may have in your possession 
when your employment at BHA ends must be returned immediately. 
 
Any current or former employee who discloses any confidential information will be subject to 
disciplinary action, up to and including termination and legal action. 
 
 
ATTENDANCE AND PUNCTUALITY  
 
Our organization’s successful operation, in large part, depends on the regular attendance of 
each of our employees.  You have an important job here, and we need you to be reliable and 
punctual in reporting for scheduled work. 
 
Unscheduled absenteeism, whatever its cause, is disruptive and places a burden on your 
supervisor and your fellow employees.  It also makes it difficult for us to operate efficiently, 
which affects our service.   
 
For purposes of this policy, absence is defined as any missed time in excess of two hours on 
the day the employee is scheduled to work.  Employees will be considered tardy if they arrive 
after their scheduled start time, but before two hours after their scheduled start time has 
passed.  Employees who have been absent or tardy must report to their supervisor prior to 
starting work.  
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If you will be unavoidably late to work or absent, please notify your immediate supervisor 
before 8:00 a.m.  If at all possible, this notification should be done by you, not a family 
member or friend.  If we do not talk to you, your absence will be considered a “no call, no 
show.”  For absences longer than a day, you are expected to contact us each day you will not 
be able to work, unless you have a medical excuse that specifies a return-to-work date.  If 
absence is for medical reasons, a doctor’s verification may be required for absences of five 
days or longer.   
 
Any employee who does not report to work and does not notify us within 48 hours after the 
start of his/her scheduled shift shall be considered to have voluntarily terminated his/her 
employment with the BHA. 
 

Scheduled Absences Include: 
Approved leave of absence 
An absence because of work-related injury 
Vacation  
Jury duty 
Holiday 
Military duty 
Bereavement leave 
Special circumstances approved by BHA (proof of absence may be required) 
 

Unscheduled Absence Includes: 
 

1. Any absence that is not reported or requested at least 24 hours in advance 
2. Any absence for illness—your own or that of your child or spouse 
3. Other absences such as oversleeping, transportation problems, incarceration, and 

personal time off not covered under scheduled absences 
 
Any unscheduled absence due to illness in excess of days earned, without a doctor’s excuse, 
for each day absent, will be considered excessive absenteeism and subject to the disciplinary 
policy. 
 
Two late arrivals in a 3-month period will result in a written reprimand.  If you receive a 
written reprimand and are late two more times within 3 months of the written warning you 
may be disciplined up to and including termination. 
 
Depending on the circumstances involved, discipline issued for violations of this policy may be 
subject to the disciplinary policy. Progressive discipline may not be followed in all cases, 
depending on the circumstances, including, but not limited to, the employee’s entire 
performance record. 
 
Questions concerning this policy should be directed to your supervisor or the Executive 
Director. 
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EMPLOYEE BENEFITS 
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OVERVIEW 
 
The BHA strives to provide equitable and cost-effective benefits for our employees.  
Employees should recognize that the total cost to provide a benefit is a significant supplement 
to their pay and should, therefore, be viewed as additional compensation paid in the form of a 
benefit. 
 
The benefit information contained in this handbook is divided into several policies.  Each 
describes a separate benefit area.  Together, these policies make up a reference that should 
answer most of your questions.  However, you may at some time have a question or 
encounter a situation that is not covered within this handbook.  If you need individual help, 
contact the Executive Director. 
 
Many of your benefits are based on legal documents and contracts.  If you wish to review 
these documents, please contact the Executive Director.  We have tried to avoid technical and 
legal terms to provide you with benefit information that is genuinely helpful.  You should 
understand, however, that plan contracts and legal documents, not this handbook, govern 
your benefits. 
 
We reserve the right to change, add, eliminate, or modify any employee benefits.  Employees 
will be notified of such changes. 
 
Upon successfully completing the appropriate waiting period for benefits (medical, dental, 
etc.), your supervisor will set up a meeting with the appropriate staff to provide information 
describing your benefits in more detail. 
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HOLIDAYS 
 
The following holidays shall be paid leave days and recognized by the BHA for regular full-time 
and regular part-time employees. 
 
New Year’s Day ........................................................................................ January 1st 
Dr. Martin Luther King’s Birthday ............................................... 3rd Monday in January 
President’s Day........................................................................3rd Monday in February 
Good Friday ................................................................................Friday before Easter 
Memorial Day .............................................................................. Last Monday in May 
Independence Day..........................................................................................July 4th 
Labor Day ............................................................................ 1st Monday in September 
Columbus Day ......................................................................... 2nd Monday in October 
Veteran’s Day......................................................................................November 11th 
Thanksgiving.......................................................................4th Thursday in November 
Day after Thanksgiving ............................................................ 4th Friday in November 
Christmas Day .....................................................................................December 25th 
 
In addition, eligible employees will receive paid leave days for all days on which a general, 
national, state, or city election or primary falls. 
 
When a holiday falls on a weekend, BHA will designate the Friday immediately preceding or 
the Monday immediately following as the observed holiday at the discretion of BHA.  Regular 
full-time employees are paid seven (7) hours for each holiday; regular part-time employees 
are paid for holidays based upon the number of hours they are normally scheduled to work.  
Temporary employees are not paid for holidays, unless they are specifically requested to work 
on the designated holiday. 
 
