REGIONAL HOUSING AUTHORITY

Serving the Cities of Live Oak, Yuba City and Colusa » Counties of Sutter, Nevada, Colusa and Yuba

1455 Butte House Road - Yuba Clty, CA 95993
Phone: (530) 671-0220 - Toll Free. (888) 671-0220 - TTY: (866) 735-2929 - Fax: (530) 673-0775
wwav. ReglonalHA org

October 8, 2019

TO:  Chairperson Kent Boes Sutter County Board of Supervisors
Commissioner Dan Miller Nevada County Board of Supervisors
Commissioner Brian Foss Yuba County Board of Supervisors
Commissioner Manny Cardoza Colusa County Board of Supervisors
Commissioner Jeramy Chapdelaine City Council, Live Oak
Commissioner David Waite City Council, Yuba City
Commissioner Suzanne Gallaty City Council, Colusa
Commissioner Rick Millhollin Appeal-Democrat
Commissioner Ron Sullenger Duane Oliveira, General Counsel Emeritus
Commissioner Toni Benson PEU Local #1
Commissioner John Loudon Terrel Locke, City of Yuba City
Commissioner Doug Lofton Rob Choate, County of Nevada
Commissioner Randy Fletcher The Union
Commissioner Bob Woten Judy Sanchez, City of Yuba City

Legal Counsel Brant Bordsen

NOTICE OF REGULAR MEETING

October 16, 2019

You are hereby notified that the Commissioners of the Regional Housing Authority are called to
meet in Regular Session at 12:15 PM on Wednesday, October 16, 2019 at Richland
Neighborhood Center, 420 Miles Avenue, Yuba City, CA 95991.

cutive Director

=x Regional Housing Authority is an equal opportunity employer and housing provider



AGENDA
REGULAR MEETING
OF THE BOARD OF COMMISSIONERS OF
REGIONAL HOUSING AUTHORITY
Richland Neighborhood Center, 420 Miles Avenue, Yuba City, CA 95991
October 16, 2019, 12:15 PM

. CALLTO ORDER: ROLL CALL

PLEDGE OF ALLEGIANCE

PUBLIC PARTICIPATION: Members of the public shall be provided with an
opportunity to address the Board on items of interest that are within the subject
matter jurisdiction of the Board. Any member of the audience who may wish to
bring something before the Board that is not on the agenda may do so at this time;
however, State law provides that no action may be taken on any item not appearing
on the posted Agenda. Persons who wish to address the Board during public
comment or with respect to an item that is on the agenda, will be limited to three
(3) minutes.

. AWARDS AND PRESENTATIONS: NONE

EXECUTIVE SESSION: May be held under California Government Code regarding
pending and/or anticipated litigation, property acquisition, and/or personnel issues.

CONSENT CALENDAR: All matters listed under Consent Calendar are
considered to be routine and can be enacted in one motion. There will be no
separate discussion of these items prior to the time that the Board votes on the
motion, unless members of the Board request specific items to be discussed or
removed from the Consent Calendar for individual action.

1. Approval of Minutes — September 18, 2019 pg. 1

2. Approval of Out of State Travel for Executive Assistant/HR pg. 4
Coordinator and Occupancy Manager (Assets)

3. Resolution 19-1637 — Housing Choice Voucher Fraud Recovery pg. 6
Collection Loss Write-Off

4. Resolution 19-1638 — Percy Avenue Collection Loss Write-Off pg. 8
5. Resolution 19-1639 — Public Housing Collection Loss Write-Off pg. 10
6. Resolution 19-1640 — Teesdale Collection Loss Write-Off pg. 12

7. Resolution 19-1641 — Kingwood Commons Collection Loss Write-Off  pg. 14



8. Resolution 19-1642 — Rural Development Collection Loss Write-Off  pg. 16

9. Approval of Reclassification of Maintenance Technician | to pg.18
Maintenance Technician |l

G. OLD BUSINESS: Discussion/Possible Action: NONE
H. NEW BUSINESS: Discussion/Possible Action:

10. Approval of Addendum to Memorandum of Understanding between pg. 21
PEU Local #1, Affiliated with AFSCME International and Regional
Housing Authority
Jennifer Ruiz, Executive Assistant/HR Coordinator

11. Approval of Employee Handbook pg.23
Gustavo Becerra, Executive Director

12. Resolution 19-1643, Authority to Authorize the Sale of the pg. 82
Devonshire Apartments to Colusa Devonshire, LP
Beckie Flores, Planning and Community
Development Manager

13. Recommend Approval to Award Construction Contract for Roof pg. 86
Replacement at Kingwood Commons to California Window
Industries
Larry Tinker, Senior Development and Rehab
Specialist

I.  ADMINISTRATIVE REPORT:

14. Administrative Update
Gustavo Becerra, Executive Director

J.  HOUSING COMMISSIONERS’ COMMENTS:
K. NEXT MEETING: November 6, 2019

L. ADJOURNMENT:

Ag101619



REGIONAL HOUSING AUTHORITY
Minutes
Regular Board Meeting
September 19, 2019

ITEM NO. A - CALL TO ORDER:

Chairperson Kent Boes called the meeting to order at the Richland Neighborhood Center, 420
Miles Avenue, Yuba City, CA 95991.

