HYCA

Housing Authority of the

22941 Atherton Street, Hayward, CA 94541
County of Alameda

Tel. 510.538.8876 TDD 510.727.8551 Fax 510.537.8236 www.haca.net

PERSONNEL COMMITTEE AGENDA
Special Meeting: October 14, 2020
Time: 7:00 a.m.

COVID-19 UPDATE: Based on guidance provided by the Centers for Disease Control Prevention, the
Shelter in Place order from Alameda County Public Health officials and Governor Newsom’s Stay-at-Home
Order, HACA's office building is temporarily closed to the public until further notice. The Personnel
Committee meeting will conduct this meeting electronically. You may participate in this meeting
through one of the following options:

Participate via Zoom Video Conference Platform: Participate via telephone:

Members of the public may listen, view, and/or participate To access the meeting via telephone:
in this meeting using Zoom. You may have to download the

Zoom app, however, using Zoom and/or downloading the Dial: 1-888-788-0099 then when
Zoom app is free. You can access the Zoom meeting prompted, enter

through one of the following ways: Meeting ID: 884 6009 5724

1. Click: https://us02web.zoom.us/j/88460095724
OR

2. Onvyour desktop or laptop go to: https://zoom.us/join
then

enter Meeting ID: 884 6009 5274
OR
3. From a mobile device, e.g. a cell phone, iPad and/or

tablet, down the Zoom app to your device. In the app
tap on “Join Meeting” then enter
Meeting ID: 884 6009 5274

PUBLIC COMMENT

If you wish to comment on a matter NOT on the agenda, please email your comment, to
melissat@haca.net, preferably by 5:00 p.m. on October 13, 2020. Your comment(s) will be
shared during the meeting when the Chairperson calls for Public Comment. If you are attending
the meeting on Zoom or by telephone please wait for the Chairperson to call for Public Comments
then upon recognition by the Chairperson, state your name, comments and/or questions. To
allow the opportunity for all to speak, a time limit of 3 minutes has been set for public speakers
wishing to address the Personnel Committee. The Chairperson has the discretion to further limit
this time if warranted by the number of speakers. Anyone wishing to address the Personnel
Committee on an agenda item or on business introduced by the Personnel Committee may do so
when the Chairperson calls for comments on the agenda item. NOTE: Only matters within the
Personnel Committee’s jurisdiction may be addressed.

Thank you for your understanding and flexibility during the COVID-19 public health emergency.
If you have any questions, please contact (510)727-8511 or melissat@haca.net.

(CONTINUED ON NEXT PAGE)
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Article 178
HOLIDAYS
Section 17.1 DESIGNATED HOLIDAYS BEFINED

1731 A. —Paid-helidays-shall be:All Housing Authority employees are entitled to the
following paid holidays:

January 1st- New Year’s Day

Third Monday in January - Dr. Martin Luther King's Birthday
February 12th - Lincoln’s Birthday

Third Monday in February - President’s Day
March 31st - Cesar Chavez’s Birthday

Last Monday in May - Memorial Day

July 4th - Independence Day

First Monday in September - Labor Day

Second Monday in October - Columbus Day
November 11th - Veterans Day

Fourth Thursday in November - Thanksgiving Day
Day after Thanksgiving

December 25th - Christmas Day

18.2. Other Holidays, /{ Formatted: Font: 12 pt }
A A. When a holiday occurs on a Friday in which the office is closed, employees ***1 Formatted: Indent: Left: 0.25", No bullets or ‘
who are in a full--time paid status, the scheduled work day before and the scheduled work numbering

day after the holiday will receive an additional floating holiday added-to-theirbalance-with
thenextpayrel-submittakin the pay period following the holiday.

k*“{ Formatted: Indent: Left: 1", No bullets or numbering J

B. In the event that any of the designated holidays skalt fall on a Saturday, said
the paid holiday shallwill be observed on the preceding Friday unless the office is
closed that Friday.

& C. . In the event that any-ofsaid the paid -holidays shall falls on a Sunday,***{ Formatted: Indent: Left: 1", No bullets or numbering J
said the paid holiday shall will be observed on the following Monday. A-day
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D D. In the event that the date of observance of any ef theforeseing “**{ Formatted: Indent: Left: 1", No bullets or numbering ]
designated holidays is changed by statute, said the holiday shalt will be observed
on the date se established instead of the date provided in Section 17.1.. above.

. _All other days appointed by the President of the United States or the Governor of the
State of California for a public fast, national day of mourning, thanksgiving or holiday and
announced by the Executive Director. An Executive or Gubernatorial order designates a
“holiday” applicable to this section only when it specifies that it applies to other
government agencies specifically local government agencies such as HACA.

F. A day proclaimed a day of national mourning or celebration shall be granted only to
those employees who are regularly scheduled to work on the day for which the holiday is

proclaimed.

171:218.3. Floating Holidays

A. Three (3) floating holidays are provided per fiscal yearané to all non-management Formatted: Font: 12 pt
mpl_omi are y proyee Formatted: List Paragraph, Numbered + Level: 1 +
' 3 - available to employees Numbering Style: A, B, C, ... + Start at: 1 + Alignment:
in the first pay period of the fiscal year, Left + Aligned at: 0.5" + Indent at: 0.75"

\( Formatted: Font: 12 pt

Formatted: Indent: Left: 0.75", No bullets or
numbering

B. Employees hired on or after April 1 of any year shall not be entitled to the three (3)
floating holidays for that fiscal year.

C. Floating holidays that remain unused by the end of the fiscal year are forfeited. There Formatted: Font: 12 pt

is no carry-over provision for floating holidays.

o o A 0

Formatted: Font: 12 pt

Formatted: Indent: Left: 0.5", No bullets or
numbering, Tab stops: Not at -0.5" + 0" + 0.19" +
05"+ 1"+ 15"

D. Employees cannot cash-out unused floating holidays,

Formatted: Font: 12 pt J

i

Formatted: Indent: Left: 0.5", No bullets or
numbering, Tab stops: Notat -0.5" + 0" + 0.19" +
05"+ 1"+ 1.5"

Formatted: List Paragraph, Numbered + Level: 1 +
Numbering Style: A, B, C, ... + Start at: 1 + Alignment:
Left + Aligned at: 0.5" + Indent at: 0.75"

Formatted: Font: 12 pt J

Section 17:318.4 HOLIDAY ENFITFEEMENTCOMPENSATION

Exeeptas-expresshyprovidedint71t1-orotherwise here—EA. Employees shall-be arc entitled
eligible to receive holiday compensation (except for floating holidays) enly if they are en in a

paid status for at least %2 time of for their normal dailyschedule-on-theirscheduled work days
before and after the holiday., previded; howeverthatholiday
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B. eCompensation for any employee who is regularly scheduled to work less than the-nermal
full-time werk-weekforthejob-elassifieation, shall be prorated each pay period in which a

holiday occurs, based upon a pro-ratlon of the hours Wthh Would have been worked w1th1n that
pay period. . B e 5 g

C. Holidays that are not worked by employees are compensated at straight time for the hours
normally worked in a work day.

D. For employees who work on a holiday shall be compensated at their choice as follows:

1. Straight time in cash; or

2. Compensatory time-off at time-and-one-half “— | Formatted: List Paragraph, Numbered + Level: 1 +
Numbering Style: 1, 2, 3, ... + Start at: 1 + Alignment:
E. Compensatory time-off is to be scheduled by mutual agreement between the employee and Left + Aligned at: 0.19" + Indent at: 0.44"
their manager, Formatted: Font: 12 pt

Formatted: Font: 12 pt
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Article 18 19
VACATION LEAVE

Section 184—19.1 ACCUMULEATION-OF VACATION ACCURAL EEAVE

Eachperson-in-theservice-of the- AutherityA. Vacation accrual begins on the first day of

employment. Non-management employees shall accrue vacation leave as follows:

75-hr Schedule: Hours per ppd Monthly accrual Annual accrual Maximum cap *,__[ Formatted: Centered
Yeats 1-3: 2.39 5.78 75 150 *\[ Formatted: Centered
Years 4-10: 433 8.0 113 226 i Formatted: Centered
Years 11-18: 5.77 11.54 15 300 | -

Years 19+: 7.22 14.44 188 376 ¢\[ Formatted: Centered

Formatted: Centered

o

80-hr Schedule: Hours per ppd Monthly accrual Annual accrual Maximum cap
Yeats 1-3: 3.06 6.16 80 160
Years 4-10: 4.62 9.24 120 240
Years 11-18: 6.15 12.30 160 320
Years 19+: 7.69 15.38 200 400

‘/_‘[ Formatted: Indent: Left: 0", Hanging: 1.19"

Formatted: Indent: Left: 0", Hanging: 1.19", Tab stops:
Not at 1"

‘/_‘[ Formatted: Indent: Left: 0", Hanging: 1.19"
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B. An eEmployees who leaves the-Autherityserviee employment for any reason shall be paid at
their current pay rate shWﬁSeeﬁenMﬂsMele for all accrued: unused Vacatlon leave

C. Employees accrue vacation so long as they are in a paid status. If the paid status is less than

full-time, vacation accrual is pro-rated based on the number of paid status in a bi-weekly pay

period.

Formatted: Font: 12 pt
D. No vacation is accrued during an unpaid status such as leave without pay. Formatted: Font: 12 pt

F tted: List P h, Numbered + Level: 1
Section 18.4.19.2 WHEN EIRST VACATION IS DUE MAY BE TAKEN ormattecs st raragraph, Tumbered ¥ Levet | *

Left + Aligned at: 0.25" + Indent at: 0.5"

Numbering Style: A, B, C, ... + Start at: 1 + Alignment:

A. Fhe An employee’s first initial vacation leave-forany-employeeshall-be-due-only is /{ Formatted

: Font: 12 pt

generally taken, after the completion of at least one hundred thlrty ( 30) working days or
thirteen (13) pay periods of employment.;

\[ Formatted: Font: 12 pt
Artieles Formatted: Font: 12 pt

I

Formatted: Font: 12 pt

B. Requests for vacation must be approved by the employee’s manager prior to actually
taking vacation time.,

Formatted: Font: 12 pt

Formatted: Font: 12 pt

Seedon Ot —— AL o O e Formatted: List Paragraph, Numbered + Level: 1 +

Numbering Style: A, B, C, ... + Start at: 1 + Alignment:

Left + Aligned at: 0.25" + Indent at: 0.5"

Formatted: Font: 12 pt, Bold

o O JC G U JC L
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Formatted

loyees, shall-be are allowed to take one and one-half times their total accrued
ameunt-of vacation accrued ever26-pay-periods during any 52 week period, ﬂ Formatted

Formatted

that he/she has accumulated sutficient unused vacation leave.

Formatted
D. An eEmployees;vith-the permission-ofhissupervisor may request to, take vacationin <« Formatted
excess of one and one-half times the amount of their accrued yacation. Requests are
approved by the employee’s manager, acerned-over26-payperiods-duringany-fifty-twe \ Formatted
weekperiodifhe/she-has-accumulated-sufficient-unused-vacationleave: \ Formatted
Formatted
Section 18:6_19.3 DEFINITION OF WORKING HOUR AND WORK DAY Formatted
A. Employee compensation during vacation shall be at the pay rate which the employee Formatted
would have been entitled to receive if they had actually worked including premium pay., Formatted
. . . . . Formatted
B. For the purpose of this Article, "working hour" shall means any hour during whichan ~ « Formatted
employee would normally be required to work, and a "working day" shall means any day
apen in which an employee would normally be required to work. For non-exempt, non- Formatted
management employees whese-compensation-is-fixed-on-a-perhourbasis; a "working Formatted
day" shall means 7.5 working hours of regular employment; and a "week" shall mean five Formatted
working days.
Formatted
Formatted
Formatted
Formatted
Formatted
Section 18-8 19.4 EFFECT OF ABSENCE ON CONTINUOUS SERVICE Formatted
Formatted
A. Authorized Leave of Absence and Reemployment / Formatted
#l
1. _An Aabsence on authorized leave with-or without pay; and-timeduring-whieh-a Formatted
person-is-temperarily-not-employed-by-the Authority if foowed-by there is Formatted
reemployment within one, (1), year; shall not be considered as-an-interruption-of break Formatted
in, continuous service for the purpose of this-Seetion regaining vacation accrual, /{ Formatted

2. Time during which a person is laid-off

; if Formatted
felowed-by there is reemployment within_three, ears, shall not be considered as Formatted

an-interruption-of break in continuous service for the purpose of this

Formatted

Seetion-regaining vacation accrual,
B. This means that when no break in service has occurred, the returning employee starts “

Formatted

their vacation accrual rate at the level they were accruing at the time of the leave of Formatted

absence without pay or lay-off, Formatted

Formatted

Formatted

Formatted

Formatted

T e e e DD e e e e Dk e It D e e 1 e DRl 1D 1 e e e 1 1)
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C. However, for the purpose of qualifying for the -769-ofwerkingdaysrate of vacation “— | Formatted:

List Paragraph, Numbered + Level: 1 +

o

{eave; for nineteen (19) years or more years of service, where-apersonhasbeenemif the Numbering Style: A, B, C, ... + Start at: 1 + Alignment:
employee was employed by the-Autherity without interruption for the past 521-weeks ten Left + Aligned at: 0.25" + Indent at: 0.5
(10) vears, all service efsuch-emploeyees shall be deemed to have been continuous and Formatted: Font: 12 pt
will be counted for service credit for rate of vacation accrual, Formatted: Font: 12 pt
Section 18.9 19.5 WHEN APPROVAL FOR VACATION REQUESTS MAY BE Formatted: Font: 12 pt
TAKEN Formatted: Font: 12 pt
Formatted: Font: 12 pt
A. An employee’s manager ° FOTS ° //[ Formatted: Font: 12 pt
determines when vacation leave may be taken. Seniority in Housing Auth0r1ty service - :
among-employees-in a classification and working unit; consistent with Housing Authority Formatted: List Paragraph, Numbered + Level: 1 +
. . . . . . Numbering Style: A, B, C, ... + Start at: 1 + Alignment:
operatingons, requirements;-shall be the basis on which vacation schedule conflicts are Left + Aligned at: 025" + Indent at: 0.5"
resolved.
Formatted: Font: 12 pt
B. In the event of a tie in Housing Authority service in a classification within a seheduling Formatted: Font: 12 pt
working unit the following applies in this order: Formatted: Font: 12 pt
. Lo . . . Formatted: Font: 12 pt
1. Employee with longest total service in the seheduling working unit (less LWOP)
2. Employee with longest service in the classification (less LWOP) Formatted
3. Employee with longest total Housing Authority service (less LWOP) Formatted: Font: 12 pt
C. Subsequent vacation requests within the same calendar year shall be resolved in favor of /{ Formatted: Font: 12 pt
the most senior employee who has not; ; previously Formatted: Font: 12 pt
had sueh a scheduling conflict resolved in his/her their, favor during the calendar year.
- *“l Formatted: Font: 12 pt

In the event of a yacation schedule conflict among employees, all of whom have;b¥

l Formatted:

Indent: Left: 0.5", No bullets or

vnt%u%ef—t—her—r—semer—pesmen— had sueh scheduling conflicts resolved in their favor during |

[ Formatted: Font: 12 pt
the calendar year, the most, senior employee who has had the least number of scheduling Formatted
conflicts resolved in histher their, favor shall prevail in terms of having their vacation
request approved. Formatted: Font: 12 pt
\\\ Formatted: Font: 12 pt
\\\ Formatted: Font: 12 pt
\
\\ Formatted: Font: 12 pt
\\ l Formatted: Font: 12 pt
Section 18:10 19.5 PERSONAL LEAVE Formatted: Font: 12 pt
Formatted: Font: 12 pt
ek e e end per
A. AneEmployees are provided three (3) days inany per calendar year Formatted: Indent Left. 05", No bullets or
from-histher regular-vacationallowaneefor to be used as personal leave.
Formatted: Font: 12 pt
B. Personal leave is taken from the employee’s vacation accrual but is not required to be Formatted: Indent: Left: 0.5", No bullets or
approved in advance of its usage., Formatted: Font: 12 pt
. . Formatted: Font: 12 pt
C. The employee’s s sor manager shall not deny a request for this leave except for d P
reasons critical to the-Housing Authority operations, ef the Housins-Authority: /l Formatted: Font: 12 pt

{ Formatted:

Font: 12 pt
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D_.A Employees shall be allowed to use personal leave in increments of less than one (1) hour. ‘><%

Formatted: Font: 12 pt

Formatted: Indent: Left: 0.5", No bullets or

Formatted: List Paragraph, Numbered + Level: 1 +
Numbering Style: A, B, C, ... + Start at: 1 + Alignment:
Left + Aligned at: 0.25" + Indent at: 0.5"

Formatted: Font: 12 pt

numbering

Formatted: Indent: Left: 1.42", No bullets or

Formatted: Font: 12 pt

Formatted: Font: 12 pt

Formatted: List Paragraph, Numbered + Level: 1 +

. . Numbering Style: A, B, C, ... + Start at: 1 + Alignment:
Section 1814 19.6 VACATION PURCHASE PLAN: Left + Aligned at. 117" + Indent at. 142"
. During the first-full-pay-period-inthe-month-of Septembersestablished Formatted: Font: 12 pt
enrollment period, employees may elect;-by-submitting-a-writtenrequestto Formatted: Font: 12 pt
the-Exeeutive Directororhis/her-designee; to purchase forty -(40) hours of | Formatted: Font: 12 pt
vacation leave. Formatted: Font: 12 pt
B. The Housing Authority shall then pay the employee; two (2) hours less pay Formatted: Font: 12 pt
on each payeheek pay period, for twenty, (20) consecutive, pay periods, after Formatted: Font: 12 pt
which the employee shall be credited with the forty, (40), hours of vacation Formatted: Font: 12 pt
leave. Fhe-vaeation;-eOnce credited, the additional forty (40) hours may be
. : - F : Font: 12
taken with the employee’s regular vacation accrual entitlement: { ormatted: Font: 12 pt
Formatted: Font: 12 pt
Formatted: Font: 12 pt

o G G U JC A L

ATTACHMENT A - PAGE 9



PC AGENDA ITEM NO.: 4-1.