Employees are required to work both the day before and after the holiday in order to receive 
holiday pay unless they are using approved vacation or personal time.  Holiday pay will not be 
paid if an employee calls in sick on either of these days, unless a doctor’s statement of 
inability to work is provided and the employee has sick time available to cover the absence. 
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LEAVE TIME 
 

Vacation 
 
BHA believes that employees should take their vacation days during the year so that the 
individual can rest and rejuvenate.  All employees are eligible to accrue vacation time 
beginning on the date of employment. They may begin using accrued vacation time after 
successful completion of the 6-month introductory period.  Vacation time is accrued monthly 
from employee anniversary date.    
 
Planned time off must be scheduled a minimum of ten (10) days in advance and receive 
written approval by the employee’s supervisor.  The supervisor has the authority to withhold 
approval if it is in the best interest of the BHA. Vacations are granted by date of request and 
needs of the BHA.  Vacation time should be used in minimum increments of half days 3.5 
(hours).   
 
Regular full time employees’ (hired prior to January 1, 2007) vacation time will be earned 
according to the following guidelines: 
 
 Completed Hours 
 Years of Accrued  
Employment Per Month  
 
 0 – 1 year 5.83 Equivalent to 10 days in a twelve month period 
 2 – 4 years 8.75 Equivalent to 15 days in a twelve month period 
 5 – 9 years 11.66 Equivalent to 20 days in a twelve month period 
 10 years + 14.58 Equivalent to 25 days in a twelve month period 
 
Regular part time employees’ (hired prior to January 1, 2007) vacation time will be earned 
according to the following guidelines: 
 
 Completed Hours 
 Years of Accrued  
Employment Per Month 
 
 0 – 1 year 2.92 Equivalent to 5 days in a twelve month period 
 2 – 4 years 4.37 Equivalent to 7.5 days in a twelve month period 
 5 – 9 years 5.83 Equivalent to 10 days in a twelve month period 
 10 years + 7.29 Equivalent to 12.5 days in a twelve month period 
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Regular full time employees’ (hired after December 31, 2006) vacation time will be earned 
according to the following guidelines: 
 
 
 Completed Hours 
 Years of Accrued  
Employment Per Month  
 
 0 – 1 year 2.92 Equivalent to 5 days in a twelve month period 
 2 – 4 years 5.83 Equivalent to 10 days in a twelve month period 
 5 – 9 years  8.75 Equivalent to 15 days in a twelve month period 
 10 years +  11.66 Equivalent to 20 days in a twelve month period 
 
Regular part time employees’ (hired after December 31, 2006) vacation time will be 
earned according to the following guidelines: 
 
 Completed Hours 
 Years of Accrued  
Employment Per Month 
 
 0 – 1 year 1.46 Equivalent to 2.5 days in a twelve month period 
 2 – 4 years 2.92 Equivalent to 5 days in a twelve month period 
 5 – 9 years 4.38 Equivalent to 7.5 days in a twelve month period 
 10 years + 5.83 Equivalent to 10 days in a twelve month period 
 

The Executive Director’s vacation will be determined by contract 

Employees may carry over one year’s worth of vacation hours if necessary.  Any additional 
unused hours will be lost as of the employee’s anniversary date.  Any additional hours over a 
full year of accumulated vacation earned will be lost as of that anniversary date. 

 
Employees who terminate will receive payment for accrued vacation time providing that they 
give at least 2 weeks notice of termination and are not terminated for misconduct. 
 

Sick Leave 
 
Regular full time employees will be allowed 6.42 hours of sick leave time for each month 
worked beginning on the date of employment.  Regular part time employees will be allowed 
3.5 hours. Employees may not begin using accrued sick time until the successful completion of 
their introductory period.  Sick time may be accumulated to a maximum of 420 hours (for 
employees hired prior to January 1, 2007 and 210 hours for employees hired after 
December 31, 2006,) and may be taken in one-hour increments.  Sick time may be used 5 
consecutive workdays before a doctor’s excuse is required.  Employees must notify their 
supervisor or the Executive Director as soon as possible before 8:00 a.m. in order to utilize 
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sick leave benefits.  If notification is not received in a timely manner, leave without pay will be 
recorded for that time. 
 
Employees may use their sick days to take care of an immediate family member who is sick or 
for parental leaves (i.e. maternity or paternity leave).  For the purpose of this manual, 
immediate family is defined as spouse/partner, child, foster child, parent, grandparent, or 
grandchild.  
 
Accrued sick leave will be compensated in the following manner upon termination for reasons 
other than misconduct. Employees with less than 10 completed years of service there will be 
no payment.  Regular full time terminating employees who have completed 10 through 19 
years of service will receive 100% payment of accumulated sick time up to a maximum of 70 
accumulated hours.  Regular full time terminating employees who have completed 20 + years 
of service will receive 100 % payment of accumulated sick time up to a maximum of 105 
accumulated hours. 
 