ITEM NO. A - ROLL CALL:

Chairperson Kent Boes, Commissioners Ron Sullenger, Rick Millhollin, Brian Foss, Randy
Fletcher, Manny Cardoza, Dan Miller, Suzanne Gallaty Doug Lofton, Bob Woten and Jeramy
Chapdelaine were present. Vice-Chairperson John Loudon, Commissioners Toni Benson and
David Waite were absent. Legal Counsel Brant Bordsen was also present.

ITEM NO. B. — PLEDGE OF ALLEGIANCE:

Commissioner Foss led the pledge of allegiance.

ITEM NO. C. — PUBLIC PARTICIPATION: NONE

ITEM NO. D. — AWARDS AND PRESENTATIONS: NONE

ITEM NO. E. — EXECUTIVE SESSION: NONE

ITEM NO. F.1. THROUGH F.10 - CONSENT CALENDAR:

Chairperson Boes stated item F.7. would be pulled for discussion.

Commissioner Miller made a motion to approve items F.1. through F.6. and items F.8 through F.
10. Consent Calendar as submitted. Commissioner Fletcher made the second. All were in favor
by voice vote and it passed unanimous.

Chief Financial Officer Marco Cruz stated the current and other liabilities ratio and the change
in net position have improved from the prior year. He also shared the CalPERS pension liability
is also being accounted for. Mr. Cruz mentioned the auditors would like to see the number of
adjustments made be completed before the auditors are on site. He said an issue with the
security deposits was noted and has been fixed.

Mr. Cruz explained there was a significant deficiency with the cash reconciliation. He said there
was a computer glitch with the software system where the bank reconciliations and the
software were not matching. Mr. Cruz stated the issue was fixed before the auditors finished



their review and he does not foresee any issues in the future.

Commissioner Lofton made a motion to approve item F.7. — Acceptance of Audit for FYE 2019
into Record. Commissioner Cardoza made the second. All were in favor of voice vote and it
passed unanimous.

ITEM NO. G. — OLD BUSINESS: NONE

iITEM NO. H.- NEW BUSINESS:

Chairperson Boes stated there were two emergency items, Resolution 19-1635-Resolution to
Tax Defer Member Paid Contributions-IRC 414(H)(2) Employer Pick-up and Resolution 19-1636-
Employer Resolution Tax Deferred Deduction Plan for Service Credit Purchas, needing added to
new business on the agenda. '

Commissioner Millhollin made a motion to add the two emergency items to new business to
the agenda. Commissioner Miller made the second. The following roll call vote was taken:

Vote: Ayes: Chairperson Kent Boes, Commissioners Ron Sullenger, Bob

Woten, Randy Fletcher, Manny Cardoza, Suzanne Gallaty,
Rick Millhollin, Dan Miller, Jeramy Chapdelaine, Doug Lofton
and Brian Foss

Nays: None

Abstain: None

Absent: Vice-Chairperson John Loudon Commissioners David

Waite and Toni Benson

ITEM NO. H.11. — RESOLUTION 19-1635 — RESOLUTION TO TAX DEFER MEMBER PAID
CONTRIBUTIONS —IRC (H)(2) EMPLOYER PICK-UP:

Executive Director Gustavo Becerra explained this is a cleanup item for CalPERS because we
currently do not have either resolution on file. He shared it is an agency practice to deduct
employee contributions pre-taxed making current contributions tax deferred.

Commissioner Fletcher made a motion to approve Resolution 19-1635 — Resolution to Tax
Defer Member Paid Contributions — IRC (H)(2) Employer Pick-Up. Commissioner Miller made
the second. All were in favor by voice vote and it passed unanimous.

ITEM NO. H.12. —RESOLUTION 19-1636 — EMPLOYER RESOLUTION TAX DEFERRED DEDUCTION
PLAN FOR SERVICE CREDIT PURCHASES:

Mr. Becerra shared this resolution is specifically for employees who wish to purchase additional
service credits and those deductions be deducted tax deferred.