C. Vacation Purchase Plan Rules: “— | Formatted: List Paragraph, Numbered + Level: 1 +
Numbering Style: A, B, C, ... + Start at: 1 + Alignment:
1. Employees may not elect to purchase vacation if their vacation balance at Left + Aligned at: 1.17" + Indent at: 1.42"
the time of election exceeds_fifty (50) hours. Formatted: Font: 12 pt
2. Once employees elect to purchase vacation they may not rescind their
election.

3. Should employees receive a pay increase/decrease during the vacation
purchase period, the effect will be that employees will receive credit for the
actual value of the time purchased at the end of the twenty (2) pay periods,
which could be more or less than forty (40) hours.

4. Employees will not have the use of the purchased vacation until the end of
the twenty (20) pay period vacation purchase period.

5. Employees who leave Housing Authority service during the vacation
purchase period shall receive the cash equivalent of the vacation they have
purchased at the time they leave employment.

+ &*w Formatted: Indent: Left: 1.42", No bullets or
2.6.When taking vacation leave, employees must first exhaust their purchased numbering

vacation balance before taking accrued vacation leave.
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Article 19 20
SICK LEAVE

Section 20.1 SICK LEAVE ACCRUAL

A.

mplovees accrue sick leave at the rate of 3.75 hours or 4.0 hours depending upon Formatted: Font: 12 pt, Bold

classification per bi-weekly pay period.

Formatted: List Paragraph, Numbered + Level: 1 +

Numbering Style: A, B, C, ... + Start at: 1 + Alignment:

1. When employees reach the maximum accrual of 937.5 hours or 1,000 hours depending Left + Aligned at: 0.25" + Indent at: 0.5"
upon classification, they will have their total sick leave accrual reduced to 907.5 hours or Formatted: Font: Not Bold
968 hours of sick leave depending upon classification and will be granted 16.66 hours or
17.80 hours depending upon classification of additional vacation.
Formatted: Indent: Left: 0.5", No bullets or
2. Emplovef;s with a v.acatlon. balapcg equal to or gre.ater than twc? tlmes their annual. accrual Formatted: List Paragraph, Numbered + Level: 1 +
shall receive a floating holiday in lieu of the vacation day that is received for maximum Numbering Style: 1, 2, 3, ... + Start at: 1 + Alignment:
sick leave accrual, Left + Aligned at: 0.25" + Indent at: 0.5"
A - - - Formatted: Font: 12 pt
B. Sick Leave Accrual for Employees Working Part-time
Formatted: Font: 12 pt, Bold
A . .
1. Any employee who is regularly scheduled to work less than full-time accumulates \[Fm’ma“e“: Font: Not Bold
sick leave on a pro-rated basis each bi-weekly pay period based on the number of \[ Formatted: Font: Not Bold
hours worked within that pay period.
‘ﬂ Formatted: Indent: Left: 0.75", No bullets or
2. The maximum sick leave accrual for part-time employees is ninety (90) work days numbering
multiplied by the number of the hours worked in each pay period, Formatted: List Paragraph, Numbered + Level: 1 +
Numbering Style: 1, 2, 3, ... + Start at: 1 + Alignment:
C. Effect of Break in Service on Sick Leave Left + Aligned at: 0.5" + Indent at: 0.75"

Formatted: Font: 12 pt

Resignation followed by an actual break in service of one work day or longer shall result

/‘[ Formatted: Font: Not Bold

in the loss of the balance of all accrued sick leave.

‘/_‘[ Formatted: Indent: Left: 0.5", No bullets or
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D. Restoration of Sick Leave Balance

R Formatted: Font: 12 pt, Bold
An employee laid off due to a reduction in force and who is within three (3) years of the date of

- - Formatted: List Paragraph
layoff when returned to Housing Authority employment from a layoff status shall have the
balance of their unused accrued sick leave restored.

E. Sick Leave at Retirement /{ Formatted: Font: Bold

Housing Authority employees who are members of the Alameda County Employees’ Retirement
System (ACERA) and retire from ACERA are entitle to use up to fifty (50%) percent of their

unused accrued paid sick leave as of the date of their retirement up to a maximum of sixty (60) Formatted: Font: 12 pt

Formatted: List Paragraph, Numbered + Level: 1 +
Numbering Style: A, B, C, ... + Start at: 1 + Alignment:
Left + Aligned at: 0.25" + Indent at: 0.5"

days for additional service credit.

Section 20.2 REWARD FOR NON-USAGE OF SICK LEAVE Formatted: Font: 12 pt, Small caps

Formatted: Font: 12 pt, Small caps

A. Employees who minimize their use of sick leave as indicated in the chart below shall be

N - N Formatted: List Paragraph, Numbered + Level: 1 +
entitled to additional vacation as follows: grep

Numbering Style: 1, 2, 3, ... + Start at: 1 + Alignment:

Left + Aligned at: 0.25" + Indent at: 0.5"
HOURS OF SICK LEAVE USED DURING: ADDITIONAL HOURS OF VACATION AVAILABLE 9

(1) JANUARY TO JUNE AND IN FOLLOWING SIX MONTHS Formatted: Font: 12 pt

(2) (2),JuLY TO DECEMBER Formatted: List Paragraph, Numbered + Level: 1 +

00-8 8.33 or 8.9 depending on the classification Numbering Style: A, B, C, ... + Start at: T + Alignment:

8.1-12 4.16 or 4.5 depending on the classification Left + Aligned at: 025" + Indent at: 0.5"

counted in computing hours of sick leave used during the calendar year. Numbering Style: A, B, C, ... + Start at: 1 + Alignment:
Left + Aligned at: 0.25" + Indent at: 0.5"

C. Employees must be in a full-time paid status for at least 20 complete pay periods in order Formatted: Font: 12 pt

to be considered for this reward. Employees who are on full-time paid status for at least

Formatted: Font: 12 pt

20 but less than 26 complete pay periods, shall have the number of hours of sick leave
used during the calendar year qualification pro-rated, based on the number of complete

Formatted: Font: 12 pt

full-time paid status pay periods worked in order to receive the additional one or two Formatted: Font: 12 pt

Formatted: Font: 12 pt
B. Sick leave used under the Industrial Sick Leave provisions of this Article shall not be Formatted: List Paragraph, Numbered + Level: 1 +

days of additional yacation. Formatted: List Paragraph, Numbered + Level: 1 +
Numbering Style: A, B, C, ... + Start at: 1 + Alignment:

D. If as a result of receiving one of the sick leave non-usage vacation days indicated above, Left + Aligned at: 0.25" + Indent at: 0.5"

the employee’s vacation balance becomes gqual to or greater than two (2) times their /[ Formatted: Font: 12 pt

annual accrual, the employee shall receive floating holiday(s) in lieu of vacation day(s)

Formatted: Font: 12 pt

referred to above,

Formatted: Font: 12 pt

Formatted: Font: 12 pt

Formatted: Font: 12 pt

Section 20.3 MEDICAL DOCUMENTATION

Formatted: Font: Not Bold

A. The Executive Director or their designee may require medical documentation of illness or /{ Formatted: Font: Not Bold

injury which may also require a medical clearance to return to work. Formatted: Font: Not Bold

Formatted: Indent: Left: 0.5", No bullets or

O A 0 A L 0
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. The failure of an employee to furnish the required medical documentation may be
grounds for the denial of paid sick leave and for disciplinary action up to and including
termination.

C. Medical documentation from the employee’s physician is not generally required for

PC AGENDA ITEM NO.: 4-1.

Formatted: Font: 12 pt

Formatted: Indent: Left: 0.5", No bullets or

absences of less than three (3) consecutive work days.

D. Medical documentation may be required for absences of more than three (3) consecutive
work days and for absences of any length where there are indications of sick leave abuse.

Formatted: Font: Not Bold

Formatted: Font: 12 pt

Formatted: Indent: Left: 0.5", No bullets or

Formatted: Font: Not Bold

E. Whenever possible, the employee shall be advised in advance of their sick leave usage
when medical documentation will be required.

Section 20.4 SICK LEAVE ABUSE

A. Abuse of sick leave is the use of sick leave for other than illness or injury or other
legitimate purposes such as kin care leave. Indications of sick leave abuse include, but
are not limited to:

1. A pattern of sick leave use involving days adjacent to scheduled days off.

2. Refusal or inability to provide medical documentation, when requested;

Formatted: Font: 12 pt

Formatted: Indent: Left: 0.5", No bullets or

Formatted: Font: Not Bold

(N N Y, WD W/ | W |

Formatted: List Paragraph, Numbered + Level: 1 +

Numbering Style: A, B, C, ... + Start at: 1 + Alignment:

Left + Aligned at: 0.25" + Indent at: 0.5"

Formatted: Font: 12 pt

Formatted: Font: 12 pt

3. Frequent absences with vague or questionable substantiation;

Frequent or recurring exhaustion of sick leave soon after it is earned (unless for
substantiated medical reason); and,

5. Other evidence of employee activity which is inconsistent with the legitimate use of <
sick leave. |

B. Disciplinary Action

In the investigation of possible sick leave abuse, the Housing Authority shall make a fair
determination of the facts based on the individual circumstances surrounding the absences of
each employee. After a determination of sick leave abuse, the Housing Authority may take
appropriate disciplinary action.

A SN

Formatted: List Paragraph, Numbered + Level: 1 +

Numbering Style: A, B, C, ... + Start at: 1 + Alignment:
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pay as provided hereinbelow.
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Sueh 1. eEmployees shatl-be are entitled to receive supplemental industrial sick

leave with-payforscheduled-werk-days-ecommencing with the fourth jﬂL/[ Formatted: Superscript }
calendar day of sueh incapacity.

2. The amount of supplemental sick leave is equal to the difference between eighty
percent {80%) of histher the employee’s normal salary and the amount of any
Wworker's” €compensation temporary disability payments to which sueh the
employee is entitled. during-such-ineapaeity;but

3. Supplemental sick leave shall not for exceed a-period-exeeeding nine (9) months from
the date of sickness-orinjury-resultingin-sueh incapacity.

4. Fellewing After nine (9) months, cumulative sick leave may be granted to
supplement temporary disability payments to provide the disabled
incapacitated employee_for a total of eighty percent (80%) of their normal
salary. (The amount of supplemental sick leave necessary for this purpose is
computedcalculated in each case by the Housing Authority Payroll
Department.)

In the event that the period of sueh incapacity shall has exceed twenty-one (21)
~ calendar days, the employee se-ineapaeitated may be granted supplemental industrial
sick leave with-pay at the rate of 100% of his/her their normal salary for the first three
(3) scheduled work days. efsuchineapaecity

7 W Formatted: Indent: Left: 0.75", No bullets or ‘
7. If the period of sueh incapacity shall not exceed twenty-one (21) calendar days, the numbering

employee se-ineapacitated-will-be is eligible to receive cumulative sick leave pay or Formatted: Numbered + Level: 1 + Numbering Style:
any other accrued paid leave for scheduled work days;-as-previded-in-Sub-seetion-e 1,2,3, .. + Startat: 1 + Alignment: Left + Aligned at:
hereof; for the first three (3) calendar days of such-disability incapacity. 0.5" + Indent at: 0.75"

1932 B. When Payments Shall Be Denled Nemﬁhsﬁaﬂd-mg—th&fef&gemg
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Industrial sick leave payments shall not be made when: "4[ Formatted: Indent: Left: 1", No bullets or numbering }

a. an _employee does not apply for or who does not receive temporary

disability benefits under the workers’ compensation laws;
._an injury or illness has become permanent;

c. _an injury or illness, although continuing to show improvement, is unlikely
to improve sufficiently to permit the employee to return to work in his/her
position based upon medical opinion;

. _an employee is retired on permanent disability or pension;

e. an employee unreasonably refuses to accept other Housing Authority
employment for which they can be accommodated;

f. an injury or illness is the result of failure to observe Housing Authority
health or safety regulations or the commission of a criminal offense;

g. an injury or illness has been aggravated or delayed in healing by reason of
the failure of the employee to have received medical treatment or to have
followed medical advice, except where such treatment or advice has not
been sought or followed by reason of the religious beliefs of the employee;
and

h. an injury or illness is a recurrence or re-injury of an earlier job-related
injury or illness or is contributed to by a susceptibility or predisposition to
such injury or illness related to an earlier job-related injury or illness.

C. Fringe Benefit Entitlement During Industrial Injury Leave. Employees

receiving industrial sick leave with-pay shall maintain and to accrue all benefits

to which they are entitled underthis Memorandum-of Understanding at one-
hundred percent (100%) of their regular sehedute-accrual at the time

immediately preceding an industrial injury or illness.
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Article 18
HOLIDAYS

Section 18.1 DESIGNATED HOLIDAYS
A. All Housing Authority employees are entitled to the following paid holidays:

January 1st- New Year’s Day

Third Monday in January - Dr. Martin Luther King's Birthday
February 12th - Lincoln’s Birthday

Third Monday in February - President’s Day
March 31st - Cesar Chavez’s Birthday

Last Monday in May - Memorial Day

July 4th - Independence Day

First Monday in September - Labor Day

Second Monday in October - Columbus Day
November 11th - Veterans Day

Fourth Thursday in November - Thanksgiving Day
Day after Thanksgiving

December 25th - Christmas Day

18.2. Other Holidays

A. When a holiday occurs on a Friday in which the office is closed, employees who are in a
full-time paid status, the scheduled work day before and the scheduled work day after the
holiday will receive an additional floating holiday in the pay period following the holiday.

B. In the event that any of the designated holidays fall on a Saturday, the paid holiday will
be observed on the preceding Friday unless the office is closed that Friday.

C. In the event that the paid holiday falls on a Sunday, the paid holiday will be observed on
the following Monday.

D. In the event that the date of observance of any designated holiday is changed by statute,
the holiday will be observed on the date established instead of the date provided in Section
17.1., above.

E. All other days appointed by the President of the United States or the Governor of the State of
California for a public fast, national day of mourning, thanksgiving or holiday and announced by
the Executive Director. An Executive or Gubernatorial order designates a “holiday” applicable
to this section only when it specifies that it applies to other government agencies specifically
local government agencies such as HACA.

F. A day proclaimed a day of national mourning or celebration shall be granted only to those
employees who are regularly scheduled to work on the day for which the holiday is proclaimed.
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18.3. Floating Holidays

A. Three (3) floating holidays are provided per fiscal year to all non-management
employees and are available to employees in the first pay period of the fiscal year.

B. Employees hired on or after April 1 of any year shall not be entitled to the three (3)
floating holidays for that fiscal year.