Personal Time 
 
Regular full time employees are allowed to take 21 hours of personal leave time per 
anniversary year in addition to other leave times.  Regular part time employees are allowed 7 
hours.  Personal leave time may be taken in increments of 1 hour.  Prior scheduling and 
approval of this time is appreciated in order to schedule work.  Employees must notify their 
supervisor or the Executive Director prior to 8:15 a.m. to report their absences.   
 
Employees will not begin to accumulate personal time until their first anniversary date. 
 

On The Job Injury 
 
Employees injured on the job must immediately notify their supervisor.  Furthermore, it is the 
employees’ responsibility to request medical attention when required.  If employee fails to 
notify their Supervisor or request medical attention, they may forfeit their right to file for 
workers’ compensation benefits.  For all injuries, an accident report must be completed. 
 
At the discretion of the Supervisor, an employee may be required to submit to a medical 
examination. 
 
An employee who receives Workers’ Compensation benefits for any days of absence and who 
has already received payment from the BHA will be required to reimburse BHA all amounts 
receive from the Workers’ Compensation Insurance for that time period.  Repayment must be 
within 45 days or upon returning to work and payment must be made in one lump sum 
payment. 
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Family And Medical Leave 
 
Since we are a small employer, under the requisite 50 employees requirement, our employees 
are not entitled to Family and Medical Leave.  However, through our other leave benefits it is 
our hope to be as family friendly as reasonably possible. 
 

Personal Leave Of Absence 
 
On occasion, it may be necessary for you to be absent from work for an extended period of 
time to fulfill other personal obligations such as childbirth, adoption, child rearing; taking care 
of an ill spouse, child, or parent; family problems; etc.  All regular full-time employees may 
request an unpaid personal leave of absence after completing six months of employment with 
the BHA.  Such requests will be evaluated by the organization on a case-by-case basis.  An 
employee may request up to a 30-day unpaid leave of absence during each calendar year.  
Certification from a licensed physician, healthcare provider or adoption placement agency may 
be required prior to the approval of the leave.  When approved, you will be required to use 
any paid time off you have available to offset the “without pay” provision of this benefit. 
 
Employees may request one 30-day extension of the personal unpaid leave of absence.  Such 
requests will be evaluated by the BHA on a case-by-case basis.  
 
BHA will attempt to place employees returning from leave in their former position or in a 
position comparable in status and pay, but we cannot guarantee that such placement will 
occur. These efforts are subject to budgetary restrictions, the organization’s need to fill 
vacancies, and the ability of the organization to find qualified temporary replacements. 
 
Employees will be responsible for the full cost of their group insurance beginning on the first 
day of the month after the 30-day extension of the personal unpaid leave of absence 
commences.  No additional benefits will be accrued during the time of a personal leave of 
absence. 
 

Bereavement Leave 
 
Only full time employees are eligible for bereavement leave.  If there is a death in the 
immediate family (spouse, life-partner, child, step-child, parent, parent of spouse) 
necessary time off for the attendance of funeral matters will be approved with pay providing 
the total absence does not exceed 5 days.  Only two bereavement leaves will be granted in 
any twelve month period. 
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In the case of the death of an employee’s brother, sister, grandparent, grandchild, 
brother in law or sister in law absence with pay will be approved providing the total 
absence does not exceed 3 days. 
 
With your supervisor’s approval, all employees may use any available vacation benefits or take 
unpaid personal leave if additional time off is necessary or to attend the funeral of someone 
not identified by this policy. 
 

Military Leave 
 
A leave of absence without pay will be granted to any employee who enters any branch of the 
federal or state Armed Services or a reserve component of the Armed Services.  Benefit 
accruals for any employee serving in the Armed Services or a reserve component of the Armed 
Services longer than 30 consecutive days will be calculated in accordance with applicable state 
and federal laws.  Employees will be reinstated with full seniority to their former position or a 
comparable position if application for reemployment is made in accordance with the timelines 
set forth in state and federal laws after the date of an honorable discharge or the date of 
release from hospitalization following discharge.  Employees may elect to use any paid time 
off entitlement for the absence. 
 

Jury Duty Leave 
 
All employees are encouraged to fulfill their civic responsibilities by serving jury duty when 
required.  All regular full-time employees will receive the difference between their regular pay 
(maximum of 7 hours per day) and the amount of pay they receive for serving on the jury, for 
up to fifteen (15) working days per calendar year.  A statement from the court detailing the 
dates served must be submitted to the immediate supervisor.  
 
Show your jury duty summons to your supervisor as soon as possible so arrangements can be 
made to accommodate for your absence.  You are expected to report for work whenever the 
court schedule permits.   
 
If employees are required to serve jury duty beyond the period of paid jury duty leave, they 
may use available vacation time or request a personal leave of absence.  
 
We will continue to provide insurance benefits until the end of the month in which the unpaid 
jury duty leave begins.  At that time, employees must pay the full costs of their insurance 
benefits (such as medical or life insurance benefits).  We will resume payment of the costs of 
insurance benefits when the employee returns to active employment.  
 
Accrual for paid time off will not be affected during unpaid jury duty leave of less than 30 
days.  
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MEDICAL INSURANCE 
 
Regular full-time employees are eligible to apply for the group medical and dental/vision 
insurance coverage that will become effective the first of the month following 30 days of 
employment.  The BHA pays a portion the cost of either an individual employee’s single 
coverage or dependent coverage up to a set limit as determined on an annual basis.  This 
portion may change from time to time and employees will be notified of the rate prior to 
enrollment.  Health coverage is subject to medical underwriting by the insurance company. 
 