Commissioner Cardoza made a motion to approve Resolution 19-1636 — Employer Resolution
Tax Deferred Deduction Plan for Service Credit Purchases. Commissioner Lofton made the
second. All were in favor by voice vote and it passed unanimous.

ITEM NO. I.13. — HOUSING CHOICE VOUCHER OCCUPANCY/ELIGIBILITY UPDATE:

Occupancy Manager Alisha Parker mentioned the numbers for the Housing Choice Voucher
program began to decrease mainly due to families requesting to port out to another county.
She stated staff have been selecting from the waiting list. Ms. Parker also mentioned staff are
struggling to receive referrals from the Yuba City Veteran’s office for VASH vouchers. She said
the waiting lists for various Project Based Vouchers (PBV) will be opening soon.

ITEM NO. |.14. — ADMINISTRATIVE UPDATE:

Mr. Becerra shared the Rural Development rehab project is 98% complete. He stated the
Courtyard at Penn Valley rehab project is in progress and should be completed by the end of
the year. Mr. Becerra mentioned there was a groundbreaking ceremony for the Truckee Artist
Lofts development a month ago. He also said construction financing for Kristen Court Phase 2
closed last week and construction has also begun for that development.

Mr. Becerra shared September 25, 2019 will be the day funding allocations for the Tax Credit
applications are awarded. He said in the staff report, the following projects are being
recommended for funding, Yuba City New Haven, Penn Valley Lone Oak and the Devonshire
rehabilitation in Colusa. Mr. Becerra mentioned there is a possible fourth application, Grass
Valley Terrace, in consideration with conditions. He said there are two projects that have
submitted appeals and if either appeal is granted the Grass Valley Terrace application will not
be awarded.

ITEM NO. J - HOUSING COMMISSIONERS’ COMMENTS:

Commissioner Cardoza stated he attended the Yuba Sutter Consortium Strategic Planning
training and wanted to thank Ms. Parker and Planning and Community Development Manager
Beckie Flores for their participation. He mentioned by attending the training, funds for next
year can be requested.

ITEM NO. K — NEXT MEETING: October 2, 2019

ITEM NO. | - ADJOURNMENT: The meeting was adjourned at 12:42 PM.




REGIONAL HOUSING AUTHORITY

STAFF REPORT
Date: October 16, 2019
To: Board of Commissioners
From: Jennifer Ruiz, Executive Assistant/HR Coordinator
SUBJECT: Out of State Travel for the Executive Assistant/HR Coordinator

and the Occupancy Manager (Assets)
RECOMMENDATION: Approval for out of state travel to Las Vegas, NV for the
Executive Assistant/HR Coordinator and the Occupancy Manager

! (Assets) to attend Hearing Officer training

FISCAL IMPACT: Approximately $3,119.00

Background

The agency recommends the Executive Assistant/HR Coordinator and the Occupancy Manager
(Assets) attend the Hearing Officer training in Las Vegas, NV, November 12, 2019 through
November 13, 2019. This training will be covered from training funds for all programs.

Participants in this training will receive training regarding, but not limited to, how to conduct
hearing and write decisions using hands-on case studies and best-practice strategies.

Course Fees $1,260.00
Hotel S 495.00
Per Diem S 477.00
Airfare S 586.00 Roundtrip
Mileage S 47.00
Airport Transportation $ 50.00
Airport Parking S 30.00
Total estimated cost: $2,945.00

Recommendation

It is recommended that the Board of Commissioners of the Regional Housing Authority approve
the out of state travel to Las Vegas, NV for the Executive Assistant/HR Coordinator and the
Occupancy Manager (Assets) to attend the Hearing Officer training.



Submitted by: Approved by:

Yo S azaze e

Jennifer yz, gxecutive@&ssist»aﬁt/ HR Coordinator Gust ecerra, Executive Director



REGIONAL HOUSING AUTHORITY

Serving the Cities of Live Oak, Yuba City and Colusa « Counties of Sutter, Nevada, Colusa and Yuba

1455 Butte House Road * Yuba City, CA 95993
Phone: (530) 671-0220 « Toll Free: (888) 671-0220 - TTY: (866) 735-2929 « Fax: (530) 673-0775
www.RegionalHA. org

RESOLUTION 19-1637

A RESOLUTION OF THE BOARD OF COMMISSIONERS OF THE REGIONAL HOUSING AUTHORITY
AUTHORIZING HOUSING CHOICE VOUCHER FRAUD RECOVERY COLLECTION LOSS WRITE-OFF
IN THE AMOUNT OF $3,888.00

WHEREAS, the Regional Housing Authority operates the Housing Choice Voucher
program for Sutter, Nevada, Yuba and Colusa Counties; and

WHEREAS, operations of the Housing Choice Voucher program includes assisting
families who are low income; and

WHEREAS, the Regional Housing Authority makes every attempt to collect outstanding
balances due to fraud; and

WHEREAS, Exhibit A provides a list of uncollectible accounts for the period ending
October 31, 2019 and is made a part of this resolution; '

BE IT THEREFORE RESOLVED that the Board of Commissioners of the Regional Housing
Authority authorizes the Executive Director to write-off as collection losses the tenant receivables
listed on Exhibit A totaling $3,888.00.