C. Floating holidays that remain unused by the end of the fiscal year are forfeited. There
is no carry-over provision for floating holidays.

D. Employees cannot cash-out unused floating holidays.

Section 18.4 HOLIDAY COMPENSATION

A. Employees are eligible to receive holiday compensation (except for floating holidays) if they
are in a paid status for at least % time for their normal work day before and after the holiday.,

B. Compensation for any employee who is regularly scheduled to work less than full-time , shall
be prorated each pay period in which a holiday occurs, based upon a pro-ration of the hours
which would have been worked within that pay period. .

C. Holidays that are not worked by employees are compensated at straight time for the hours
normally worked in a work day.

D. For employees who work on a holiday shall be compensated at their choice as follows:

1. Straight time in cash; or
2. Compensatory time-off at time-and-one-half

E. Compensatory time-off is to be scheduled by mutual agreement between the employee and
their manager.
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VACATION LEAVE

VACATION ACCURAL

A. Vacation accrual begins on the first day of employment. Non-management employees shall
accrue vacation leave as follows:

75-hr Schedule: Hours per ppd Monthly accrual | Annual accrual Maximum cap
Yeats 1-3: 2.89 5.78 75 150
Years 4-10: 4.33 8.66 113 226
Years 11-18: 5.77 11.54 150 300
Years 19+: 7.22 14.44 188 376
80-hr Schedule: Hours per ppd Monthly accrual | Annual accrual Maximum cap
Yeats 1-3: 3.06 6.16 80 160
Years 4-10: 4.62 9.24 120 240
Years 11-18: 6.15 12.30 160 320
Years 19+: 7.69 15.38 200 400

B. Employees who leave employment for any reason shall be paid at their current pay rate for
all accrued unused vacation.

C. Employees accrue vacation so long as they are in a paid status. If the paid status is less than
full-time, vacation accrual is pro-rated based on the number of paid status in a bi-weekly pay

period.

D. No vacation is accrued during an unpaid status such as leave without pay.

Section 19.2

WHEN VACATION MAY BE TAKEN

A. Anemployee’s initial vacation is generally taken after the completion of at least one
hundred thirty (130) working days or thirteen (13) pay periods of employment.

B. Requests for vacation must be approved by the employee’s manager prior to actually
taking vacation time.

C. Employees are allowed to take one and one-half times their total accrued vacation
accrued during a fifty-two (52) week period.
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D. Employees may request to take vacation in excess of one and one-half times the amount
of their accrued vacation. Requests are approved by the employee’s manager.

Section 19.3 DEFINITION OF WORK HOUR AND WORK DAY

A. Employee compensation during vacation shall be at the pay rate which the employee
would have been entitled to receive if they had actually worked including premium pay.

B. For the purpose of this Article, "work hour" means any hour during which an employee
would normally be required to work, and a "work day" means any day in which an
employee would normally be required to work. For non-exempt, non-management
employees a "work day" means 7.5 work hours of regular employment and a "week" shall
mean five working days.

Section 19.4 EFFECT OF ABSENCE ON CONTINUOUS SERVICE

A. Authorized Leave of Absence and Reemployment

1. An absence on authorized leave without pay if there is reemployment within one (1)
year shall not be considered a break in continuous service for the purpose of regaining
vacation accrual.

2. Time during which a person is laid-off if there is reemployment within three (3)
years, shall not be considered a break in continuous service for the purpose of
regaining vacation accrual.

B. This means that when no break in service has occurred, the returning employee starts
their vacation accrual rate at the level they were accruing at the time of the leave of
absence without pay or lay-off.

C. However, for the purpose of qualifying for the rate of vacation for nineteen (19) years or
more years of service, if the employee was employed by without interruption for the past
ten (10) years all service shall be deemed to have been continuous and will be counted
for service credit for rate of vacation accrual.

Section 19.5 APPROVAL FOR VACATION REQUESTS

A. An employee’s manager determines when vacation may be taken. Seniority in Housing
Authority service in a classification and working unit consistent with Housing Authority
operations shall be the basis on which vacation schedule conflicts are resolved.

B. In the event of a tie in Housing Authority service in a classification within a working unit
the following applies in this order:

1. Employee with longest total service in the working unit (less LWOP)
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2. Employee with longest service in the classification (less LWOP)
3. Employee with longest total Housing Authority service (less LWOP)

C. Subsequent vacation requests within the same calendar year shall be resolved in favor of
the most senior employee who has not previously had a scheduling conflict resolved in
their favor during the calendar year.

D. In the event of a vacation schedule conflict among employees, all of whom have had
scheduling conflicts resolved in their favor during the calendar year, the most senior
employee who has had the least number of scheduling conflicts resolved in their favor
shall prevail in terms of having their vacation request approved.

Section 19.5 PERSONAL LEAVE

A. Employees are provided three (3) days per calendar year to be used as personal leave.

B. Personal leave is taken from the employee’s vacation accrual but is not required to be
approved in advance of its usage.

C. The employee’s manager shall not deny a request for this leave except for reasons critical
to Housing Authority operations.

D. Employees shall be allowed to use personal leave in increments of less than one (1) hour.

Section 19.6 VACATION PURCHASE PLAN:

A. During the established enrollment period, employees may elect to purchase
forty (40) hours of vacation leave.

B. The Housing Authority shall then pay the employee two (2) hours less pay
each pay period for twenty (20) consecutive pay periods, after which the
employee shall be credited with the forty (40) hours of vacation leave.
Once credited, the additional forty (40) hours may be taken with the
employee’s regular vacation accrual.

C. Vacation Purchase Plan Rules:

1. Employees may not elect to purchase vacation if their vacation balance at
the time of election exceeds fifty (50) hours.

2. Once employees elect to purchase vacation they may not rescind their
election.

3. Should employees receive a pay increase/decrease during the vacation
purchase period, the effect will be that employees will receive credit for the
actual value of the time purchased at the end of the twenty (2) pay periods,
which could be more or less than forty (40) hours.
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4. Employees will not have the use of the purchased vacation until the end of

5.

the twenty (20) pay period vacation purchase period.

Employees who leave Housing Authority service during the vacation
purchase period shall receive the cash equivalent of the vacation they have
purchased at the time they leave employment.

When taking vacation leave, employees must first exhaust their purchased
vacation balance before taking accrued vacation leave.
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Article 20
SICK LEAVE

Section 20.1 SICK LEAVE ACCRUAL

A.

D.

Employees accrue sick leave at the rate of 3.75 hours or 4.0 hours depending upon
classification per bi-weekly pay period.

. When employees reach the maximum accrual of 937.5 hours or 1,000 hours depending

upon classification, they will have their total sick leave accrual reduced to 907.5 hours or
968 hours of sick leave depending upon classification and will be granted 16.66 hours or
17.80 hours depending upon classification of additional vacation.

Employees with a vacation balance equal to or greater than two times their annual accrual

shall receive a floating holiday in lieu of the vacation day that is received for maximum

sick leave accrual.

Sick Leave Accrual for Employees Working Part-time

1. Any employee who is regularly scheduled to work less than full-time accumulates
sick leave on a pro-rated basis each bi-weekly pay period based on the number of

hours worked within that pay period.

2. The maximum sick leave accrual for part-time employees is ninety (90) work days
multiplied by the number of the hours worked in each pay period.

Effect of Break in Service on Sick Leave

Resignation followed by an actual break in service of one work day or longer shall result
in the loss of the balance of all accrued sick leave.

Restoration of Sick Leave Balance

An employee laid off due to a reduction in force and who is within three (3) years of the date of
layoff when returned to Housing Authority employment from a layoff status shall have the
balance of their unused accrued sick leave restored.

E.

Sick Leave at Retirement

Housing Authority employees who are members of the Alameda County Employees’ Retirement
System (ACERA) and retire from ACERA are entitle to use up to fifty (50%) percent of their
unused accrued paid sick leave as of the date of their retirement up to a maximum of sixty (60)
days for additional service credit.
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Section 20.2 REWARD FOR NON-USAGE OF SICK LEAVE
A. Employees who minimize their use of sick leave as indicated in the chart below shall be
entitled to additional vacation as follows:
HOURS OF S1CK LEAVE USED DURING: ADDITIONAL HOURS OF VACATION AVAILABLE
(1) JANUARY TO JUNE AND IN FOLLOWING S1X MONTHS
(2) (2) JuLY TO DECEMBER
00-8 8.33 or 8.9 depending on the classification
8.1-12 4.16 or 4.5 depending on the classification
B. Sick leave used under the Industrial Sick Leave provisions of this Article shall not be

counted in computing hours of sick leave used during the calendar year.

Employees must be in a full-time paid status for at least 20 complete pay periods in order
to be considered for this reward. Employees who are on full-time paid status for at least
20 but less than 26 complete pay periods, shall have the number of hours of sick leave
used during the calendar year qualification pro-rated, based on the number of complete
full-time paid status pay periods worked in order to receive the additional one or two
days of additional vacation.

If as a result of receiving one of the sick leave non-usage vacation days indicated above,
the employee’s vacation balance becomes equal to or greater than two (2) times their
annual accrual, the employee shall receive floating holiday(s) in lieu of vacation day(s)
referred to above.

Section 20.3 MEDICAL DOCUMENTATION

A.

The Executive Director or their designee may require medical documentation of illness or
injury which may also require a medical clearance to return to work.

The failure of an employee to furnish the required medical documentation may be
grounds for the denial of paid sick leave and for disciplinary action up to and including
termination.

Medical documentation from the employee’s physician is not generally required for
absences of less than three (3) consecutive work days.

. Medical documentation may be required for absences of more than three (3) consecutive

work days and for absences of any length where there are indications of sick leave abuse.

Whenever possible, the employee shall be advised in advance of their sick leave usage
when medical documentation will be required.
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Section 20.4 SICK LEAVE ABUSE
A. Abuse of sick leave is the use of sick leave for other than illness or injury or other
legitimate purposes such as kin care leave. Indications of sick leave abuse include, but
are not limited to:
1. A pattern of sick leave use involving days adjacent to scheduled days off.
2. Refusal or inability to provide medical documentation when requested;

3. Frequent absences with vague or questionable substantiation;

4. Frequent or recurring exhaustion of sick leave soon after it is earned (unless for
substantiated medical reason); and,

5. Other evidence of employee activity which is inconsistent with the legitimate use of
sick leave.

B. Disciplinary Action
In the investigation of possible sick leave abuse, the Housing Authority shall make a fair
determination of the facts based on the individual circumstances surrounding the absences of

each employee. After a determination of sick leave abuse, the Housing Authority may take
appropriate disciplinary action.

Section 20.5 INDUSTRIAL SICK LEAVE BENEFITS

Employees incapacitated by illness or injury as a result of their employment are entitled to pay as
provided below.

A. Supplemental Sick Leave

1. Employees are entitled to receive supplemental industrial sick leave commencing with
the fourth (4™) calendar day of incapacity.

2. The amount of supplemental sick leave is equal to the difference between eighty
percent (80%) of the employee’s normal salary and the amount of any workers’
compensation temporary disability payments to which the employee is entitled.

3. Supplemental sick leave shall not exceed nine (9) months from the date of incapacity.
4. After nine (9) months, cumulative sick leave may be granted to supplement temporary
disability payments to provide the incapacitated employee for a total of eighty percent

(80%) of their normal salary. The amount of supplemental sick leave necessary for this
purpose is calculated in each case by the Housing Authority Payroll Department.
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6. In the event that the period of incapacity has exceed twenty-one (21) calendar days,
the employee may be granted supplemental sick leave at the rate of 100% of their
normal salary for the first three (3) scheduled work days.

7. If the period of incapacity shall not exceed twenty-one (21) calendar days, the
employee is eligible to receive cumulative sick leave or any other accrued paid leave
for scheduled work days for the first three (3) calendar days of incapacity.

B. When Payments Shall Be Denied.

Industrial sick leave payments shall not be made when:

a.

b.

an employee does not apply for or who does not receive temporary
disability benefits under the workers’ compensation laws;

an injury or illness has become permanent;

an injury or illness, although continuing to show improvement, is unlikely
to improve sufficiently to permit the employee to return to work in his/her
position based upon medical opinion;

an employee is retired on permanent disability or pension;

an employee unreasonably refuses to accept other Housing Authority
employment for which they can be accommodated;

an injury or illness is the result of failure to observe Housing Authority
health or safety regulations or the commission of a criminal offense;

an injury or illness has been aggravated or delayed in healing by reason of
the failure of the employee to have received medical treatment or to have
followed medical advice, except where such treatment or advice has not
been sought or followed by reason of the religious beliefs of the employee;
and

an injury or illness is a recurrence or re-injury of an earlier job-related
injury or illness or is contributed to by a susceptibility or predisposition to
such injury or illness related to an earlier job-related injury or illness.

C. Benefit Entitlement During Industrial Injury Leave. Employees receiving
industrial sick leave shall maintain to accrue all benefits to which they are
entitled at one-hundred percent (100%) of their regular accrual at the time
immediately preceding an industrial injury or illness.
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Housing Authority of the

22941 Atherton Street, Hayward, CA 94541
County of Alameda

Tel. 510.538.8876 TDD 510.727.8551 Fax 510.537.8236 www.haca.net

PERSONNEL COMMITTEE
Special Meeting: September 9, 2020
Meeting Time: 7:00 a.m.

Pursuant to the State of California’s Executive Order N-25-20 (at paragraph 11), this meeting
was conducted electronically via the Zoom video conference platform and by telephone.

SUMMARY ACTION MINUTES

1. CALL TO ORDER/ROLL CALL

Call to Order
Chairperson Hannon called the meeting to order at 7:01 a.m.

Roll Call
Present: Cmrs. Gerry and Hannon.
Excused: Cmr. Olson.

The Personnel Committee and staff discussed the meeting time for future meetings. Kurt Wiest,
Executive Director, indicated that staff is flexible and with proper notice can set the meeting
time for the Personnel Committee meetings at a time that is convenient for the Personnel
Committee members.

2. APPROVAL OF THE MINUTES OF THE JULY 8, 2020 MEETING

Recommendation: Approve the minutes of the July 8, 2020 meeting
as presented.

Motion/Second: Gerry/Ballew.

Upon a roll call vote being taken the vote was:
Ayes: Cmrs. Ballew, Gerry and Hannon.

Motion passed. APPROVED AS RECOMMENDED.

3. PUBLIC COMMENT — On matters not on the Agenda

None.
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NEW BUSINESSS

ACTION: APPROVAL, CREATION AND PROMULGATION OF THE LIST OF  PERSONNEL RULE
ELIGIBLES RESULTING FROM THE LEASING SERVICES LEADWORKER 7.1
EXAM

Charla Freckmann, Human Resources Manager, presented the staff
report. Ms. Freckmann reported that an exam for the Leasing Services
Leadworker classification was conducted on September 2. The eligibility
list was emailed to the Personnel Committee and shared on the screen
during the meeting and Ms. Freckmann recommended that the
Personnel Committee approve, create and promulgate the list eligibles.

Recommendation: Approve, create and promulgate the list of eligibles
resulting from the exam for the Leasing Services Leadworker
classisfication.

Motion/Second: Gerry/Ballew.

Upon a roll call vote being taken the vote was:
Ayes: Cmrs. Ballew, Gerry and Hannon.

Motion passed. APPROVED AS RECOMMENDED.

ACTION: AMENDMENTS TO PERSONNEL RULES PERSONNEL RULE
1.2

Charla Freckmann, Human Resources Manager, presented the staff
report. Ms. Freckmann continues to work on the ongoing project to
amend HACA’s Personnel Rules in order to update language, correct
grammar and spelling, and organize the sections of the Personnel Rules
in @ more logical manner. She reported that staff is proposing to amend
Articles 15-17 pertaining to appeals of personnel actions, disciplinary
actions and appeals of disciplinary actions. Ms. Freckmann provided an
overview of each section, described the proposed changes and
recommended that the Personnel Committee approve the proposed
revisions.

Commission Discussion: Chairperson Hannon went through each of the
articles that are being revised and asked the Personnel Committee if they
had any feedback and/or recommendations. After receiving the
feedback from the Personnel Committee, Ms. Freckmann indicated that
she would incorporate the recommendations that were made by the
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Personnel Committee and then present the articles with those
recommended changes to the Housing Commission at their October
meeting for their final approval.

Recommendation: Approve amendments to HACA’s Personnel Rules
with the recommended revisions provided by the Personnel Committee
and forward recommendation for approval to the HACA Housing
Commission for final approval.