A summary description of this plan is provided to you when you become enrolled.  The actual 
plan document is on file with the Financial Manager.  Please ask if you would like to review it 
or if you need additional information. 
 
 
HEALTH INSURANCE CONTINUATION 
 
If you are covered under our health insurance plan, there are a few things you need to know 
about your rights under certain provisions of the Consolidated Omnibus Reconciliation Act 
(COBRA). If you become ineligible for benefits due to reduction in hours, or if your 
employment is terminated for any reason (except gross misconduct), you may continue your 
health insurance by paying our group rate premium for up to 18 months if you aren’t eligible 
for alternative coverage (spouse’s plan, Medicare, etc.).   
 
Employees who elect to continue their health insurance coverage under COBRA must pay the 
total applicable premiums, plus a two percent administrative fee.  Coverage will cease if you 
fail to make the premium payments as scheduled. 
 
Another very important provision concerns your spouse or children if they are covered on the 
family plan.  They would be eligible to purchase continuation coverage under our plan for up 
to 18 or 36 months if there is no alternative coverage for which they are eligible. 
 
There are many details explaining how this law works, so please contact the Financial 
Manager if you have any questions.  It is your responsibility to notify us if a currently covered 
family member becomes eligible for continuation coverage.  Please don’t assume we “just 
know” when these things happen.  We cannot fulfill our obligations to notify your dependents 
of their rights if we are not aware of their eligibility.  If you fail to notify us on a timely basis, 
their right to continue coverage may be lost. 
 
HEALTH INSURANCE PORTABILITY AND ACCOUNTABILITY ACT (HIPAA) 
 
The Health Insurance Portability and Accountability Act of 1996 (HIPAA) privacy rules require 
an employer to guard against misuse of an individual’s identifiable health information and to 
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limit the sharing of such information.  BHA has taken the following steps to comply with these 
regulations: 
 

• The Executive Director is responsible for ensuring that HIPAA policies and procedures 
are adopted and enforced.  If you have any questions about HIPAA, please contact the 
Executive Director. 

• The BHA will limit disclosure of health information to the minimum needed for the 
purpose of the request, and we will review each request in accordance with HIPAA 
guidelines. 

• We will train employees who handle health information so they understand the privacy 
procedures and prevent use of the information in employment decisions. 

• The organization will secure health information so it is not readily available to people 
who do not need to see it. 

 
 
LIFE INSURANCE 
 
The BHA pays all of the premiums for term life insurance for all regular full time employees.  
The amount of term life insurance is one and one-half (1 ½) times the annual salary up to a 
maximum of $50,000.  Employees are eligible for this benefit after 30 days of employment. 
 
DEFERRED COMPENSATION PLAN 
 
The purpose of this plan is to provide benefits to participants by permitting them to defer a 
portion of future compensation in order to provide payments at retirement and certain other 
contingencies allowed by the plan. 
 
Full time regular employees are eligible to participate and must complete a participation 
agreement.    The BHA pays the administrative expenses.  Additional information is available 
from the Financial Manager. 

 
 
ADDITIONAL BENEFITS 
 
Additional benefits are available to all regular employees such as: membership in the Indiana 
University Credit Union, and the availability to purchase individual whole life insurance and 
individual universal life insurance policies.  The BHA reserves the right to cancel, modify or 
expand the benefits at any time in its sole discretion. 
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WORKERS’ COMPENSATION INSURANCE 
 
The BHA carries a comprehensive workers’ compensation insurance program as required by 
state law, at no cost to our employees. Workers’ compensation insurance may cover work 
related injury or illnesses sustained in the course of your employment that requires medical, 
surgical, or hospital treatment.   
 
If you sustain a work-related injury or illness, you must inform your supervisor or the 
Executive Director immediately, no matter how minor an on-the-job injury may appear so 
appropriate paperwork can be completed to document the incident and if necessary, submit 
the claim to our workers’ compensation carrier.  Every injury/illness must be reported on the 
day it occurs.  Failure to report the injury or illness on the day that it occurs may result in 
disciplinary action, up to and including termination, and may result in denial of benefits. 
 
You must let your immediate Supervisor or the Executive Director know if you need medical 
services following an accident.  At the discretion of the Supervisor, an employee may be 
required to submit to a medical examination. 
 
If you are injured while on the job, the BHA may require you to submit to a drug and alcohol 
test.  Failure to consent to and submit to a drug and alcohol screen after a work-related injury 
will result in your immediate termination. 
 
Neither the employer nor the insurance carrier will be liable for the payment of workers’ 
compensation benefits for injuries that occur during an employee’s voluntary participation in 
any off-duty recreational, social, or athletic activity sponsored by the employer. 
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COMPENSATION TIMEKEEPING AND PAYROLL 
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PERFORMANCE REVIEWS AND PAY ADJUSTMENTS    
 
Performance appraisals are an important part of your employment at BHA.  This is an 
opportunity to openly discuss with your supervisor how you can utilize your talents and 
abilities to their fullest and help the organization reach its goals.  A performance appraisal is 
intended to be a positive experience for both you and your supervisor and is more meaningful 
when approached with this attitude.  You and your supervisor will review your past 
accomplishments and current performance and plan for future activities and improvements in 
the performance of your job. 
 