This Resolution is to take effect immediately.

This Resolution is presented at the Regular Meeting of the Board of Commissioners, passed and
adopted this 16'" day of October 2019 by the following vote:

AYES:

NAYS:
ABSTAINED:
ABSENT:

ATTEST:

Kent Boes, Chairperson

(SEAL)

=1 Regional Housing Authority is an equal opportunity employer and housing provider
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REGIONAL HOUSING AUTHORITY

Serving the Cities of Live Oak, Yuba City and Colusa « Counties of Sutter, Nevada, Colusa and Yuba

1455 Butle House Road * Yuba City, CA 85993
Phene: (530) 671-0220 - Toll Free: (888) 671-0220 - TTY: (866) 735-2929 » Fax: (530) 673-0775
www.RegionalHA.org

RESOLUTION 19-1638

A RESOLUTION OF THE BOARD OF COMMISSIONERS OF THE REGIONAL HOUSING AUTHORITY
AUTHORIZING PERCY AVENUE COLLECTION LOSS WRITE-OFF IN THE AMOUNT OF $654.75

WHEREAS, the Regional Housing Authority operates affordable housing projects such as
Percy Avenue; and

WHEREAS, operations affordable housing includes the collection of monthly rental
amounts; and

WHEREAS, the Regional Housing Authority makes every attempt to collect outstanding
balances; and

WHEREAS, Exhibit A provides a list of uncollectible accounts for the period ending
October 31, 2019 and is made a part of this resolution;

BE IT THEREFORE RESOLVED that the Board of Commissioners of the Regional Housing
Authority authorizes the Executive Director to write-off as collection losses the tenant
receivables listed on Exhibit A totaling $654.75.

This Resolution is to take effect immediately

This Resolution is presented at the Special Meeting of the Board of Commissioners, passed and
adopted this 16 day of October 2019 by the following vote:

AYES:

NAYS:
ABSTAINED:
ABSENT:

ATTEST:

Kent Boes, Chairperson

(SEAL)

=x Regional Housing Authority is an equal opportunity employer and housing provider
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REGIONAL HOUSING AUTHORITY

Serving the Cities of Live Oak, Yuba City and Colusa » Counties of Sutter, Nevada, Colusa and Yuba

1455 Butte House Road « Yuba City, CA 95893
Phone: (630) 671-0220 « Toll Free: (888) 671-0220 « TTY: (866) 735-2929 » Fax: (530) 673-0775
www.RegionalHA.org

RESOLUTION 19-1639

RESOLUTION OF THE BOARD OF COMMISSIONERS OF THE REGIONAL HOUSING AUTHORITY
AUTHORIZING LOW INCOME HOUSING COLLECTION LOSS WRITE-OFF IN THE AMOUNT OF
$1,256.28

WHEREAS, the Regional Housing Authority operates low-income housing projects CA 48-2,
CAL 48-4 and CAL 48-5 pursuant to U.S. Department of Housing and Urban Development annual
contributions contract SF-211; and

WHEREAS, operations of low-income housing includes the collection of monthly rental
amounts; and

WHEREAS, the Regional Housing Authority makes every attempt to collect outstanding
balances; and

WHEREAS, Exhibit A provides a list of uncollectible accounts for the period ending
October 31, 2019 and is made a part of this resolution;

BE IT THEREFORE RESOLVED that the Board of Commissioners of the Regional Housing
Authority authorizes the Executive Director to write-off as collection losses the tenant receivables
listed on Exhibit A totaling $1,256.28.

This Resolution is to take effect immediately.