Motion/Second: Gerry/Ballew.
Upon a roll call vote being taken the vote was:
Ayes: Cmrs. Ballew, Gerry and Hannon.

Motion passed. APPROVED AS RECOMMENDED.

5. ADJOURNMENT

There being no further business to discuss, Chairperson Hannon
adjourned the Personnel Committee meeting at 7:56 a.m.

Respectfully submitted,

Melissa Taesali Kurt Wiest
Executive Assistant/Housing Commission Clerk Executive Director/Housing Commission
Secretary
Approved:

Michael Hannon
Personnel Committee Chairperson
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BACKGROUND INFORMATION

ITEM NO. ACTION: AMENDMENTS TO PERSONNEL RULES — RULES 14, 18-20 PERSONNEL RULE:
4-1. 1.2

Personnel Rule 1.2 provides for amendments to the Personnel Rules and states that the Rules
may be amended by a resolution adopted by the Housing Commission on the recommendation
of the Personnel Committee, provided that the Personnel Committee shall first provide
reasonable advance notice of any proposed amendments to employees of the Housing Authority
and their recognized employee organizations and shall hold a hearing thereof. Personnel Rule
1.2 also states that the Personnel Committee and the Housing Commission shall meet and confer
with recognized employee organizations where required by law.

Staff is currently undertaking a rewrite of the Personnel Rules to bring them up to date, correct
grammar and misspellings, better organize the provisions and format the Rules in a more logical
manner. These types of amendments do not require a notice or meet and confer as there are no
changes to terms and conditions of employment for employees.

The Personnel Rules were originally written as part of HACA's process of establishing itself as an
independent public agency over 40 years ago. From time to time, certain provisions of the Rules
have been revised when terms and conditions of employment have changed as a result of labor
negotiations or changes to management benefits have been implemented, but otherwise they
are as they were when first written.

This project is too cumbersome to implement all at once; therefore, revisions to the Rules will be
handled in sections. Most revisions involve considerable reorganization of articles and sub-
sections as well as re-wording for simplification and clarity. Staff has included both tracked and
clean versions of all the revisions (see Attachment A), although the tracked versions are very
difficult to read so you may want to focus on the clean versions. For your Committee’s review
and consideration today, the following Articles are revised:

Article 14 — Use of Authority-Owned Vehicles (original Article number)
Article 18 — Holidays

Article 19 — Vacation

Article 20 — Sick Leave

Article 14 — Use of Authority-Owned Vehicles

This article was removed and is proposed as a separate policy. The proposed stand-alone policy
expands this topic to include safety protocols and outlines overall responsibilities of managing
fleet vehicles. Further details are discussed below.



ITEMNO. ACTION: AMENDMENTS TO PERSONNEL RULES — RULES 14, 18-20  PERSONNEL RULE:
4-1. (CONTINUED) 1.2

Article 18 — Holidays

The Personnel designate the paid holidays for all HACA employees and outlines related provisions
regarding paid holidays such as eligibility for paid holidays and holiday compensation. The most
significant revision to this article is changes in Section 18.2.E regarding the potential for other
holidays to be declared or appointed by the President of the United States or the Governor of
the State of California. The revisions read as follows:

“All other days appointed by the President of the United States or the Governor of the State of
California for a public fast, national day of mourning, thanksgiving or holiday and announced by
the Executive Director. An Executive or Gubernatorial order designates a “holiday” applicable to
this section only when it specifies that it applies to other government agencies specifically local
government agencies such as HACA.”

The above language is taken from the current Memorandum of Understanding (MOU) between
the Housing Authority and SEIU Local 1021 and is proposed here to keep the Personnel Rules
consistent with this provision in the MOU. This provision in the MOU is the primary source
document on this issue because the language reflects an agreement between SEIU Local 1021
and HACA. The current MOU language was negotiated to resolve an issue with the prior MOU
language (and the existing Personnel Rule language) which created the potential for violations of
the Brown Act. The potential violation in the prior language related to the Executive Director
having to “poll” members of the Commission for their determination of the applicability of an
Executive or Gubernatorial declaration of a holiday.

Article 19 - Vacation

The changes to this article reflect reorganization and revision for clarification. A few sections
were changed to be consistent with the current MOU language such as the changes to Section
19.6 regarding the Vacation Purchase Plan.

Article 20 — Sick Leave

Considerable reorganization was made to the Sick Leave article to improve the order in which
the sections read. Existing language was also rewritten to be more concise and to clarify the
intent of the language. Section 20.5 — Industrial Sick Leave Benefits — was changed to the same
language in the current MOU.

Several sections in this article were removed and became stand-alone policies. This decision was
made because the subject matter of the removed sections relate to primary leave benefits and/or
programs that establish a framework for the elements of the benefit or program — thus justifying
stand-alone policies. The sections being proposed for stand-alone policies are in the chart below.
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ITEMNO. ACTION: AMENDMENTS TO PERSONNEL RULES — RULES 14, 18-20  PERSONNEL RULE:
4-1. (CONTINUED) 1.2

A further description of the proposed stand-alone policies are discussed below.

The following chart summarizes what titles to articles were changed, what sections were moved
to other articles and what articles are new in terms of re-organization.

Article # Original Title New Article/Title Sections Deleted/Added Moved To
14 Use of HACA-Owned Vehicles | N/A N/A Separate policy
17 Holidays 18 — Holidays N/A N/A
18 Vacation Leave 19 — Vacation Leave N/A
19 Sick Leave 20 - Sick Leave 19.10 — Modified Duty Separate policy
19.11 —Kin Care Separate policy
19.12 — Death in Family Separate policy

19.16 — Catastrophic Leave Separate policy

As has been stated in prior Personnel Rule revisions brought to your Personnel Committee for
review and adoption, these changes, albeit substantial in “cutting and pasting,” are not
substantive changes to terms and conditions of employment. The changes reflect language that
is consistent with current Housing Authority practice.

Staff recommends that the revisions to the above-referenced Articles of the Personnel Rules and
the resulting stand-alone policies describe below be approved and that your Committee
recommend that the Housing Commission adopt same.

ITEM NO. ACTION: AMENDMENTS TO PERSONNEL RULES — MODIFIED DUTY  PERSONNEL RULE:
4-2, & RETURN TO WORK PROGRAM 1.2

Modified Duty & Return to Work Program

As originally written, Article 19 — Sick Leave — was a paragraph that inadequately described HACA’s
provisions for providing modified duty. When able to do so, HACA provides modified duty to
employees who are returning to work from a period of incapacity from either industrial or non-
industrial causes. The program elements and employee responsibilities are expanded in the proposed
policy and reflect current HACA practice.

Attached are clean copies of the original Personnel Rule Section 19.10 and the new stand-alone
Modified Duty & Return-to-Work Program for your review and consideration (see Attachment B).
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ITEM NO. ACTION: AMENDMENT TO PERSONNEL RULES - KIN CARE LEAVE PERSONNEL RULE:
4-3. POLICY 1.2

On July 1, 2015, California enacted Labor Code §245 providing for paid sick leave to allow employees
to be paid (from state benefits) to care for qualifying family members. This law included parent-in-
law, grandparent, grandchild and sibling as qualifying family members. The existing Labor Code
provision (Labor Code §233) for “kin care” did not include these family members.

OnJanuary 1, 2016, SB 579 was enacted to amend the Labor Code to create consistency between kin
care and paid sick leave relating to qualifying family members for whom employees could use sick
leave. SB 579 also added a provision allowing employees take unpaid leave for “child-related”
activities if the employee is a parent with more children attending kindergarten, grades 1 — 12, or is
at a licensed childcare provider. The law allows employees to use their accrued vacation, sick leave,
floating holiday or compensatory time off to take leave for child-related activities. The law defines
child-related activities as:

e Finding, enrolling or re-enrolling a child in a school or licensed child-care provider;

e Addressing a child-care provider or school emergency, including a request that the child
be picked up from school or the child-care provider;

e Addressing behavioral or discipline issues;

e When there is a school closure or unexpected unavailability of the school (excluding
planned holidays) or a natural disaster.

Finally, on September 28, 2020, AB 2017 was enacted to amend the kin care law in Labor Code §233
to expand the eligibility for kin care beyond caring for f amily members. AB 2017 provides that
employees may use kin care leave if they are a victim of domestic violence, sexual assault and/or
stalking.

HACA provides kin care leave and this benefit is in Section 19.11 of the Personnel Rules. Given the
new components stemming from the kin care leave requirement and the fact that other leave benefits
HACA provides are in separate policies, it is proposed that HACA's original kin care provision in Section
19.11 of the Personnel Rules be contained in a separate policy which incorporates recent statutory
changes described above.

Attached are clean copies of the original Section 19.11 and the new stand-alone Kin Care & Related
Leaves policy for your review and consideration (see Attachment C).
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ITEM NO. ACTION: AMENDMENT TO PERSONNEL RULES — BEREAVEMENT PERSONNEL RULE:
4-4, LEAVE 1.2

HACA provides paid bereavement leave and this benefit is in Section 19.12 of the Personnel Rules. It
is proposed that HACA’s original bereavement leave provision be in a separate policy as are most of
the other various leave benefits provided by HACA.

Attached are clean copies of the original Section 19.12 and the new stand-alone bereavement leave
policy for your review and consideration (see Attachment D).

ITEM NO. ACTION: AMENDMENT TO PERSONNEL RULES — CATASTROPHIC PERSONNEL RULE:
4-5. LEAVE SHARING PROGRAM 1.2

HACA has a Catastrophic Leave benefit allowing employees to donate sick or vacation leave for use
by qualifying employees who have exhausted all their own paid leave options. Employees must have
suffered a catastrophic illness or injury which renders them unable to work. As currently written, this
benefit is in Section 19.16 of the Personnel Rules found in Article 19 —Sick Leave.

Recently, on August 3, 2020, the IRS released a document, “Leave Sharing Plans Frequently Asked
Questions” interpreting a prior IRS Revenue Ruling regarding catastrophic leave programs. The FAQs
indicated that an employer should adopt a separate written plan spelling out who is eligible to receive
donated leave, the requirements for donating leave and how the plan is structured. The FAQs further
indicated that in order to avoid tax consequences for leave donors, the catastrophic leave plan must
require that donations be made to a leave bank rather than to specific individuals. Then eligible
employees may draw from the leave bank.

HACA’s existing catastrophic leave benefit is in Section 19.16. In practice, HACA administers this
benefit in a way that is consistent with the IRS Revenue Ruling and the FAQs. However, the written
provision is not clear that the benefit is a leave sharing program.

In order to further clarify that HACA’s catastrophic leave benefit is a leave sharing program and to
comply with the recommendation that employers have a separate written policy, it is proposed that
HACA’s original catastrophic leave benefit in Section 19.16 of the Personnel Rules be contained in a
separate policy.

Attached are clean copies of the original Section 19.16 and the new stand-alone Catastrophic Leave
Sharing Program for your review and consideration (see Attachment E).
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ITEM NO. ACTION: AMENDMENT TO PERSONNEL RULES - FLEET PERSONNEL RULE:
4-6. MANAGEMENT, DRIVER SAFETY & VEHICLE USE PROGRAM 1.2

Article 14 of the Personnel Rules relates to the use of HACA-owned vehicles and primarily focuses on
the consequences of an employee’s misuse of these vehicles.  This provision requires that
administration by staff and should include several other related program components such as fleet
vehicle management, driver safety and employee responsibilities. Therefore, the revisions to this rule
are proposed as a stand-alone policy, expands the language to include safety protocols and outlines
overall responsibilities of managing fleet vehicles.

Attached are clean copies of the original Personnel Rule 14 and the new stand-alone Fleet
Management, Driver Safety & Vehicle Use Program for your review and consideration (See
Attachment F).

ITEM NO. ACTION: APPROVAL, CREATION AND PROMULGATION OF THE PERSONNEL RULE:
4-7. LIST OF ELIGIBLES RESULTING FROM THE ACCOUNTANT EXAM 7.1

On October 13, 2020, the Housing Authority conducted an exam for the Accountant classification.
Fourteen applicants applied and five candidates were invited to be interviewed by a panel comprised
of three interviewers from outside housing authorities. The eligibility list will be distributed at your
Personnel Committee meeting. The names appearing on the eligibility list for your approval achieved
a passing score.

ITEM NO. ACTION: ADOPTION OF CLASS SPECIFICATIONS (HOUSING PERSONNEL RULE:
4-8. TECHNICIAN) 5.4

Personnel Rule 4.12 states that the Personnel Committee shall adopt and maintain a written
classification for each class of positions and such specifications shall constitute the official
specifications of classes and that no new classification will be established without a final class
specification that has been approved by the Personnel Committee.

The classification of Housing Technician is being proposed for revision to allow for a broader spectrum
of administrative duties and responsibilities appropriately grouped at this level. Attached are edited
and clean copies of the Housing Technician class specifications for your review and consideration (See
Attachment G).
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PC AGENDA ITEM NO.: 4-2.

Section 19.10 MODIFIED WORK OR LIGHT DUTY

Employees are encouraged to return to work following an injury or illness at the earliest time
consistent with their medical condition. Whenever possible, the department shall provide
modified work or a light duty assignment that is compatible with temporary work restrictions
imposed by the employee's doctor. In the event the department is not able to make such
arrangements for modified work or light duty, the employee shall remain eligible for sick leave
as provided in this Article.

ATTACHMENT B - PAGE 2



PC AGENDA ITEM NO.: 4-2.

I_mq " MODIFIED DUTY & RETURN-TO-WORK PROGRAM

County of Alameda

HOUSING AUTHORITY OF THE COUNTY OF ALAMEDA

ARTICLE I - PURPOSE

A. Our employees’ safety and well-being are a priority for the Housing Authority of the
County of Alameda (HACA). In spite of HACA’s commitment to providing a safe
workplace, injuries still occur.

B. This modified duty and return-to-work program has been developed with the
intention of:

Minimizing an injury’s or illness’s impact on the employee;
Promoting the employee’s rapid recovery from work-related injuries;
Providing a safe and timely transition back to work; and

Controlling the costs of workers’ compensation and disability costs.

C. When an injured employee is offered meaningful temporary work assignments
through this program, both the employee and HACA benefit. Numerous studies have
shown the sooner an injured employee can be brought back to work, the faster they
will recover and be able to return to regular duties.

D. Purpose of this program is to establish a system for safely returning to work, as soon
as practicable, employees who have sustained an injury or illness that has prevented
them from performing their normal duties for a period of time. This program will
improve the capability of identifying and appropriately managing temporary and
permanent disabilities and is intended to provide a transition period of temporarily
modified or light duty to facilitate the employee’s return to regular duty within a
reasonable period of time.

E. In addition to providing for employee health and wellness, this program provides
compliance with California workers’ compensation laws, California disability laws,
and the federal Americans with Disabilities Act (ADA), as well as the Memorandum of
Understanding (MOU) between the HACA and SEIU Local 1021, the union for HACA’s
represented employees.

ARTICLE II - PROGRAM GUIDELINES

A. The treating physician or medical provider should provide an estimated period of
recovery or target date for return to full duty.

B. The initial duration for transitional or modified work assignment is up to sixty
(60) calendar days per injury or illness for a maximum of four (4) months.

Adopted by Personnel Committee -10/14,/20 ATTACHMENT B - PAGE 3 Page 1 of 6



PC AGENDA ITEM NO.: 4-2.

H/\Cmf MODIFIED DUTY & RETURN-TO-WORK PROGRAM

County of Alameda

HOUSING AUTHORITY OF THE COUNTY OF ALAMEDA

C. The transitional or modified duty assignment will be evaluated by the Human
Resources Manager every thirty (30) days to assess the continued appropriateness
of the assignment.

D. Transitional or modified duty assignments are not intended to provide permanent
positions. All assignments are temporary.

E. Nothing in this program is intended to circumvent provisions of the Memorandum
of Understanding (MOU) between HACA and SEIU Local 1021. The provisions of
this program are intended to supplement existing MOU provisions relating to
modified duty assignments and where there is any conflict between this program
and an MOU provision, the MOU provision will prevail.

ARTICLE III - PROGRAM PARTICIPATION

This program is available to all employees who sustain an injury or illness that has
prevented them from performing the usual and customary duties of their position. This
program covers cases that involve lost time injuries (injuries causing work-loss time),
conditions with temporary medical restrictions and non-work related cases with
temporary medical restrictions. If temporary medical restrictions render the employee
unable to perform some or all of their usual assignment, then modification of the position’s
duties or an alternate assignment may be necessary as a temporary accommodation.