Performance appraisals are a continuous process at the BHA and are conducted by your 
supervisor on a regular basis.  Performance appraisals are completed with all employees after 
30 days, 60 days, 90 days, and after 6 months of employment.  The six month appraisal will 
include your supervisor’s recommendation for attaining regular status. Appraisals will be on an 
annual basis thereafter.  Your supervisor will inform you when you are scheduled for a 
performance evaluation.  Leaves of absence and breaks in service may affect the timing of 
your performance appraisal. 
 
WAGE AND SALARY PLAN 
 
Wages and salaries of all employees are administered within the limits of the BHA budget.  
Recommendations for individual wage and salary adjustments are based on a review and 
appraisal of job performance. The BHA’s wage and salary goal is to provide competitive 
compensation for our employees.   
 
TIMEKEEPING  
 
Federal and state laws require that we keep an accurate record of time worked by our 
employees. All the time you actually spend on the job performing assigned duties or other 
work-related projects is considered to be time worked.  All employees must accurately record 
their time on a daily basis.  Your supervisor will give you instructions on the proper completion 
of your timesheet. 
 
Timekeeping rules are as follows: 
 

• You may record only your own time worked.  Tampering, altering, or falsifying time 
records, or recording time on another employee’s time record, is not allowed and may 
result in disciplinary action, including discharge.   

• If you are late to work, report the actual time you start work.  Lateness will be reflected 
in your paycheck if you are a non-exempt employee, so it pays to be on time to work.  
Excessive tardiness is cause for disciplinary action (see Attendance and Punctuality 
policy). 
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• You must turn in your timesheet to your supervisor by 8:30 a.m. on Wednesday in 
order to receive proper payment on Friday.  If your supervisor is unavailable you will 
submit your timesheet to the Financial Manager or the Executive Director. 

Time Records 
 
All employees must accurately record dates, times worked, and for overtime, a general and 
brief description of work for each pay period.  
 
Exempt employees are expected to complete a time record and work an average of between 
35 and 40 hours a week, with some limited flexibility in the actual number of hours worked in 
any given week.  Exempt employees are expected to work the number of hours it takes to 
complete the responsibilities of their position. 
 
 
PAY PERIODS/PAYDAYS 
 

Paydays 
 
All employees will be paid on Friday of each week through automatic payroll deposit.  The 
payroll week will be a one-week period beginning on Thursday and ending on Wednesday.  
The Financial Manager maintains fringe benefit summaries, payroll records, and attendance 
records in a filing system 
 
We take reasonable steps to assure that our employees receive the correct amount of pay in 
each paycheck and that they are paid promptly on the scheduled payday.  Late time reports 
and other corrections will be reflected on the next regular paycheck.  If there is an error on 
your paycheck, please report it to the Financial Manager immediately. 
 
 
PAYROLL DEDUCTIONS 
 
Federal, state, and local income taxes, as well as Social Security taxes—all required by law—
are deducted from your earnings.  Often, these deductions may change as they are affected 
by changes in the amount you earn, legislation, and the number of dependents you declare.  
Also, additional deductions you have authorized us to make or are required to make (i.e., 
health insurance, garnishments, child support, etc.) will be automatically deducted from your 
paycheck. 
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WORK SCHEDULES  
 
The normal workweek for regular, full-time employees is 7 hours per day, Monday through 
Friday unless an employee’s supervisor has specified a different schedule.  The workweek 
consists of 35 hours.  The workday begins at 8:00 a.m. and ends at 4:00 p.m.  Your 
supervisor will schedule lunch hour.  Generally employees will be allowed one paid 10-minute 
rest period during the morning and one paid 10-minute rest period during the afternoon.  The 
rest break is designed to enhance safety and performance.  The time of these breaks is at the 
discretion of and may be changed by the supervisor depending upon the work demands.  The 
employee’s supervisor must approve overtime for non-exempt employees in advance.  
Working overtime without advanced approval is strictly prohibited and will result in disciplinary 
action up to and including discharge.   
 
 
OVERTIME 
 
Occasionally, it will be necessary for each of us to work extra hours in order to meet client or 
business needs.  Non-exempt employees will be paid at one and one-half times their regular 
rate of pay for hours actually worked over 40 in a workweek.  
 
Overtime must be approved in advance by your supervisor and recorded.   Disciplinary action 
may be taken if you do not get approval for overtime to be worked, if you refuse to work 
required overtime, or if you do not record overtime that you do work.  When calculating 
overtime, only actual work time is counted.  
 
 
FLEX TIME 
 
Non-exempt employees must work at least 35 hours per week.  If it is necessary to work 
additional hours in any day, employees will be required to use flexible scheduling for the 
following day so as not to exceed 35 hours in the work week.
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EMPLOYEE CONDUCT 
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USE OF EQUIPMENT AND VEHICLES 
 
When using BHA property, you are expected to exercise care, perform required maintenance, 
and follow all operating instructions, safety standards, and guidelines. Notify your supervisor if 
any equipment appears to be damaged, defective, or in need of repair.  Prompt reporting of 
these situations could prevent deterioration of equipment and possible injury to you or others. 
 