This Resolution is presented at the Regular Meeting of the Board of Commissioners, passed and
adopted this 16" day of October 2019 by the following vote:

AYES:

NAYS:
ABSTAINED:
ABSENT:

ATTEST:

Kent Boes, Chairperson
(SEAL)

=1 Regional Housing Authority is an equal opportunity employer and housing provider \D
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REGIONAL HOUSING AUTHORITY

Serving the Cities of Live Oak, Yuba City and Colusa + Counties of Sutter, Nevada, Colusa and Yuba

1455 Butte House Road » Yuba City, CA 95993
Phone: (530) 671-0220 - Toll Free: (888) 671-0220 « TTY: (866) 735-2929 - Fax: (530) 673-0775
www.RegionalHA.org

RESOLUTION 19-1640

A RESOLUTION OF THE BOARD OF COMMISSIONERS OF THE REGIONAL HOUSING AUTHORITY
AUTHORIZING TEESDALE COLLECTION LOSS WRITE-OFF IN THE AMOUNT OF $259.00

WHEREAS, the Regional Housing Authority operates affordable housing projects in
conjunction with the Yuba-Sutter Mental Health; and

WHEREAS, operations affordable housing includes the collection of monthly rental
amounts; and

WHEREAS, the Regional Housing Authority makes every attempt to collect outstanding
balances; and

WHEREAS, Exhibit A provides a list of uncollectible accounts for the period ending
October 31, 2019 and is made a part of this resolution;

BE IT THEREFORE RESOLVED that the Board of Commissioners of the Regional Housing
Authority authorizes the Executive Director to write-off as collection losses the tenant
receivables listed on Exhibit A totaling $54.00.

This Resolution is to take effect immediately

This Resolution is presented at the Special Meeting of the Board of Commissioners, passed and
adopted this 16' day of October 2019 by the following vote:

AYES:

NAYS: o
ABSTAINED:
ABSENT:

ATTEST:

Kent Boes, Chairperson

(SEAL)

=1 Regional Housing Authority is an equal opportunity employer and housing provider
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REGIONAL HOUSING AUTHORITY

Serving the Cities of Live Oak, Yuba City and Colusa « Counties of Sutter, Nevada, Colusa and Yuba

1455 Butte House Road - Yuba City, CA 95993
Phone: (§30) 671-0220 « Toll Free: (888) 671-0220 * TTY: (866) 735-2929 + Fax: (530) 673-0775
www.RegionalHA.org

RESOLUTION 19-1641

A RESOLUTION OF THE BOARD OF COMMISSIONERS OF THE REGIONAL HOUSING AUTHORITY
AUTHORIZING KINGWOOD COMMONS APARTMENTS COLLECTION LOSS WRITE-OFF IN THE
AMOUNT OF $11,423.78

WHEREAS, the Regional Housing Authority operates Kingwood Commons pursuant to
Section 8 regulations; and

WHEREAS, operations of Kingwood Commons include the collection of monthly rental
amounts; and

WHEREAS, the Regional Housing Authority makes every attempt to collect outstanding
balances; and

WHEREAS, Exhibit A provides a list of uncollectible accounts for the period ending
October 31, 2019 and is made a part of this resolution;

BE IT THEREFORE RESOLVED that the Board of Commissioners of the Regional Housing
Authority authorizes the Executive Director to write-off as collection losses the tenant
receivables listed on Exhibit A totaling $11,423.78.

This Resolution is to take effect immediately.

This Resolution is presented at the Regular Meeting of the Board of Commissioners, passed and
adopted this 16" day of October 2019 by the following vote:

AYES:

NAYS:
ABSTAINED:
ABSENT:

ATTEST:

Kent Boes, Chairperson

(SEAL)

=1 Regional Housing Authority is an equal opportunity employer and housing provider ] L(
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REGIONAL HOUSING AUTHORITY

Serving the Cities of Live Oak, Yuba City and Colusa + Counties of Sutter, Nevada, Colusa and Yuba

1455 Butte House Road « Yuba City, CA 95993
Phone: (530) 671-0220 - Toll Free: (888) 671-0220 « TTY: (866) 735-2929 « Fax: (530) 673-0775
www.RegionalHA.org

RESOLUTION 19-1642
RESOLUTION OF THE BOARD OF COMMISSIONERS OF THE REGIONAL HOUSING AUTHORITY
AUTHORIZING RURAL DEVELOPMENT COLLECTION LOSS WRITE-OFF IN THE AMOUNT OF
$544.45

WHEREAS, the Regional Housing Authority operates low-income housing projects
Centennial Arms, Butte View Estates and Rural Development farm work housing project Phases |, II
and Il pursuant to U.S. Department of Agriculture regulations; and

WHEREAS, operations of low-income housing include the collection of monthly rental
amounts; and

WHEREAS, the Regional Housing Authority makes every attempt to collect outstanding
balances; and

WHEREAS, Exhibit A provides a list of uncollectible accounts for the period ending
October 31, 2019 and is made a part of this resolution;

BE IT THEREFORE RESOLVED that the Board of Commissioners of the Regional Housing
Authority authorizes the Executive Director to write-off as collection losses the tenant receivables
listed on Exhibit A totaling $544.45.