A. Criteria for Participation
Participation in this program is based on the following criteria:

1. The employee’s medical condition temporarily prevents them from performing
the full range of their regular duties.

2. Any workers’ compensation or disability claim has been approved or is in the
process of being determined.

3. The employee’s treating physician or medical provider provides an estimated
recovery period.

4. Continued participation in the program is based upon the employee making

progress toward maximum medical improvement and full recovery so that full
regular duties can be performed.

Adopted by Personnel Committee -10/14,/20 ATTACHMENT B - PAGE 4 Page 2 of 6



PC AGENDA ITEM NO.: 4-2.

MODIFIED DUTY & RETURN-TO-WORK PROGRAM

HOUSING AUTHORITY OF THE COUNTY OF ALAMEDA

B. Required Participation

When an employee has sustained an injury or illness, participation in the modified
duty and return-to-work program is required. Refusal to accept transitional duty
that meets the physician or medical provider’s restrictions may result in the loss of
entitlement to temporary disability and/or salary continuation benefits.

C. Length of Participation

1. Employees can participate in this program as long as they are achieving
progress toward maximum medical improvement for up to four (4) months.

2. Transitional work assignments may be extended beyond the original four (4)
months when it is determined that additional time would facilitate a return to
full duties and would not adversely affect HACA’s operations or the objectives
of this program.

D. Termination of Modified Duty
HACA may terminate temporary or transitional duty assignments when:

1. The employee is released to their usual and customary job duties by the
treating physician or medical provider;

2. The treating physician or medical provider determines that the employee
will not be able to return to their usual and customary position; or

3. When temporary transitional or modified duty is no longer available due to
the lack of work or the maximum amount of time available for temporary
transitional or modified duty of four (4) months has been exhausted, unless
extended by the Human Resources Manager.

4. When temporary transitional or modified duty is no longer available and
the employee continues to have temporary work restrictions then the
following shall apply:

a. For Work-Related Injuries or Illnesses
The employee shall be placed on temporary total disability and the third

party administrator shall provide workers’ compensation wage loss
benefits and appropriate medical treatment.

Adopted by Personnel Committee -10/14,/20 ATTACHMENT B - PAGE 5 Page 3 of 6
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HYXCA

Housing Authority of the

MODIFIED DUTY & RETURN-TO-WORK PROGRAM

County of Alameda

HOUSING AUTHORITY OF THE COUNTY OF ALAMEDA

b. For Non-Industrial Injuries or Illnesses

i. The employee is entitled to use their accrued sick leave, vacation
time, or any other accrued paid leave available.

ii. The employee is entitled to applicable leave benefits such as family
medical leave provided the employee meets the eligibility
requirements for the leave.

ARTICLE IV - RESPONSIBILITIES

A. Program Administrator

The Human Resources Manager is the program administrator and is responsible
for:

1. Reviewing the employee’s work capacity/restrictions and work with the
employee and employee’s manager to determine the availability of job duties
that fit within the parameters of the temporary restrictions.

2. Explore other job assignments if there is no work within the employee’s own
department.

3. Meet with the employee and the employee’s manager to discuss the employee’s
ability to work within the identified work restrictions and the ability to
accommodate the restrictions or the possibility of another work assignment.
This meeting will generally take the form of an interactive process.

4. Re-assess on an ongoing basis, the availability of transitional/modified duty
for those cases where the employee is eligible for transitional/modified duty
but none is immediately available.

5. Notify the third party administrator (where applicable) of the date that
transitional/modified duty is available to the employee to return to work; this
date may differ in some cases from the actual date the employee returns to
work.

6. Notify the third party administrator (where applicable) the same day of the
employee’s refusal or lack of response to notice of approved transitional duty.

7. Upon nearing the maximum modified duty duration of four (4) months, notify

the third party administrator (where applicable) to develop a case strategy
regarding work status.
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sk Bl MODIFIED DUTY & RETURN-TO-WORK PROGRAM

HOUSING AUTHORITY OF THE COUNTY OF ALAMEDA

8. Provide training to managers and new employees HACA’s Modified Duty & Return
to Work Program.

B. Managers

1. Provide the return to work doctor’s note indicating the temporary work
restrictions to the Human Resources Manager on the same day thatitis received
from the employee.

2. Review the employee’s capacity to perform work within the identified work
restrictions.

3. Provide daily supervision to monitor that the employee is working within the
temporary work restrictions outlined by the employee’s treating physician or
medical provider.

4. Report any physical difficulties the employee may have with the work
assignment to the Human Resources Manager for potential referral back to the
treating physician or medical provider to review the employee’s continued
ability to work within those same restrictions.

5. If the employee decides to discontinue working within the work restrictions,
notify the Human Resources Manager within two (2) hours of the employee’s
refusal to perform duties.

6. Work with the Human Resources Manager to identify modified duty options and
comply with the requirements of providing modified duty which will
accommodate

C. Employees

1. Employees are to report to their manager all injuries and illnesses as follows:

a. Work-related injury - immediately as soon as the employee is able to
communicate following the injury.

b. Work-related illness - immediately as soon as the employee becomes aware
they have a work-related illness.

c. Non-work related injuries/illnesses - as soon as the employee knows that

the injury or illness is going to prevent them from returning to work or
prevent them from performing their full range of duties.
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HYXCA

Housing Authority of the

MODIFIED DUTY & RETURN-TO-WORK PROGRAM

County of Alameda

HOUSING AUTHORITY OF THE COUNTY OF ALAMEDA

2. Provide a copy of the return to work note from their treating physician or
medical provider to both their manager and to the Human Resources Manager
as soon as possible upon receipt from the physician or medical provider.

3. Employees are to meet with their manager and the Human Resources Manager
to discuss alternative work assignments such as modified duty or assignment
in another department and to review the job duties that are congenial to the
temporary work restrictions identified by the employee’s physician or medical
provider; provide cooperation with the interactive process.

4. If a modified duty assignment can be provided, the employee must sign a
written modified duty agreement.

5. Employees must only work within the work restrictions provided by their
treating physician or medical provider.

6. Adhere to all safety policies and procedures.

7. Attend all scheduled medical appointments and update their manager if there
is a change in work restrictions.

D. Third Party Administrators
Third party administrators providing risk and claims services to HACA should:

1. Maintain regular contract with the injured or ill employee (if work-related) at
least every two (2) weeks; and

2. Pay workers’ compensation wage loss benefits for industrial injuries or

illnesses if the employee works less than their normal weekly scheduled
hours.

ARTICLE VII - DISSEMINATION OF POLICY

All employees shall receive a copy of this program and policy when they are hired. The
Policy may be updated from time to time and redistributed with a form for the employee
to sign and return, acknowledging that the employee has received, read, and understands
this Policy.

Attachment 1: Modified Duty Return-to-Work Agreement

rev. Modified Duty and Return to Work Program 10/14/20 (previously referenced in the Personnel Rules)
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PC AGENDA ITEM NO.: 4-3.

Section 19.11 KIN CARE

An employee shall be entitled to up to 60 hours per calendar year of accrued paid sick leave to
attend to the illness of their child, grandchild, parent, spouse, or (registered) domestic partner.
For the purpose of this section, child shall include biological, foster, adopted, stepchild, legal
ward, child of a (registered) domestic partner or a child of a person standing in loco parentis. For
the purpose of this section, parent shall include biological, foster, adoptive, stepparent or legal
guardian. To qualify for leave under this section the absence must be consistent with the uses of
sick leave in Section 11.A herein.

ATTACHMENT C - PAGE 2
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HXCr KIN CARE & RELATED LEAVES

Housing Authority of the
County of Alameda

HOUSING AUTHORITY OF THE COUNTY OF ALAMEDA

ARTICLE I - PURPOSE OF KIN CARE

A. California employers who provide paid sick leave to employees are required to allow
employees to use up to one-half of their annual sick leave accrual to attend to the illness
for qualifying family members (Labor Code §233). This Policy outlines the provisions of
kin care leave and defines qualifying family members.

B. Employers are prohibited from denying an employee the right to use one-half of their
annual accrual of sick leave to care for a qualifying family member or in any manner
discriminating, harassing or retaliating against an employee for using or attempting to
exercise the right to use sick leave to care for a qualifying family member.

ARTICLE II - KIN CARE PROVISIONS

A. Sick Leave Accrual Allowed for Kin Care
1. Annual Sick Leave Accrual

a. TheKkin care provision in Labor Code Section 233 allows an employee to use
up to one-half of their annual sick leave accrual to attend to the illness for
qualifying family members.

b. Annual accrual for Housing Authority employees is either one-hundred and four
(104) or ninety-seven and one-half (97.50) hours depending upon the employee’s
classification.

2. Accrual Available for Kin Care Leave - 60 Hours

a. Housing Authority employees are allowed more than half of their annual
sick leave accrual. Employees may use up to sixty (60) hours of their sick
leave for kin care use.

b. Employees may only use Kkin care leave if they have accrued sick leave. If
the employee has exhausted accrued sick leave, kin care leave is not
available.

c. There is no carry-over or roll-over provision for any remaining unused kin
care leave hours. At the beginning of each calendar year, a new kin care
leave period starts. The maximum amount of kin care leave usage is sixty
(60) hours per calendar year.

Adopted by Housing Commission-10/14,/20 ATTACHMENT C- PAGE 3 Page 1 of 3
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4-3.

HXCr KIN CARE & RELATED LEAVES

Housing Authority of the

County of Alameda

HOUSING AUTHORITY OF THE COUNTY OF ALAMEDA

B. Permitted Use of Kin Care Leave
1. Medical attention for a qualifying family member:

e Diagnosis, care or treatment of an existing health condition;
e Preventative care;

2. Victims of Domestic Violence, Sexual Assault and Stalking

In addition to using kin care leave to attend to a qualifying family member, the kin
care leave provisions allow an employee to use kin care leave if they are a victim
of domestic violence, sexual assault and/or stalking.

C. Qualifying Family Members
1. For purposes of kin care leave, a qualifying family member is defined as:

Parent
Stepparent
Foster parent
Spouse
Domestic partner (must be registered domestic partnership in California)
Child
Stepchild
Foster child
Sibling
Grandparent
Grandchild
Legal guardian

2. For purposes of kin care, “parent” means a biological, adoptive or foster
parent, step-parent or legal guardian of an employee or the employee’s spouse
or registered domestic partner, or a person who stood in loco parentis when
the employee was a minor.

3. For purposes of kin care, “child” means a biological, adopted or foster child,
stepchild, legal ward, or a child to whom the employee stands in loco parentis.
This definition of a child is applicable regardless of age or dependency status
of the child.
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HXCr KIN CARE & RELATED LEAVES

Housing Authority of the
County of Alameda

HOUSING AUTHORITY OF THE COUNTY OF ALAMEDA

ARTICLE III - CHILD-RELATED ACTIVITIES LEAVE

A. California requires all employers with 25 or more employees to allow an employee
to take of up to 40 hours of leave per calendar year for “child-related activities” if
the employee is a parent with one or more children attending kindergarten, grades
1-12, oris ata licensed child care provider (Labor Code §230.8).

B. Child-related Activities Leave is not a separate paid leave provision. Employees
use their accrued vacation, sick leave, floating holiday or compensatory time off to
take leave for child-related activities.

C. Child-care Related Activities
Child-care related activities that allow an employee to take leave include:

¢ Finding, enrolling or re-enrolling a child in a school or licensed child-care
provider;

e Addressing a child-care provider or school emergency, including a request
that the child be picked up from school or the child-care provider;

e Addressing behavioral or discipline issues;

e When there is a school closure or unexpected unavailability of the school
(excluding planned holidays) or a natural disaster.

rev. Kin Care & Related Leave 10/14/20 (previously referenced in the Personnel Rules)
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PC AGENDA ITEM NO.:

Section 19.12 DEATH IN IMMEDIATE FAMILY

Leave of absence with pay because of death in the immediate family of a person in the Housing
Authority service may be granted by the Executive Director for a period not to exceed three
days. An additional two days leave may be granted by the Executive Director and charged to the
employee's accrued sick leave balance. Entitlement to leave of absence under this section,
insofar as the first three days are concerned, shall be in addition to any other entitlement for sick
leave, emergency leave, or any other leave. For purposes of this section "immediate family"
means mother, stepmother, father, stepfather, husband, wife, domestic partner as defined in
19.13.1, son, stepson, daughter, stepdaughter, brother, sister, foster parent, foster child,
grandparent, or any other person sharing the relationship of in loco parentis; and, when living in
the household of the employee, a brother- in-law, sister-in-law, mother-in-law, father-in-law, and
grandchildren. In the case of the death of the employee's mother-in-law, father-in-law or
grandchildren, where the decedent was not living in the employee's household, the employee
shall be entitled to two days of paid leave of absence.

19.12.1 A "domestic partnership" shall exist between two persons, one of whom is an
employee of the Housing Authority, regardless of their gender and each of
them shall be the "domestic partner: of the other if they both complete, sign,
and cause to be filed with the Housing Authority an "Affidavit of Domestic
Partnership" attesting the following:

a. the two parties reside together and share the common necessities of life;

b. the two parties are: not married to anyone; eighteen years or older; not
related by blood closer than would bar marriage in the State of California;
and mentally competent to consent to contract;

c. the two parties declare that they are each other's sole domestic partner and
they are responsible for their common welfare;

d. the two parties agree to notify the Housing Authority if there is a change
of circumstances attested to the affidavit;

e. the two parties affirm, under penalty of perjury, that the assertions in the
affidavit are true to the best of their knowledge.

19.12.2 Termination. A member of a domestic partnership may end said relationship
by filing a statement with a Housing Authority. In the statement, the person
filing must affirm, under penalty of perjury, that 1) the partnership is
terminated, and 2) a copy of the termination statement has been mailed to the
other partner.

19.12.3 New Statements of Domestic Partnership. No person who has filed an affidavit
of domestic partnership may file another such affidavit until six months after a
statement of termination of the previous partnership has been filed with the
Housing Authority.

ATTACHMENT D - PAGE 2

4-4,



PC AGENDA ITEM NO.: 4-4.

HCrA BEREAVEMENT LEAVE

Housing Authority of the
County of Alameda

HOUSING AUTHORITY OF THE COUNTY OF ALAMEDA

ARTICLE I - PURPOSE

The purpose of this Policy is to provide a paid leave benefit to all Housing Authority
employees for the purpose of: grieving, attending a funeral or memorial service and taking
care of family matters, related to the death of an immediate family member.

ARTICLE I - POLICY

A. Bereavement leave is provided in the event of death of the employee’s immediate
family.

B. Immediate Family
For purposes of bereavement leave, immediate family is defined as:

Parent
Step-parent
Foster parent
Parent-in-law
Spouse
Domestic partner
Child
Step-child
Foster child
Sibling
Sibling-in-law
Grandparent
Grandchild
Legal guardian

ARTICLE III - DURATION OF LEAVE

A. Paid Bereavement Leave

1. Three (3) days of paid bereavement leave shall be provided to all Housing
Authority employees for bereavement of immediate family members as defined
in Article I1.B., above.

2. Bereavement leave must be approved by the employee’s manager in advance of
taking bereavement leave.

ATTACHMENT D - PAGE 3
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Housing Authority of the
County of Alameda

HOUSING AUTHORITY OF THE COUNTY OF ALAMEDA

3. Requests for paid bereavement leave shall be made by completing the form,
“Request to Take Bereavement Leave.”

B. Additional Bereavement Leave

1. Two (2) days may be taken from the employee’s accrued sick leave balance as
additional bereavement leave upon the approved request by the employee’s
manager.

2. Upon approval by the employee’s manager, an employee may use accrued
vacation for purposes of extended bereavement for immediate family members
as defined in Article I1.B., above.

Attachment 1: Request to Take Bereavement Leave

rev. Bereavement Leave 10/14/20 (previously referenced in the Personnel Rules)
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Section 19.16

An employee may be eligible to receive donations of paid leave to be included in the employee's
sick leave balance if he/she, his/her spouse or his/her child has suffered a catastrophic illness or

PC AGENDA ITEM NO.:

CATASTROPHIC SICK LEAVE PROGRAM

injury which prevents the employee from being able to work. Catastrophic illness or injury is
defined as a critical medical condition considered to be terminal, a long-term major physical
impairment or disability.