When driving any vehicle on the BHA business, you are expected to observe area traffic laws. 
Tickets that result from an infraction of traffic laws or parking violations are your own 
responsibility. 
 
Employees who receive assigned tools, equipment, keys and uniforms are responsible for 
these articles.  If property is lost or stolen it is the responsibility of the employee and they will 
be charged for the replacement. 
 
Upon termination, all employees must return all assigned BHA property.  Failure to return this 
property will be considered just cause for the BHA to deduct the cost of such property from 
final pay. 
 
 
USE OF OFFICE MACHINES, PHONE, SUPPLIES, AND MAIL SYSTEMS 
 
We have a limited number of phone lines available, and they are needed for conducting 
business. Outgoing personal phone calls are to be kept to a minimum, and we prefer that they 
be made only during your lunch or break periods.  Making personal phone calls from offices 
(other than your own) should only be done with the express permission of the office holder 
and should be placed on an “exception” basis and not as a regular practice.  Employees who 
must make personal long-distance telephone calls during work hours should use their personal 
calling card or telephone card.  Charging personal long-distance telephone calls to the BHA is 
not permitted. 
 
Personal cell phones may not be used during your work hours, except during break and lunch 
periods. 
 
A pleasant telephone personality is greatly appreciated by our clients.  Please answer incoming 
calls in a timely manner and handle each one in a professional and courteous manner.  If the 
person the caller wishes to speak to is not available, make the effort to relay the call to 
someone who can discuss the subject of the call. 
 
Our mail system and letterhead are for Company business purposes only and are not to be 
used for personal use.
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BHA’s supplies are for business use only and may not be used for personal reasons or taken 
home. This includes, but is not limited to, pens, pencils, paper, staplers, paperclips, and post-
it notes. 
 
 
ELECTRONIC MEDIA 
 
The BHA provides and maintains the following forms of electronic media: internal and external 
electronic mail (e-mail), telephone voice mail, Internet access, computer hardware, and the 
use of various business applications software.  As a condition of providing these resources to 
our employees, it is necessary for us to place certain restrictions on their use in the workplace. 
 
The internal communications systems, as well as the equipment and data stored, are and 
remain at all times the property of the BHA.  Accordingly, all messages and files created, sent, 
received, or stored within the system shall be related to BHA business and will remain the 
property of BHA. 
 
The BHA maintains the option to retrieve and review any message or file composed, sent, or 
received.  It should be noted that although a message or file is deleted or erased, it is still 
possible to recreate the message.  Therefore, ultimate privacy of messages cannot be assured 
to anyone.  Although electronic mail and voice mail may allow the use of passwords for 
security, confidentiality cannot be guaranteed.  It is possible for messages to be retrieved and 
viewed by someone other than the intended recipient. 
 
The content of e-mail, voice mail messages, or computer files may not contain anything that 
would reasonably be considered offensive or disruptive to any employee.  Offensive content 
includes, but is not limited to, sexual comments or images, racial slurs, gender-specific 
comments, or any comments that would offend someone on the basis of their age, sex, sexual 
orientation, religious or political beliefs, national origin, or disability (or other status protected 
by law).  Deliberate sending, receipt, storage, transfer, or printing of such material on BHA 
equipment or time is prohibited by this policy. 
 
While we encourage employee use of the Internet for business purposes, its use is restricted 
to the following: 
 

• to communicate with employees, vendors, or clients regarding matters within an 
employee’s assigned duties; 

• to acquire information related or designed to facilitate the performance of regular 
assigned duties; and 

• to facilitate performance of any task or project in a manner approved by an employee’s 
supervisor. 
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For Internet and e-mail access and usage, we expressly prohibit the following: 
 

• Dissemination or printing of copyrighted materials, including articles and software, in 
violation of copyright laws 

• Sending, receiving, printing, or dissemination of proprietary data, trade secrets, or 
other confidential information of the BHA in violation of policy or proprietary 
agreements 

• Offensive or harassing statements or language, including disparagement of others 
based on their race, national origin, sex, sexual orientation, age, disability, or religious 
or political beliefs (or other status protected by law) 

• Sending or soliciting sexually oriented messages or images 

• Operating a business, usurping business opportunities, soliciting money for personal 
gain, or searching for jobs outside of the BHA 

• Sending chain letters 

• Gambling or engaging in any other activity in violation of local, state, or federal law 

 
In addition, any use of Company e-mail or Internet services for personal purposes is generally 
prohibited. Employees may use this media on a limited basis during break times.  We also 
generally discourage “forwarding” of jokes, stories, or other non-business information via e-
mail to other employees. 
 
Violation of this policy may lead to discipline, up to and including termination of employment. 
 
 
DRUG AND ALCOHOL USE 
 
It has been established that the use of alcohol and controlled substances (drugs) can 
constitute a real threat to those who abuse these substances and those who work with such 
individuals. 
 
Because of the possible effects to the individual, other employees, and the BHA, it is the policy 
of BHA to maintain a workplace that is free from the affects of illegal drugs and the misuse of 
alcohol. The company will not tolerate or condone alcohol misuse or substance abuse. 
 