This Resolution is to take effect immediately.

This Resolution is presented at the Regular Meeting of the Board of Commissioners, passed and
adopted this 16' day of October 2019 by the following vote:

AYES:

NAYS:
ABSTAINED:
ABSENT:

ATTEST:

Kent Boes, Chairperson
(SEAL)

121 Regional Housing Authority is an equal opportunity employer and housing provider ' L()
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REGIONAL HOUSING AUTHORITY
STAFF REPORT

Date: October 16, 2019
To: Board of Commissioners
From: Tom Goodwin, Operations Manager

SUBIJECT: ﬁeclassiﬁcation

RECOMMENDATION: Approval to Reclassify one Maintenance Technician | to a Maintenance
Technician li
FISCAL IMPACT: $4,621.00 annually

Background:

The Regional Housing Authority (RHA) has several classifications in the Maintenance department.
The Maintenance Technician Il position provides journey-level duties with minimum supervision.
This position also exercises independent decision making, problem solving and prioritizing tasks.
The Maintenance Technician Il position requires broader knowledge and skills than a Maintenance
Technician I. This position will remain under general supervision of the Supervising Maintenance
Technician and the Operations Manager.

The Maintenance Technician Il oversees staff in various work experience programs as well as
overseeing Maintenance Technician I, Maintenance Worker and Laborer positions if necessary.
This position requires the ability to work directly with contractors and vendors regarding projects.

The Maintenance Technician Il reclassification will generate cost savings for RHA, as the
Technician I will be required to assess and diagnose HVAC issues and repairs, and troubleshoot
electrical issues. This position will assume more responsibilities with regards to sprinkler systems,
plumbing systems and assist with storm/pump-house services. The Maintenance Technician Il will
also begin rekeying locks and providing a master key system.

Although the reclassification request before the Board of Commissioners under consideration has
an annual fiscal impact, the Maintenance Department has an unfilled open position through
employee attrition that occurred in late 2018, that will not be filled, and has generated net savings
in excess of the fiscal impact under consideration.

- Recommendation:
It is recommended that the Board of Commissioners of Regional Housing Authority approve the
reclassification of one Maintenance Technician | to Maintenance Technician 1l
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ADDENDUM AGREEMENT
Between
, ﬁublic Employees Union, Local 1/AFSCME
And
Regional Housing Authority

Public Employees Union, Local 1/AFSCME (herein after “Local 1”) and Regional Housing
Authority (herein after “RHA"), agreed to further meet and confer on the implementation of
the nine-step salary schedule that the parties previously agreed to implement.

Further, the RHA identified issues related to the recertification of employees granted
Bilingual Pay. The parties have reached agreement on these two matters that has resulted
in this addendum to the current Memorandum of Understanding. Local 1 and RHA have

agreed as follows:

NINE-STEP SALARY SCHEDULE

The parties agree that the RHA Executive Director will have flexibility in hiring new
employees and that employees hired after full implementation of the nine-step salary
schedule should have incéntive to advance. Accordingly, RHA and Local 1 agree thatifan
RHA applicant has a minimum education and/or experience that is equal to two times the
minimum requirement of the classification for which they have applied, that the Executive
Director may hire said individual at a step up to the third-step of the new schedule.

Additionally, during the annual performance evaluation of employees on the nine-step
schedule a supervisor may recommend that an employee be advanced two steps for above
standard or outstanding performance. Such recommendation must have the RHA Executive

Director approval.

BILINGUAL PAY

RHA and Local 1 have agreed that employees receiving bilingual pay should be recertified
after five (5) years in all aspects of being bilingual, including reading, listening, speaking,
and writing, including both oral and written translation. Employees will be required to take
two (2) tests, an automated (computer) test at the Sutter County One Stop and a
listening/speaking test via telephone through ALTA Language Services. A passing score for
the test through ALTA Language Services will be a 7 or above. Each test will be an increase
of 2.5% of the employee’s normal wages.

Al



Should recertification result in the detection of a deficiency in an employee’s ability to be
certified, the following conditions will apply: ’

1. Employee will be allowed a second attempt to be certified at RHA’s cost within 6
months.

2. If employee fails second attempt to be recertified, the differential bilingual pay will
be reduced 2.5% of the employee’s normal wages for each test that is failed.

3. Ifthe employee so desires, they may schedule a 374 or moré recertification at his/her
own expense.

4. If the employee on his/her 37 or subsequent attempt is successful in recertification
of the failed test(s), he/she will begin the next pay period to receive either 2.5% or
the full 5% bilingual differential.
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Introductory Statement

Welcome! As an employee of the Regional Housing Authority (RHA), you are an important
member of a team effort. We hope that you will find your position with RHA rewarding,
challenging, and productive.