19.16.1

19.16.2

19.16.3

19.16.4

19.16.5

19.16.6

19.16.7

19.16.8

19.16.9

The tenured recipient employee, recipient employee's family, or other person
designated in writing by the recipient employee must submit a request to the
Personnel Officer.

The recipient employee is not eligible so long as he/she has paid leaves
available, however, the request may be initiated prior to the anticipated date
leave balances will be exhausted.

A medical verification which indicates that the employees’ illness or injury is
consistent with the Housing Authority’s definition contained in Section 19.17
herein.

A recipient employee is eligible to receive 675 hours or 720 hours depending
upon classification of donated time per employment.

Donations shall be made in half-day increments of 14.16/or 4.44 hours at a
minimum, and are irrevocable. The maximum that may be donated in a
calendar year is six (6) donor employee's days per recipient.

The donor employee may donate sick leave (up to 16.66 or 17.77 hours
depending upon classification, so long as 250 hours of sick leave are
maintained in an employee’s accrued sick leave balance after the donation),
vacation, compensatory time or in lieu holiday time which shall be converted
to recipient employee's sick leave balance and all sick leave provisions will
apply. Time donated in any pay period may be used in the following pay
periods. No retroactive donations will be permitted.

The donor's hourly value will be converted to the recipient's hourly value and
then added to the recipient's sick leave balance on a dollar-for-dollar basis.

The recipient employee's entitlement to personal disability leave will be
reduced by the number of hours added to the recipient's sick leave balance.

The determination of the employee's eligibility for Catastrophic Sick Leave
donation shall be at the Housing Authority's sole discretion and shall be final
and non-grievable.

ATTACHMENT E - PAGE 2
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CATASTROPHIC LEAVE SHARING PROGRAM

HOUSING AUTHORITY OF THE COUNTY OF ALAMEDA

ARTICLE I - PURPOSE

HACA'’s Catastrophic Leave Sharing Program permits an employee to voluntarily donate a
portion of their accrued leave to a leave sharing bank to be used by other HACA employees
who have exhausted all of their own accrued paid leave to help with a catastrophic injury
or illness or an employee caring for a catastrophically ill or injured family member.

ARTICLE II - ELIGIBILITY
A. Eligible Employees

Eligible employees are eligible to participate in the Catastrophic Leave Sharing
Program if:

1. The employee is a tenured employee (not on probation);

2. The employee has exhausted all paid leave (including sick and vacation leave,
floating holidays and compensatory time off) or will do so before the anticipated
return to work date;

3. The employee is not receiving State Disability Insurance or Workers’
Compensation benefits; and

4. The employee has not received any formal disciplinary action for excessive
absenteeism during the twelve (12) month period preceding the request for
catastrophic leave.

B. Qualifying Family Members

1. In addition to an employee’s own illness or injury, an employee may apply to
participate in HACA’s Catastrophic Leave Sharing Program in order to care for
the following family members who have a catastrophic illness or sustained a
catastrophic injury:

Spouse

Domestic Partner

Child (includes step-child and foster child)
Grandchild (includes step-child and foster child)
Grandchild (includes step-grandchildren)
Parent (includes in-laws)

Grandparent

Sibling (includes in-laws)

Adopted by Personnel Committee -10/14,/20 ATTACHMENT E - PAGE 3 Page 1 of 5
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2. Definition of Qualifying Family Member

The above family members include those that are biological, adopted, fostered,
step, legal ward, or a child to whom the employee stands in loco parentis, and
in-laws.

C. Determination of Employee Eligibility

1. Employee eligibility is based on the factors outlined in Article IL.A., above. The primary
considerations are:

a. The employee has exhausted all paid leaves; and

b. The employee has or has had a catastrophic illness or injury as defined in this
Policy.

2. The determination of the employee’s eligibility is at HACA’s discretion and the
determination is not grievable.

3. HACA will make a good faith effort to notify employees who are on extended
sick leave when it becomes apparent that their leave balances will soon be
exhausted. However, failure to notify employees creates no liability on the part
of HACA for losses the employee may incur.

D. Definition of Catastrophic Illness or Injury
For this program, a catastrophic illness or injury is defined as either:

e A critical medical condition considered to be terminal; or
¢ Along-term major medical impairment or disability; and
e Renders the employee unable to work.

ARTICLE III - PROGRAM ADMINISTRATION

A. Program Administrator

The Human Resources Manager is the program administrator for HACA’s
Catastrophic Leave Sharing Program. Leave donations must first be approved by
the Human Resources Manager who will provide the approved donation forms to
the Finance Department (Payroll). Donations are processed in the order in which
they are received by Payroll.

ATTACHMENT E - PAGE 4
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B. Leave Donations
1. Sick Leave

a. The donor-employee may donate a maximum of sick leave of up to 16.66 or
17.77 hours (depending upon classification) per donation.

b. After a donation is made, the donor-employee must be able to maintain a
sick leave balance of at least two-hundred and fifty (250) hours.

2. Vacation, Floating Holiday and Compensatory Time-Off
Donations are allowed of up to six (6) days per recipient.
3. Leave Bank

a. All leave donations are placed into a catastrophic leave sharing bank upon
which the recipient-employee will draw to maintain the recipient-employee
in a paid leave status.

b. Only the amount of hours needed to maintain the recipient-employee in a
full-time paid status are drawn from the leave bank. Only those hours
needed for the current pay period are drawn.

c. Leave donations are processed from the leave bank and added to the
recipient-employee’s sick leave balance. The donor-employee’s hourly rate
will be converted to the recipient-employee’s hourly rate and then added to
the recipient-employee’s sick leave balance on a dollar-for-dollar basis.

d. Donations to the leave bank can be made at any time.
4. Maximum Amount of Catastrophic Leave Usage

a. Recipient-employees are allowed to use a maximum of six-hundred and
seventy-five (675) hours or seven-hundred and twenty (720) hours
(approximately eighty-one (81) days in both cases) depending upon the
recipient-employee’s classification.

b. The maximum amount is for the duration of the recipient’s employment.
Once the recipient-employee has taken the maximum amount, they are no
longer eligible to participate in the Catastrophic Leave Sharing Program.

ATTACHMENT E - PAGE 5
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5. Donation Increments
a. Minimum Amount

Donations of sick, vacation, floating holiday and/or compensatory time off
are made in half-day increments up to the maximum amount of donation
allowed per donor-employee. The minimum amount of leave that can be
donated is one-half day per donor-employee.

b. Maximum Amount

1. The maximum amount of donated leave that can be made per donor-
employee is six (6) days per recipient so long as the donor-employee
maintains the minimum sick leave balance of two-hundred and fifty
(250) hours as required in Article II1.B.1.b., above.

2. The maximum amount (six (6) days includes any combination of sick
and/or vacation leave, floating holiday and/or compensatory time off.

C. Leave Donation Process
1. Application for Catastrophic Leave

a. Employees who would like to use catastrophic leave must complete the
Request for Catastrophic Leave Form (Attachment 1 to this Policy). There is
a section on the form that must be completed by the employee’s health care
provider.

b. If the employee’s health care provider does not complete their section on
the Request for Catastrophic Leave Form, the employee must provide
documentation from their healthcare provider indicating whether the
employee’s medical condition meets the definition of catastrophic illness or
injury as defined in Article I1.D., above.

2. Call for Donations

Once a request has been approved, the Human Resources Manager or their
designee will notify staff that an eligible employee would like to take advantage
of the catastrophic leave sharing bank and that donations to the bank are
needed.

ATTACHMENT E - PAGE 6
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3. Donation Forms

Donor-employees must complete the Catastrophic Leave Sharing Program
Donation Form (Attachment 2 of this Policy) and submit the form to the
Human Resources Department.

ARTICLE VII - DISSEMINATION OF POLICY

All employees shall receive a copy of this Policy when they are hired. The Policy may be
updated from time to time and redistributed with a form for the employee to sign and
return, acknowledging that the employee has received, read, and understands this Policy.

Attachment 1: Catastrophic Leave Sharing Request Form
Attachment 2: Catastrophic Leave Sharing Donation Form

rev. Catastrophic Leave Sharing Program 10/14/20 (previously referenced in the Personnel Rules)
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Article 14
USE OF AUTHORITY OWNED MOTOR VEHICLES

Section 14.1 DEFINITIONS

The definitions of this section shall govern the construction of this Article, unless the context
otherwise requires:

14.1.1  "Authority owned motor vehicle" means any motor vehicle as defined by
Section 31 of the Vehicle Code of the Sate of California, owned by or under
the control of the Housing Authority of Alameda County and provided for the
use of any Authority employee, in the performance of official duties;

14.1.2  "use in conduct of Authority business" means using, driving, operating,
storing, or parking, in the performance of or necessary to or in the course of the
duties of Authority employee in the performance of official duties, it also
includes use in emergency cases where ordinary humanity dictates no other
course than to render aid to persons in distress.

14.1.3 "employee" means all Authority employees.

Section 14.2 CARE OF VEHICLE

The driver of an Authority vehicle shall report every noted defect of the vehicle or its operation
in person or on the appropriate form as soon as possible to assure proper maintenance attention
to the Executive Director or his/her designee.

Section 14.3 USE OF SAFETY BELTS

The driver of an Authority vehicle shall operate his/her vehicle only after the safety belts have
been properly fastened by the driver and the passengers in the vehicle. These safety belts shall
remain fastened at all times while the vehicle is in motion.

Section 14.4 USE OF AUTHORITY OWNED MOTOR VEHICLES

Authority owned motor vehicles shall be used only in the conduct of Authority business. No
employee shall use or permit the use of any Authority owned motor vehicle other than use in the
conduct of Authority business and diminimus personal use. No Authority employee shall
transport persons in any Authority owned motor vehicle unless such transportation is necessary
in the conduct of Authority business. The Executive Director may elect to use a Housing
Authority vehicle for commute purposes and such mileage shall be reported as income to the
IRS.

Except as provided herein, no Authority employee shall drive an Authority owned motor vehicle

without a valid California Motor Vehicle Operator's License and a driving record which permits
the employee to be insured by the Authority's vehicle insurance carrier as part of the regular
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group policy. The Authority may permit an employee who is uninsurable under the Authority's
regular group policy to secure personal automobile insurance which covers his/her use of
Authority vehicles and which names the Housing Authority of Alameda County as a covered

party.

Section 14.5 VEHICLE OPERATION DAMAGE REPORT

The Executive Director or his/her designee shall administer the vehicle operation damage report
program, including all forms and procedures. Vehicle operation damage report forms shall be
placed and maintained in a conspicuous place in every Authority vehicle. The driver of any
Authority vehicle is responsible for completing a report on the provided form and submitting it
within 24 hours following any collision in which any damage may have been caused or any other
situation in which there was damage caused to an Authority vehicle.

Section 14.6 ASSIGNMENT OF CAR: MUST BE PROPERLY GARAGED

When an Authority owned vehicle is assigned to an individual for use outside working hours, the
individual to whom the vehicle is assigned shall be responsible for affording the maximum
protection practicable against theft, vandalism, damage, and the elements by placing such vehicle
in a garage or carport if available.

Section 14.7 DISCIPLINARY ACTION FOR MISUSE

Any employee or appointive officer who uses an Authority owned motor vehicle otherwise than
for use in the conduct of Authority business or in other violation of this Article may be subject to
disciplinary action up to and including discharge.

Section 14.8 LIABILITY FOR COSTS OF MISUSE

Any employee who misuses an Authority motor vehicle shall be liable to the Authority for the
actual cost proximately resulting from any misuse by him of such Authority motor vehicle, in
addition to any disciplinary action that may be imposed.

Section 14.9 RESPONSIBILITY OF SUPERIORS

A superior is subject to disciplinary action and/or the actual cost of damages resulting from any
misuse by an Authority employee to the extent that the superior directs, authorizes or knowingly
and intentionally allows the misuse of an Authority vehicle.

Section 14.10 COSTS OF MISUSE

Actual costs of misuse of a motor vehicle shall include the following:

a. expense of operation. Expense of operation of an Authority owned motor vehicle for the
distance traveled during such misuse, or where the misuse amount to an unreasonable
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deviation thereof the distance traveled in excess of the shortest practical route, computed
on a mileage basis in accordance with the schedule of mileage rates established by the
Housing Commission for the payment of private mileage claims of Authority employees;

b. property damage. Any and all property damage to the Authority owned motor vehicle
and other Authority property, proximately resulting from such misuse; provided,
however, that a credit shall be allowed the officer or employee equal to any amount paid
to the Authority by a third party;

c. reimbursement to Authority. The amount of any judgment or claim not covered by
insurance that the Authority pays by reason of the death, injury, or damage to persons or
property arising out of misuse of an Authority motor vehicle, including interest at the
legal rate accruing from the time of payment by the Authority. In no event shall these
rules be construed as conferring a right of subrogation on the part of insurance carriers

for Authority vehicles where no such right existed at the time of the adoption of
these rules or independently thereof.

These rules are intended to provide rules for the use of Authority owned vehicles as between the
Authority and its employees only, and shall not affect in any way rights and obligations of third
parties, including insurance carried for the Authority owned vehicles.

Section 14.11 INVESTIGATION, DETERMINATION, AND COLLECTION OF
COSTS

The Executive Director shall in each case investigate, determine the costs attributable to misuse
and collect the amount of actual costs attributed to the misuse of the Authority owned vehicles
by employees of his department. Money collected from the employee shall be deposited in the
Authority Treasury to the credit of the fund supporting operation of the vehicle which was
improperly used.

Section 14.12 APPEALS

Any employee involved in the misuse of an Authority owned motor vehicle shall be given an
opportunity to give an explanation. Such employee shall have the right within ten days after
service upon him of a demand in writing for reimbursement of costs of misuse, to file a
grievance pursuant to these Rules.

Section 14.13 IDENTIFICATION REQUIRED

All Authority vehicles may have affixed an appropriate emblem, tag, or sign approved by the
Housing Commission showing that such motor vehicle is the property of the Authority and
showing the motor vehicle number assigned to such vehicle.
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VEHICLE USE PROGRAM

HOUSING AUTHORITY OF THE COUNTY OF ALAMEDA

ARTICLE I - PURPOSE

Employees who operate HACA vehicles (includes owned, leased, or rental vehicles) or use their
personal vehicle of HACA business as a part of their jobs are expected to operate them safely to
prevent accidents which may resultin injuries and property loss. Itis the policy of HACA to provide
and maintain a safe working environment to protect our employees and the citizens of the
communities we serve from injury and property loss. HACA considers the use of automobiles part
of the working environment and is committed to promoting a heightened level of safety awareness
and responsible driving behavior in its employees.

ARTICLE II - SCOPE OF POLICY

A. This program has been developed to ensure compliance with state and federal
regulations and to guard against potential liabilities from accidents. The
information outlined in this program is in line with generally accepted best
practices and legal requirements for safe motor vehicle operations.

B. This program requires the full cooperation of each driver operates a vehicle while
performing HACA business.

ARTICLE III - RESPONSIBILITIES

A. Program Administrator

The Program Administrator for this program is the Human Resources Manager.
The Program Administrator has the responsibility for the overall risk management
of this program and is specifically responsible for:

¢ Ensuring the safe condition and maintenance of fleet vehicles;

e Evaluate drivers for the suitability of driving vehicles for HACA
business;

¢ Maintaining required records for the Fleet Management, Driver Safety
and Vehicle Use Program:

e Overseeing the investigation of motor vehicle accidents;

e Reporting motor vehicle accidents to HACA’s liability claims
administrator;

e Conducting and/or facilitating required training;

e Periodically reviewing the program for updates and modifications.

Adopted by Personnel Committee -10/14,/20 Page 2 of 16
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B. Managers
HACA managers are responsible for supporting the Plan Administrator and:

e Investigating and/or coordinating the investigation of motor vehicle
accidents with the Human Resources Manager;

e Taking appropriate action to manage drivers as defined by the
program;

e Ensuring that identified staff that are required to receive defensive
driver training attend the required training.

C. Drivers

Employees who drive HACA vehicles or their own vehicles for HACA business
must:

e Comply with safe and defensive driving practices;

e Attend required training;

e Always operate their own vehicle or HACA vehicles when performing
HACA business as identified in this program;

e Maintain a valid driver’s license and minimum insurance requirements
on personal vehicles used while performing HACA business;

e Maintain assigned vehicles according to established maintenance
standards;

e Report any motor vehicle accident to your manager on the same day as
the accident occurs;

e Complete an accident report using the report format attached;

e Cooperate with any post-accident requirements or actions.