It is the policy of this company that employees who engage in the sale of, possess, transfer or 
offer to buy or sell illegal drugs or controlled substances; use alcohol or illegal drugs during 
working hours; or abuse prescribed drugs will be subject to disciplinary action, up to and 
including termination of employment. 
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Under no circumstances is an employee of BHA to report to work, drive a company-owned 
vehicle or operate company equipment when the employee is in an impaired condition. 
 
Employees should report any action by an employee who demonstrates an unusual behavior 
pattern to their immediate supervisor and/or the Executive Director.  A determination as to 
whether the employee should be examined by a physician and/or tested for drugs and alcohol 
will be made.  A positive test result in such a situation based upon reasonable suspicion may 
result in further disciplinary action up to and including termination. 
 
SMOKING POLICY 
 
Pursuant to Bloomington law, no person is allowed to smoke anywhere in any buildings owned 
by the BHA, this includes all bathrooms, offices, hallways, lunch rooms, conference rooms, 
apartments, vehicles etc.  Smoking may be allowed outside the building, in the designated 
smoking area, as long as smoke doesn’t enter the building.  Violation of this policy is subject 
to disciplinary action. 
 
SOLICITATION 
 
It is the policy of BHA to prohibit solicitation and distribution of materials on its premises by 
non-employees and to permit solicitation and distribution of materials by its employees only 
during non-working hours and in non-work areas (i.e., break-rooms) because those activities 
can interfere with BHA’s normal operations, reduce employee efficiency, and annoy co-workers 
and clients.  Persons not employed by BHA are prohibited from soliciting funds or signatures, 
conducting membership drives, distributing literature or gifts, offering to sell merchandise or 
services (except suppliers), or engaging in any other solicitation, distribution, or similar activity 
on the premises. 
 
In some instances, the collection of money for presents, flowers, parties, donations, or for 
cases of particular hardship can be considered appropriate.  In these exceptional cases, such 
collections may be permitted with the approval of the Executive Director.   
 
 
DRESS CODE 
 
Employees are expected to wear appropriate office apparel according to the duties of their 
employment. Shorts, skirts, slacks, or skorts must be no more than 3” above the knee. Tops 
should not reveal cleavage or abdominal area. Maintenance staff is required to wear protective 
footwear and must wear protective eyewear when mowing, using chemicals, and using 
machines.  Maintenance staff is expected to dress neatly and to keep hair clean and neat. 
 
 
GENERAL HOUSEKEEPING 
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It is important to us that you take pride in your work area and keep it neat and orderly at all 
times. Having your work area well organized contributes to efficiency, safety, and creates a 
good impression for employees and clients.  Employees should promptly report any unsafe 
working conditions.   
 
BULLETIN BOARDS 
 
The BHA maintains a bulletin board in the employee break room, in the front hallway of the 
Section 8 Department, and in the receptionist area for the purpose of communicating 
information (i.e., policies, announcements, and job openings) to all employees. We will also 
provide a section of the bulletin board for employee use (e.g., items wanted or for sale).  All 
employee postings must be approved by the Executive Director prior to posting the item on 
the bulletin board. 
 
 
DISCIPLINARY POLICY 
 
Each situation presents a unique set of circumstances that will be reviewed and become part 
of the context in which disciplinary decisions are made.  Normally employee misconduct or 
unsatisfactory performance may be subject to the following progressive disciplinary system: 
 

• The first offense will result in a written warning to be signed and placed in the employee’s 
personnel file. 

• A second offense or incident, either for the same infraction or another, within 12 months of 
the first offense, will result in a second written warning and a work improvement plan 
which will be for a specific amount of time and monitored at intervals with periodic 
evaluation and agreed upon by the supervisor. 

• A third offense or incident, either for the same infraction or another within 12 months of 
the second offense will result in termination. 

 
A supervisor with the approval of the Executive Director may institute a 1 to 3 day suspension 
without pay as part of the disciplinary process. 
 
The BHA reserves the right to decide upon the appropriate response to employee misconduct 
or unsatisfactory performance, including but not limited to counseling, reprimand, warning, 
Work Improvement Plan, suspension, or termination.  The BHA will not necessarily adhere to 
the 3 step disciplinary system in all circumstances.  The purpose of the progressive discipline 
is to provide management the opportunity to give employees notices that their conduct or 
performance is unsatisfactory so that they may have an opportunity to correct or improve. 
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EMPLOYEE CONDUCT AND WORK GUIDELINES  
 
We expect our employees to follow guidelines of conduct that will protect the interests and 
safety of all employees and the BHA.  It is not possible to list all the forms of behavior that are 
considered unacceptable in the workplace, but the following are examples of conduct that may 
result in disciplinary action, up to and including suspension or termination of employment: 
 

• Discourteous conduct or poor service to clients 
• Falsification of BHA records in any form, embezzlement, failure to follow internal 

control or security procedures, etc. 
• Theft or inappropriate, unauthorized removal or possession of BHA or coworkers’ 

property; use of BHA equipment or supplies for personal projects 
• Defacing BHA property 
• Falsification of timekeeping records 
• Possession, distribution, sale, transfer, or use of alcohol or illegal drugs in the 

workplace while on duty, or while operating BHA-owned or -leased vehicles or 
equipment 