Because our success depends on the dedication of our employees, we are highly selective in
choosing new members of our team. We look to you and the other employees to contribute to
the success of the agency.

This employee handbook is intended to explain the terms and conditions of employment of all
full-and part-time employees, supervisors and managers. Written employment contracts
between the agency and some individuals as well as Memorandum of Understanding (MOU)
may supersede some of the provisions of this handbook.

This handbook is designed to acquaint you with RHA as well as to give you a ready reference
to answer most of your questions regarding your employment with us. We intend for this
handbook to offer two-way communications: what you can expect from us, and what we expect
from you.

The contents of this handbook, however, constitute only a summary of the employee benefits,
personnel policies, and employment regulations in effect at the time of publication. Represented
employees should refer to the current MOU for a more complete list of benefits. This handbook
highlights opportunities and responsibilities of both RHA and employees of RHA.

For your information, this handbook should not be construed as creating any kind of
“employment contract,” since RHA has the ability to add, change, or delete policies and
procedures as it deems appropriate.

Right to Revise

This employee handbook contains the employment policies and practices of RHA in effect at
the time of publication. All previously issued handbooks and any inconsistent policy statements,
or memoranda are superseded.

RHA reserves the right to revise, modify, delete, or add to any and all policies, procedures, work
rules, or benefits stated in this handbook or in any other document after meeting and conferring
with the Union when applicable, except for the policy of at-will employment. However, any
such changes must be in writing and must be signed by the Executive Director.

Any written changes to this handbook will be distributed to all employees so that employees
will be aware of the new policies or procedures. No oral statements or representations can in
any way alter the provisions of this handbook.
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Nothing in this employee handbook or in any other personnel document, including benefit plan
descriptions, creates or is intended to create a promise or representation of continued

employment for any employee.
Employee Relations Philosophy

We are dedicated to continuing what we believe to be an excellent employee relations program.
We will attempt to maintain good working conditions, competitive wages and benefits, open
communication, and employee involvement. As such, suggestions for improving the agency are
always welcome. At some time, you may have a complaint, suggestion, or question about your
job, your working conditions, or the treatment you are receiving. Your good-faith complaints,
questions, and suggestions also are of concern to the agency. We ask you to first discuss your
concerns with your supervisor, following these steps:

» Within a week of the occurrence, bring the situation to the attention of your immediate
supervisor, who will then investigate and provide a solution or explanation;

e If the problem persists, you may describe it in writing and present it to the Executive
Assistant/HR Coordinator, who will investigate and provide a solution or explanation. We
encourage you to bring the matter to the Executive Assistant/HR Coordinator as soon as
possible after you beliéve that your immediate supervisor has failed to resolve it; and

¢ If the problem is not resolved, you may present the problem in writing to the Executive
Director of the agency, who will attempt to reach a final resolution. At any time, represented
employees may discuss issues with your Union.

This procedure, which we believe is important for both you and RHA, cannot guarantee that
every problem will be resolved to your satisfaction. However, RHA values your observations
and you should feel free to raise issues of concern, in good faith, without the fear of retaliation.

Equal Employment Opportunity

RHA is an equal opportunity employer and makes employment decisions on the basis of merit.
We want to have the best available persons in every job. Agency policy prohibits unlawful
discrimination based on race, color, ancestry, religion, sex (including pregnancy, childbirth, or
related medical condition), gender, gender identity and expression, veteran status and/or, sexual
orientation, marital/domestic partnership status, age, national origin, mental or physical
disability, or any other legally protected medical condition(s), or any other consideration made
unlawful by federal, state, or local laws. It also includes a perception that anyone having any of
those characteristics or is associated with a person who has or is perceived as having any of
those characteristics. All such discrimination is unlawful.
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RHA is committed to compliance with all applicable laws providing equal employment
opportunities. This commitment applies to all persons involved in the operations of RHA and
prohibits unlawful discrimination by any employee of RHA, including managers, supervisors
and coworkers. |

To comply with applicable laws ensuring equal employment opportunities to qualified
individuals with a disability, RHA will make reasonable accommodations for the known
physical or mental limitations of an otherwise qualified individual with a disability who is an
applicant or an employee unless undue hardship would result.

Any applicant or employee who requires an accommodation in order to perform the essential
functions of the job should contact the Executive Assistant/HR Coordinator and request such an
accommodation. The individual with the disability should specify what accommodation he or
she needs to perform the job. RHA will then conduct a review to identify the barriers that
interfere with the equal opportunity of the applicant or employee to perform his or her job. RHA
will identify possible accommodations, if any that will help eliminate the limitation. If the
accommodation is reasonable and will not impose an undue hardship, the agency will make the
accommodation.