ARTICLE IV - DRIVER ELIGIBILITY AND SELECTION

A. Driver Evaluation

Prior to being permitted to drive a HACA vehicle, drivers will be evaluated and
selected based on their driving ability. To evaluate employees as drivers,
management will:

1. Review past driving performance and work experience through previous
employer reference checks for all new employees required to drive for HACA
business.

2. Review the employee’s motor vehicle record through California’s Department
of Motor Vehicle’s (DMV) Employer Pull Notice Program.

Adopted by Personnel Committee -10/14,/20 Page 3 of 16
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3. Ensure that the employee maintains a valid driver’s license.
B. Driver Eligibility

The following guidelines have been established to assist with identifying, hiring, and
retaining safe drivers and ensuring ongoing safe driving practices.

e Employment applications and job descriptions will clearly identify if vehicle
operation is a job requirement.

e New employee background checks are conducted.

e Motor vehicle reports (MVRs) are obtained and reviewed for all
employees who drive agency-owned vehicles and personally owned
vehicles while on agency business to determine if the employee is an
acceptable driver as outlined in the following section.

e Employees must possess a valid driver’s license to legally operate the
class of vehicle(s) they drive in their employment.

e Employees who drive their personally owned vehicle on agency business must
show proof of automobile liability insurance in accordance with the Business
Use for Personally Owned Vehicles section.

e All employees who drive on agency business are required to comply with all
applicable state laws and regulations.

C. DMV Employer Pull Notice Program (EPN)

Employees who are authorized to drive an agency-owned and/or a personally
owned vehicle for HACA business will consent to being enrolled in the California
DMV’s Employer Pull Notice (EPN) Program. The DMV issues motor vehicle
reports (MVRs) on every person registered in the EPN Program. The DMV
automatically issues MVRs annually and whenever the driver is involved with
certain legal actions or activities. Employees who participate in this program will
sign a DMV Authorization for Release of Driver Record Information form
(Attachment 1).

1. Employee Deviations

When an employee’s driving record indicates a deviation from the acceptable
standards for driving records as indicated below, the employee’s manager will
work the Human Resources Manager to determine the most appropriate
intervention.

Adopted by Personnel Committee -10/14,/20 Page 4 of 16
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2. Acceptable Driving Record Standards
The criteria for determining if a prospective or current employee’s driving
record is acceptable is based on California’s Department of Motor Vehicle

Negligent Operator Treatment System (NOTS) criteria.

https://www.dmv.ca.gov/portal/dm/detail /dl/driversafety/neg operator

NOTS Criteria: HACA Intervention Level:

4 or more points in 12 months 2 or more points in 12 months
6 points in 24 months 4 points in 24 months
8 points in 36 months 6 points in 36 months

3. Unacceptable Driver Criteria

In addition to the NOTS criteria indicated above, HACA also uses criteria
established by the Housing Authority Risk Retention Pool (HARRP). HACA is a
member of HARRP which provides coverage for general liability and property
damage.

Employees of HARRP’s member agencies are considered unacceptable risks
and will not be covered by HARRP’s automobile liability program if an
employee meets one or more of the criteria. See Attachment 2 for a list of the s
nine (9) criteria for unacceptable drivers identified by HARRP.

4. HACA Intervention
When an employee’s motor vehicle record (MVR) reaches intervention levels
according to the chart above or falls into one or more of HARRP’s nine (9)
criteria for unacceptable drivers, HACA may initiate one or more or the

following actions:

a. Counsel the employee that employment may jeopardized if there are
additional violations or accidents;

b. Shift the employee to a non-driving position where feasible;

c. If a non-driving position is not an option, implement some additional
controls such as driver training to reinforce defensive driving safely;

Adopted by Personnel Committee -10/14,/20 Page 5 0f 16
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d. Restrict or eliminate use of personally-owned vehicles for agency
business;

e. Other intervention as determined and approved by the Executive
Director and the Program Administrator.

ARTICLE V - VEHICLE USE

A. Business Use - HACA-Owned Vehicles

1. These requirements apply to employees who are assigned and drive HACA-
owned vehicles while conducting HACA business.

a. Unless otherwise approved, agency-owned vehicles are not to be used
for personal purposes, including the commute to and from home.

b. Designated “on-call duty” employees are authorized to drive agency
vehicles home with their manager’s approval.

c. As a general rule, employees are not permitted to use HACA-owned
vehicles to commute to and from work.

i. In the event employees are permitted to use HACA-owned
vehicles to commute to and from home are not authorized to use
the vehicle for personal purposes other than commuting.
Minimum personal use, such as stopping for a personal errand on
the way between the employee’s home and worksite is
authorized. Under these conditions,

ii. =~ When a HACA-owned vehicle is assigned to an employee for use
outside of working hours, the employees to whom the vehicle is
assigned shall be responsible for affording reasonable protection
against vehicle theft, vandalism, damage from inclement weather
by placing the vehicle inside a garage or carport if available.

iii.  Internal Revenue Service (IRS) taxable fringe benefits may apply.
Contact the Finance Director for specific IRS requirements
regarding the applicability of mileage rates.

2. The following requirements pertain to all HACA-owned vehicles:

a. No one except an authorized employee may drive a HACA-owned
vehicle. This includes immediate family members and friends, except
in the case of a bona fide emergency.
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b. Drivers must comply with all applicable state laws and regulations.

3. HACA reserves the right to withdraw driving privileges at any time. Failure to
full any requirement of this program may result in disciplinary action up to and
including termination.

B. Business Use - Personally-Owned Vehicles

1. There may be times when it is necessary and more efficient for employees to
use their personally-owned vehicles while conducting HACA business.

2. Employees are not permitted to use personally-owned vehicles in conducting
agency business without prior approval of their manager or their designee.

3. Before authorizing an employee to use a personally-owned vehicle for HACA
business, the employee’s manager shall determine that:

a. The business purpose is valid;

b. The use of a personally-owned vehicle is in the best interests of HACA;
and

c. The employee has been approved to use their personally-owned
vehicle.

4. Insurance Requirements

a. Employees utilizing their personally-owned vehicles on agency business
must maintain automobile liability and property damage insurance
coverage in accordance with the State of California’s minimum requirements
of $15,000/$30,000 bodily injury coverage and $5,000 property damage
coverage.

b. HACA may require higher limits of $100,000/$300,000 for bodily injury
coverage and $50,000 for property damage.

c. If the employee’s insurance is modified, cancelled, terminated, lapsed or
curtailed for any reason, the employee must notify their manager within five
(5) work days of the coverage change.

d. Employees are required to maintain their vehicle in a reliably safe
mechanical condition.

5. Priority of Coverage in the Event of an Accident
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In case of an accident and subsequent claim, the coverage provided by the
employee's personal insurance will apply first. Insurance follows the vehicle,
not the driver. HACA's liability coverage will pay the insurance deductible for
the employee (if applicable and not reimbursed by others, e.g., another at-fault
driver) up to a maximum of $500 if an employee is involved in an accident in
their personally-owned vehicle when the requirements of this policy have been
met. HACA is not responsible for any increase in an employee’s insurance
premium as a result of an accident.

C. Use of Rental Cars on HACA Business

1.

HACA employees are not permitted to drive a rental car while conducting
HACA business without prior approval by the employee’s manager.

When renting a vehicle, the employee’s personal insurance is primary. The
rental car company requires the renter (employee) to sign a written agreement
transferring the liability and property damage (including damage to the rental
vehicle) back to the renter.

The rental car company will offer an optional Loss Damage Waiver (LDW)
intended to protect the renter should the car become damaged or stolen. If the
renter waives the LDW protection, the renter assumes financial responsibility
for damage to the rental car, loss of use of the car while it is being repaired,
miscellaneous administrative expenses of the rental company and liability and
property damage to third parties.

HACA does not require the employee to purchase the LDW. However, if the
employee chooses to purchase the optional LDW, it will be at the employee’s
personal expense. In case of an accident and subsequent claim, the coverage
provided by the employee's personal insurance will apply first.

D. Electronic Wireless Communication Devices

1. The following requirements address the wuse of electronic wireless
communication devices while driving HACA-owned vehicles and personally-
owned vehicles while conducting HACA business. The California State Vehicle
Code’s (Vehicle Code §23123.5) current definition of an “electronic wireless
communication device” includes:

e Broadband personal communication device;
e Specialized mobile radio device;
e Handheld device or laptop computer with mobile data access;
e Pager; and
e Two-way messaging device.
Adopted by Personnel Committee -10/14,/20 Page 8 of 16
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2. HACA employees shall not operate HACA-owned vehicles or a personally-
owned vehicle while on HACA business while using an electronic wireless
communication device unless the device and vehicle meet the conditions noted
below. “Using” includes, but is not limited to, viewing, talking, taking or
transmitting images, playing games, composing, sending, reading, accessing,
browsing, transmitting, saving or retrieving email, text messages, or other
electronic data.

3. The following requirements adhere to the California Vehicle Code (Vehicle
Code §§23123 - 23125):

a. The Code prohibits driving a motor vehicle while holding and operating
a handheld wireless telephone or a wireless electronic communications
device, unless the device is mounted on the vehicle’s windshield or is
mounted/affixed to a vehicle’s dashboard or center console in a manner
that does not hinder the driver’s view of the road.

b. The driver’s hand may only be used to activate or deactivate a feature or
function on the device with the motion of a single swipe or tap of the
driver’s finger, but not while holding it. The law does not apply to
manufacturer-installed systems that are embedded in a vehicle.

4. HACA employees without hands-free wireless communication devices may use
their device after safely exiting a highway, pulling safely to the side of a road
and stopping the vehicle.

ARTICLE VI - ACCIDENT REPORTING PROCEDURES

A. Reportable Incidents

Vehicle accident procedures must be followed in the event of any accident or
incident involving HACA-owned vehicles or personally-owned vehicles that has
occurred while performing HACA business. This includes minor incidents and
collisions, even if there does not appear to be any injuries and/or property
damage. Drivers are required to immediately report the incident to their manager
on the same day the incident or accident has occurred. After business hours,
drivers are still required to call their supervisor to report the accident or incident.

B. Reporting Procedures

1. Employees are to use the attached Vehicle Accident Report form for reporting
incidents or accidents (Attachment 3). Employees must keep a copy of this form
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in all HACA-owned vehicles and in their personally-owned vehicles if used for
HACA business.

2. The vehicle accident reporting procedures are outlined in Attachment 4. These
procedures are provided by HACA'’s liability risk pool administrator.

3. Police Notification

a. The local police or the California Highway Patrol are to be notified in the
event that an accident results in:

e An estimated property damage in excess of $750.00
e Any bodily injury - no matter how minor
e Death of anyone involved

b. Whenever a police report has been made, a copy shall be obtained and
placed in the motor vehicle accident file.

ARTICLE VII - CULPABILITY FOR MISUSE

A. Misuse

Misuse of a HACA-owned vehicle means any use that is in violation of the policy of
this program.

1. Disciplinary Action

If misuse is established, the employee found culpable for misuse may be subject
to disciplinary action. In addition, if the employee’s manager knowingly allows
the misuse of a HACA-owned vehicle, the employee’s manager may be subject
to disciplinary action. Disciplinary action may include termination from
employment.

2. Liability for Damage

a. Employees how are found to have misused a HACA-owned vehicle shall
be liable to the Housing Authority for the costs of repair resulting from
the misuse.

b. Costs for Damage
Adopted by Personnel Committee -10/14,/20 Page 10 of 16
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Actual costs of misuse of a HACA-owned vehicle include the following:
i. Expense of Operation

Expense of operation of a HACA-owned vehicle includes the distance
traveled during misuse, or the distance between the misuse to an
unreasonable deviation from normal business use. Expense of
operation is computed on a mileage basis in accordance with the
schedule of mileage rates established by the IRS for the payment of
private mileage claims of Authority employees;

ii. Property Damage

e Costs include all damage to the HACA-owned vehicle and other
Housing Authority property, proximately resulting from misuse.

e A credit shall be applied equal to any amount paid to the Housing
Authority by a third party for damage to the vehicle. The amount
of the credit shall be deducted from the amount owing for damage
resulting from the misuse.

iii. Reimbursement to the Housing Authority

e The employee who is culpable for misuse of a HACA-owned
vehicle shall be responsible for reimbursing the Housing
Authority for the amount of a judgment or claim that is paid by
the Housing Authority for the death, injury or damage to persons
or their property arising out of the misuse of a HACA-owned
vehicle.

e The amount of the reimbursement shall include interest at the
legal rate accruing from the time payment was made by the
Housing Authority.

e In no event shall the rules regarding reimbursement be
construed as conferring a right of subrogation on the part of
insurance carriers for Housing Authority vehicles where no such
right existed at the time of the adoption of these rules.

e These rules are intended to provide for the ability of the Housing
Authority to seek reimbursement from an employee who has
been found to have misused a HACA-owned vehicle and shall not
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affect in any way rights and obligations of third parties, including
insurance carried for the Authority owned vehicles.

B. Determination of Costs

The Executive Director or their designee shall perform an investigation to
determine the costs attributable to the misuse and collect the amount from the
employee.

C. Employee Right to Respond and Appeal

1. An employee who has been found to have misused a HACA-owned vehicle and
determined to be responsible for the costs for damages resulting from that
misuse has the right to provide a written explanation in response to the misuse
determination.

2. After the employee has been provided a written demand for reimbursement of
costs arising out of the misuse, the employee may appeal by filing a grievance
in accordance with Article 23 - Grievance Procedure, of these rules.

ARTICLE VIII - VEHICLE SELECTION, INSPECTION AND MAINTENANCE

Proper selection and maintenance of fleet vehicles are important aspects of this program.
Reduced operational costs and accidents can be a direct result of a well-implemented
maintenance policy.

A. Vehicle Selection

Selection of vehicles will depend upon the primary function for which the vehicle
will be used. HACA will purchase vehicles designed for their primary intended use.
For example, (1) Housing Authority maintenance staff are assigned work vans
appropriate for transporting materials for construction and repairs and (2) vehicles
used for basic transportation will be fuel efficient.

B. Vehicle Inspection

1. The employee to whom the vehicle is assigned shall perform semi-annual
inspections using the Vehicle Inspection Form (Attachment 5). Completed
forms for the semi-annual inspections are to be forwarded to the Program
Administrator (Human Resources Manager). More frequent inspections may be
required based upon heavy use of the vehicle.

2. The employee to whom the vehicle is assigned shall report any defect or
deficiency in or on the vehicle using the Vehicle Inspection Form on the same
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day that the issue was detected. These forms should be returned to the
employee’s manager.

C. Vehicle Maintenance

Vehicle maintenance falls into three (3) basic categories: preventive maintenance,
demand maintenance and crisis maintenance. The goal of this program is to focus
most of the maintenance of HACA-owned vehicles on preventive maintenance.

1. Preventive Maintenance

Preventive maintenance is performed on a mileage or time basis. Typical
maintenance includes oil/filter changes, lubrication, tightening belts and
components, engine tune-ups, brake work, tire rotation, hose
inspection/replacement and radiator maintenance.

2. Demand Maintenance

Demand maintenance is performed only when the need arises, such as light
bulbs, gauges, flat tires, transmissions and wear and tear maintenance. It is the
design of the regular inspection schedule to note when these types of
maintenance are required.

3. Crisis Maintenance

Crisis maintenance involves a vehicle breakdown while on the road. While
situations of this type may happen regardless of the quality of preventive
maintenance and regular inspections, crisis maintenance situations can be
minimized by maximizing preventive procedures.

4. Recordkeeping

Copies of invoices or service orders for maintenance performed shall be
maintained by the employee that drives an assigned HACA-owned vehicle. All
records for vehicles not assigned to a specific individual shall be submitted to
the Procurement Department for payment and to the Program Administrator.