• Fighting or threatening violence in the workplace 
• Boisterous or disruptive activity in the workplace 
• Improper, careless, negligent, destructive, or unsafe use or operation of BHA 

equipment or vehicles 
• Insubordination or other disrespectful conduct 
• Deliberate statements or actions detrimental to BHA; knowingly spreading false 

reports intended to disrupt relationships among employees and/or between 
employees and BHA 

• Sexual or other forms of harassment 
• Unprofessional conduct at outside events where the employee is representing the 

BHA (such as courses, seminars, community events, or other BHA activities) 
• Soliciting for themselves or for a third party (other than the BHA itself) anything of 

value from anyone in return for any business, service, or confidential information 
of the BHA 

• Accepting anything of value (other than normal authorized compensation) from 
anyone in connection with the business of the BHA either before or after a 
transaction is discussed or consummated 

• Possession of dangerous or unauthorized materials such as explosives, weapons, 
or firearms in the workplace or on the premises 

• Excessive unscheduled absenteeism or tardiness; giving false reasons for absences 
from work or patterns of abuse of leave time; absence for more days than earned 

• Unauthorized overtime or failure to record overtime worked 
• Smoking/tobacco use in an unauthorized area of the building 
• Unauthorized use of the telephone 
• Unauthorized disclosure of business secrets or confidential business or client 

information
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• Unauthorized disclosure of personnel data  
• Unauthorized entrance to the facility without supervisor approval other than to 

report to work 
• Violation of personnel policies, practices or procedures 
• Unsatisfactory work performance or conduct; deliberate or excessive waste of 

materials; low productivity 
• Use of abusive or offensive language with coworkers or clients 
• Any activity that would make an employee ineligible for bonding. 

 
 
Please remember that employment with BHA is at the mutual consent of both the employer 
and the employee, and either may terminate the relationship at any time, with or without 
advance notice. 
 
EMPLOYMENT TERMINATION  
 
Below are examples of common circumstances under which employment is terminated: 
 

Resignation 
 
Employment termination initiated by an employee who chooses to leave BHA voluntarily.  We 
request you give us as much notice as possible, in writing, to your assigned supervisor if you 
plan to leave our employment.  In order to be paid for unused vacation time available, we 
require a minimum two-week notice in writing.  The BHA reserves the option to determine 
when the last actual date of work will be and the day through which a terminating employee 
will be paid. 
 

Discharge 
 
Involuntary employment termination initiated by the BHA for disciplinary or employment-at-
will reasons.  Discharged employees will be paid for unused vacation pay unless they have 
committed misconduct (i.e. theft, falsification of records, sexual harassment and/or any other 
form of discrimination). 
 
All of your employee benefits will be affected by employment termination.  Health insurance 
coverage at our group rates may be continued at your expense for up to 18 months (with 
some limitations) if you so choose.  You will be notified in writing of the terms, conditions, 
limitations, and costs associated with continuation coverage.  See the Financial Manager if you 
have any questions. 
 
Any BHA property in your possession at termination must be returned to the Company no later 
than your last day of work.  A forwarding address must be furnished so we can send a W-2 at 
year-end. 
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Reductions In Workforce 
 
BHA reserves the right to determine if it may be necessary for BHA to lay-off employees.  
Should this become necessary, all lay-offs and recalls will be determined by the judgment of 
BHA in its sole discretion.  BHA additionally reserves sole discretion to determine the process 
of calling back laid-off employees.  Employees will be notified of when to return to work by 
their supervisor.  Laid-off employees will retain their paid health benefits for the remainder of 
the month in which they were laid-off. 
 
Nothing in this policy shall be construed as altering an employee’s at-will status or 
guaranteeing employment for a specific term. 
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EMPLOYEE ACKNOWLEDGMENT FORM 
 
I understand that this employee handbook describes important information about the BHA and 
that I should consult management regarding any questions not answered in the handbook.  
 
I understand that the copy of the handbook I receive as noted on the date below supersedes 
all other employee handbooks or employment policies and practices that may have been in 
use prior to this edition.  Since provisions of this handbook are subject to change, I further 
understand that revisions to it may supersede or eliminate one or more existing policies 
and/or benefits and that all such changes will be communicated through official notices. 
 
Unless I have an individual written employment contract, I understand that my employment 
relationship with BHA is entered into voluntarily, that I may terminate my employment at any 
time I believe such action to be appropriate, and that the BHA retains the same right to 
terminate my employment when it believes such action to be appropriate, with or without 
cause or notice.  
 
I acknowledge that this handbook is neither a contract of employment nor a legal document.  
I have received, read, and understand the policies contained in this handbook and will read 
any revisions made to it in the future. I agree to abide by the policies and procedures 
contained herein.  
 
Should my employment with BHA end, I will return this handbook (and any copies and/or 
updates to it), and any other BHA property in my possession, to my supervisor no later than 
my last day of work. 

 

    

Employee’s Signature   Date 

 

  

Employee’s Name (typed or printed) 

 

    

Supervisor’s Signature Date 

 