ARTICLE IX - DRIVER TRAINING

A. All employees using HACA-owned vehicles will receive a copy of the Fleet
Management, Driver Safety & Vehicle Use Program and will be provided training
with the following areas being emphasized:

e Review basic driver safety practices
e Review of the accident procedures in this program
Adopted by Personnel Committee -10/14,/20 Page 13 of 16
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e Review of vehicle inspection responsibilities
e Review of defensive driver techniques

B. Driver’s License Suspension
Employees hired to drive HACA-owned vehicles as part of their job must have the basic
skills and credentials necessary to operate the vehicle being used. Employees are
required to notify their manager if their license is suspended or revoked.
C. Remedial Training
1. Drivers may be required to attend a safe driving school or course if a review of
the motor vehicle report (MVR) issued by the California Department of Motor
Vehicles indicates:
a. One or more violations within any one-year period, or

b. A conviction for driving while under the influence of alcohol or drugs.

2. Depending on the severity of the conviction, the employee’s driving privileges
with HACA may be revoked.

ARTICLE X - DEFENSIVE DRIVING AND SAFETY

A. Safety Belts
1. The driver and all occupants of a HACA-owned vehicle are required to wear
safety belts when the vehicle is in operation or while riding in the vehicle. The

driver is responsible for ensuring passengers wear their safety belts.

2. Children under 4 years of age or under 40-pounds in weight must be secured
in a Department of Transportation (DOT) approved child safety seat.

B. Impaired Driving
The driver must not operate a vehicle at any time when their ability to do so is
impaired, affected, influenced by alcohol, illegal drugs, prescribed or over-the-
counter medication, illness, injury or fatigue.

C. Traffic Laws

Drivers must abide by the federal, state and local motor vehicle regulations, laws
and ordinances.
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D. Defensive Driving

Drivers are required to participate in defensive driving training on a periodic
basis and must familiarize themselves with the basics of defensive driving.

rev. Fleet Management, Driver Safety & Vehicle Use Policy/14/20 (previously referenced in the Personnel Rules)
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ACKNOWLEDGEMENT OF RECEIPT AND UNDERSTANDING

[ acknowledge the receipt of a copy of the Housing Authority of the County of Alameda’s
“Fleet Management, Driver Safety & Vehicle Use Program.” I have read and understand my
responsibilities under this program and I agree to abide by my responsibilities as outlined.
[ understand that I will be subject to discipline for violating this program or subject to
other appropriate sanctions for failing to fulfill my responsibilities as outlined in the
program.

Employee Name:

Signature:

Date:
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Department(s): | Housing Programs Required Possession of a California
Administration Various Licenses: Driver’s License
Unit(s): Progsramsspecal-Lrograms Required Training certifications as
ini ionVarious Certifications: required by supervisor.
Reports to: Management Staff
FLSA Status: Non-exempt
Represented: SEIU Local 1021

DEFINITION/PURPOSE:

Under general supervision_and in support of Housing Authority goals and objectives, performs te //{ Formatted: Font: (Default) +Headings (Cambria), 12 pt,
provide-a wide variety of higher level administrative tasks involving strong analytical skills in support Font color: Black, Expanded by 0.25 pt
of the programs, departments or functions to which assigned.

DISTINGUISHING FEATURES:

The Housing Technician classification performs a higher level of administrative tasks requiring strong
analytical skills as distinguished from the Administrative Clerk classification which is an entry level
position. This classification may be located in one of the Housing departments (Programs or Special
Programs) or in the Administration department.

SUPERVISION RECEIVED AND EXERCISED:

The Housing Technician classification receives direetion—and-supervisiendirect supervision from
management staff and receives guidance from Leadworker(s) at management’s discretion,: ///{ Formatted: Font: (Default) +Headings (Cambria), 12 pt, }

Font color: Black, Expanded by 0.2 pt
\{ Formatted: Font: (Default) +Headings (Cambria), 12 pt, }

ESSENTIAL AND MARGINAL JOB FUNCTIONS:

Primary (essential) and less essential (marginal) responsibilities may include, but are not limited to, the

Font color: Black, Expanded by 0.2 pt

following:
i i . Formatted: Numbered + Level: 1 + Numbering Style: 1, 2,
Essential Functions: 3, ... + Start at: 1 + Alignment: Left + Aligned at: 0.25" +
Indent at: 0.5", No widow/orphan control, Tab stops: Not at
1. Maintain and analyze large sets of data for planning, decision-making, tracking, and reporting 1"+ 15"+ 2"+ 25"+ 3"+ 35"+ 4"+ 45"+ 5"+

—

wait list applicant inquiries, and assisting with wait list openings. TFormatted: Font: 12 pt, Font color: Black, Expanded by 0.2
p

I ] . N ] ] / Formatted: No bullets or numbering

Formatted: Numbered + Level: 1 + Numbering Style: 1, 2,
3, ... + Start at: 1 + Alignment: Left + Aligned at: 0.25" +
- Indent at: 0.5"

information, sending mass mailings -for available units and available vouchers, responding to pt
t

e - - . 55"+ 6"+ 6.5"
related to classification job functions,
Formatted: Font: 12 pt, Font color: Black, Expanded by 0.2 }
pt
12 Support maintenance of Maintain-HACA'’s waiting lists, including updating applicant \ Formatted: Font: 12 pt, Font color: Black, Expanded by 0.2 }
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3. SuppertAssist HACA's Seetion-504-Coordinater Leadworkers and/or management with
precessingreasonable accommodation requests, including processing of requests, verification
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3, .. + Start at: 1 + Alignment: Left + Aligned at: 0.25" +
Indent at: 0.5"

BN
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and communication with relevant parties, analyzing and making recommendations for
B . B . . L. Formatted: Font: 12 pt, Font color: Black, Expanded by 0.2
approval/denial, preparing HACA'’s response for approval/denial, and maintaining records for pt
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Plan and schedule inspections for all units across HACA i i i pt

Formatted: Font: 12 pt, Font color: Black, Expanded by 0.2
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tracking outcomes, and maintaining records.
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Font color: Black, Expanded by 0.2 pt

’ Formatted: Left, Indent: Left: 0.5", Right: 0", Line

5. Utilize housing software systems as required for specific functions, including troubleshooting spacing: Multiple 1.15 li, No bullets or numbering
and communication/coordination with relevant parties to report and resolve issues. Formatted: Indent: Left: 0.5", No bullets or numbering

participants, owners and the general public, as directed,

‘1 Formatted:

Formatted: Font: (Default) +Headings (Cambria), Font
6. Receive, review, scan and distribute a variety of documents including applications, forms and color: Black, Expanded by 0.2 pt, Not Highlight
other information submitted by program participants or owners, contracts, bid documents Formatted [—ﬂ
and general correspondence. Formatted )
7. Initiate and respond to communication with participants, vendors, owners and clients via Formatted
phone, email or mail as related to, specific job functions, Formatted
Formatted (... j
g Formatted: Normal, No bullets or numberin )
8. Prepare or review a variety of forms and documents such as invoices, records of ormattec: Torma’, Mo bullets or numbering
transactions, requisitions and purchase orders; verify data for accuracy and submit to the Formatted -
appropriate manager. Formatted
Formatted
Formatted [ }
5.9. Satisfactorily complete any required training courses and pass any associated exams in Formatted: Indent: Left: 0.5', No bulets or numbering |
order to complete the training curriculum. Formatted
Formatted: Normal ]
Marginal Functions: Formatted: Font: +Headings (Cambria), Expanded by 0.2 |
Formatted
. Formatted: Indent: Left: 0.5", No bullets or numbering ]
1. InereaseExpand and aApply knowledge of Housing Authority programs, policies and Formatted: Font: +Headings (Cambria), Expanded by 0.2 ]
procedures related to speeifieclassification job functions. Formatted )
i i i . . . Formatted [—i
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: . . o Formatted: Not Highlight
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14. Provide housing program eligibility-information beth-ever-the pheneandinpersen-to

applicable parties related to classification job functions.
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KNOWLEDGE AND ABILITIES:

The Housing Technician classification requires the:

Formatted: Font: +Headings (Cambria)

Formatted: Heading 1, Indent: Left: 0.65", Space Before:
0.05 pt

Formatted: Font: +Headings (Cambria), No underline
Formatted: Font: +Headings (Cambria), Not Bold

and spreadsheet applications, with strong skills in Excel and /or Access.

e English usage, spelling, grammar and punctuation.
e Basic methods and practices used in housing assistance and/or social services programs.

o . )

Formatted: Font: +Headings (Cambria)

e Modern office practices, procedures, methods and computer equipment.

e Scanning and electronic filing techniques.

e Document and report production methods.

e Principles and procedures of record keeping and reporting.

e Preparation of general business correspondence.

e Techniques for providing a high level of customer service by effectively dealing
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Ability to: Formatted
e Learn and correctly interpret and apply the policies and procedures of the function to Formatted:
which assigned. ~| Formatted:

Font: +Headings (Cambria)

e Understand and carry out complex oral and written directions.

e Analyze and evaluate large volumes of data /{ Formatted:

Font: +Headings (Cambria)

J L

e Organize work, set priorities and meet critical time deadlines.
Compile, review, and categorize detailed information; prepare records.

Organize, maintain and update large quantities of documents /{ Formatted:

Font: +Headings (Cambria)

e Establish and maintain a variety of filing, record keeping and tracking systems. _—{ Formatted:

Font: +Headings (Cambria), 12 pt

e Operate and maintain modern office equipment, including computer equipment and | Formatted:

Font: +Headings (Cambria)

specialized software application programs.
e Compose correspondence independently or from brief instructions.
o Use English effectively to communicate in person, over the telephone and in writing.

o Establish, maintain and foster positive, professional, and effective working
relationships with those contacted in the course of work.

MINIMUM QUALIFICATIONS:

Any combination of education and experience that would likely provide the required knowledge and
abilities is qualifying. A typical way to obtain the knowledge and abilities would be:
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QUALIFICATION REQUIREMENTS:

e JU A U A A JC G A L U

Formatted: Level 6, No bullets or numbering, Keep with
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Reasonable accommodations may be made to enable individuals with disabilities to perform these
essential functions. To perform the duties of this classification successfully, an individual must be able to
perform each essential job function satisfactorily. The requirements listed above are representative of the \\

knowledge, skill, and/or ability required for the Housing Technician. Reasonable accommodation may be “I Formatted: Font: +Headings (Cambria), 12 pt )
made to enable individuals with disabilities to perform the essential job functions. In addition, a driving Commented [CJ1]: Does this also apply to internal candidates? ]
record acceptable to the Housing Authority’s insurance carrier must be maintained. {Formatted: Font: +Headings (Cambria), 12 pt ]
PHYSICAL DEMANDS:

The physical demands described here are representative of those that must be met by an employee to
successfully perform the essential functions of the Housing Technician classification.

While performing the duties of this classification, mobility within the workplace is required. Manual
dexterity is required to operate a computer. Good eyesight is required to read and write. Good hearing
and speech are necessary in order to communicate with the general public, co-workers, agency clients, the
general public and officials contacted in the normal course of work. Regular attendance is required.
Employees in this classification must be able to handle stressful situations.
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Department(s): | Various Required Possession of a California
Unit(s): Various Licenses: Driver’s License

Reports to: Management Staff Required Training certifications as
FLSA Status: Non-exempt Certifications: required by supervisor.
Represented: SEIU Local 1021

DEFINITION/PURPOSE:

Under general supervision and in support of Housing Authority goals and objectives, performs a wide
variety of higher level administrative tasks involving strong analytical skills in support of the
programs, departments or functions to which assigned.

DISTINGUISHING FEATURES:

The Housing Technician classification performs a higher level of administrative tasks requiring strong
analytical skills as distinguished from the Administrative Clerk classification which is an entry level
position. This classification may be located in one of the Housing departments (Programs or Special
Programs) or in the Administration department.

SUPERVISION RECEIVED AND EXERCISED:

The Housing Technician classification receives direct supervision from management staff and receives
guidance from Leadworker(s) at management’s discretion.

ESSENTIAL AND MARGINAL JOB FUNCTIONS:

Primary (essential) and less essential (marginal) responsibilities may include, but are not limited to, the
following:

Essential Functions:

1. Maintain and analyze large sets of data for planning, decision-making, tracking, and reporting
related to classification job functions.

2. Support maintenance of HACA’s waiting lists, including updating applicant information,
sending mass mailings for available units and available vouchers, responding to wait list
applicant inquiries, and assisting with wait list openings.

3. Assist Leadworkers and/or management with reasonable accommodation requests, including
processing of requests, verification and communication with relevant parties, analyzing and
making recommendations for approval/denial, preparing HACA’s response for

approval/denial, and maintaining records for tracking and reporting.
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Plan and schedule inspections for all units across HACA’s housing programs, including
maintaining tracking files, coordinating the schedule of contracted inspector(s), mailing
notices, communicating with participants, owners and inspectors, processing and tracking
outcomes, and maintaining records.

Utilize housing software systems as required for specific functions, including troubleshooting
and communication/coordination with relevant parties to report and resolve issues.

Receive, review, scan and distribute a variety of documents including applications, forms and
other information submitted by program participants or owners, contracts, bid documents
and general correspondence.

Initiate and respond to communication with participants, vendors, owners and clients via
phone, email or mail as related to specific job functions.

Prepare or review a variety of forms and documents such as invoices, records of
transactions, requisitions and purchase orders; verify data for accuracy and submit to the
appropriate manager.

Satisfactorily complete any required training courses and pass any associated exams in order
to complete the training curriculum.

Marginal Functions:

1.

5.

Expand and apply knowledge of Housing Authority programs, policies and procedures related
to classification job functions.

Maintain records and files to ensure accuracy and compliance with requirements.

Answer and direct phone calls received through the Housing Authority’s call center from
participants, owners and the general public, as directed.

Provide housing program information to applicable parties related to classification job
functions.

Perform other duties as assigned.

KNOWLEDGE AND ABILITIES:

The Housing Technician classification requires the:

Knowledge of:
e Computer applications related to the work, including word processing, database,

and spreadsheet applications, with strong skills in Excel and/or Access.
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e English usage, spelling, grammar and punctuation.
e Basic methods and practices used in housing assistance and/or social services programs.

e Modern office practices, procedures, methods and computer equipment.
Scanning and electronic filing techniques.

Document and report production methods.

Principles and procedures of record keeping and reporting.

Preparation of general business correspondence.

Techniques for providing a high level of customer service by effectively dealing
withthe public, vendors, contractors and Housing Authority staff.

Ability to:
e Learn and correctly interpret and apply the policies and procedures of the function to

which assigned.

Understand and carry out complex oral and written directions.

Analyze and evaluate large volumes of data.

Organize work, set priorities and meet critical time deadlines.

Compile, review, and categorize detailed information; prepare records.

Organize, maintain and update large quantities of documents.

Establish and maintain a variety of filing, record keeping and tracking systems.

e Operate and maintain modern office equipment, including computer equipment and
specialized software application programs.

e Compose correspondence independently or from brief instructions.

e Use English effectively to communicate in person, over the telephone and in writing.

¢ Establish, maintain and foster positive, professional, and effective working
relationships with those contacted in the course of work.

MINIMUM QUALIFICATIONS:

Any combination of education and experience that would likely provide the required knowledge and
abilities is qualifying. A typical way to obtain the knowledge and abilities would be:

A. Housing Authority internal candidates only:
Two (2) years in the classification of Administrative Clerk in the Housing Authority service.

B. External Candidates:
1. Two (2) years of responsible administrative experience, which includes a demonstrated high
level of: organization skills, use of spreadsheets, attention to detail and use of a variety of
computer software programs.

2. Experience working with or for assisted housing programs, social services programs, property
management or other housing-related fields is preferred.
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3. Possession of an AA degree in the field of social services or other relevant field may be
substituted for one year of experience.

QUALIFICATION REQUIREMENTS:

To perform the duties of this classification successfully, an individual must be able to perform each
essential job function satisfactorily. The requirements listed above are representative of the knowledge,
skill, and/or ability required for the Housing Technician. Reasonable accommodation may be made to
enable individuals with disabilities to perform the essential job functions. In addition, a driving record
acceptable to the Housing Authority’s insurance carrier must be maintained.

PHYSICAL DEMANDS:

Reasonable accommodations may be made to enable individuals with disabilities to perform these
essential functions. The physical demands described here are representative of those that must be met by
an employee to successfully perform the essential functions of the Housing Technician classification.

While performing the duties of this classification, mobility within the workplace is required. Manual
dexterity is required to operate a computer. Good eyesight is required to read and write. Good hearing
and speech are necessary in order to communicate with the general public, co-workers, agency clients, the
general public and officials contacted in the normal course of work. Regular attendance is required.
Employees in this classification must be able to handle stressful situations.
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