If you believe you have been subjected to any form of unlawful discrimination, submit a written
complaint to your supervisor, the Executive Director or the Executive Assistant/HR
Coordinator. Your complaint should be specific and should include the names of the individuals
involved and the names of any witnesses. RHA will immediatelly undertake an effective,
thorough, and objective investigation and attempt to resolve the situation.

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

You also should be aware that the Federal Equal Employment Opportunity Commission and the
California Department of Fair Employment and Housing investigate and prosecute complaints
of prohibited harassment in employment. If you think you have been harassed or that you have
been retaliated against for resisting or complaining, you may file a complaint with the
appropriate agency. The nearest office is located at: 1301 Clay Street, #1170, Oakland, CA
94612, phone number (510) 637-3230.

Unlawful Harassment

RHA is committed to providing a work environment free of unlawful harassment. RHA policy
prohibits sexual harassment and harassment based race, color, ancestry, religion, sex (including
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pregnancy, childbirth, or related medical condition), gender, gender identity and expression,
veteran status, sexual orientation, marital/domestic partnership status, age, national origin,
mental or physical disability, other legally protected medical condition, or any other basis
protected by federal, state or local law or ordinance or regulation. All such harassment is
unlawful. The agency’s anti-harassment policy applies to all persons involved in the operation
of RHA and prohibits unlawful harassment by any employee of RHA, including supervisors,
managers and coworkers. It also prohibits unlawful harassment based on the perception that
anyone who has any of those characteristics or is associated with a person who has or is
perceived as having any of those characteristics.

Prohibited unlawful harassment includes, but is not limited to, the following behavior:

e Verbal conduct such as epithets, derogatory jokes or comments, slurs or unwanted sexual
advances, invitations, or comments;

e Visual displays such as derogatory and/or sexually oriented posters, photography, cartoons,
drawings, or gestures;

e Physical conduct including assault, unwanted touching, intentionally blocking normal
movement or interfering with work because of sex, race, or any other protected basis;

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

e Retaliation for reporting or threatening to report harassment.

If you believe that you have been unlawfully harassed, submit a written complaint to your own
or any other RHA supervisor, the Executive Director, or the Executive Assistant/HR
Coordinator of RHA as soon as possible after the incident. Your complaint should include details
of the incident or incidents, names of the individuals involved, and names of any witnesses.
Manager and supervisors will refer all harassment complaints to the Executive Assistant/HR
Coordinator or the Executive Director of RHA. RHA will immediately undertake an effective,
thorough, and objective investigation of the harassment allegations.

If RHA determines that unlawful harassment has occurred, effective remedial action will be
taken in accordance with the circumstances involved. Any employee determined by RHA to be
responsible for unlawful harassment will be subject to appropriate disciplinary action, up to, and
including termination. An RHA representative will advise all parties concerned of the results of
the investigation. RHA will not retaliate against you for filing a complaint and will not tolerate
or permit retaliation by managers, supervisors or co-workers.
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RHA encourages all employees to report any incidents of harassmexilt forbidden by this policy
immediately so that complaints can be quickly and fairly resolved.

Workplace Violence

RHA has adopted the following workplace violence policy to ensure a safe working environment
for all employees:

The Regional RHA (RHA) is committed to maintaining a safe work environment free of all
forms of violence, including verbal and physical threats. This agency has a zero-tolerance
policy with respect to all forms of violence in the workplace. It is our firm belief that a safe
and secure work environment free from violence is fundamental to all employees, customers,
contractors, vendors, guests, or members of the public. We recognize the workplace violence
is a growing problem nationally and it needs to be addressed by all employers.

We will not tolerate or condone any form of threats or violence committed by or against
employees, contractors, customers/clients, volunteers, vendors, suppliers or visitors on the
premises or through its communications equipment, nor will this agency tolerate or condone
any forms or threats of violence by its employees or volunteers while engaged in business on
behalf of this agency.

Definitions

A. Zero Tolerance:
Means discipline or punitive action shall be taken without prior warning, grace period
or pre-counseling for any violation of this policy when such instances are
substantiated and it is determined that there was intent to threaten, intimidate or inflict
mental and/or physical harm.

B. Workplace:
Any facility, building, lot, site, property or place that is owned, leased, operated or
managed by the RHA as a place where employees work, use or conduct RHA business.

Weapqns

The possession of weapons by employees and all others conducting business with or on behalf
of the RHA while in the workplace or involved in RHA business off the workplace is strictly
prohibited. This prohibition applies even if the individual is licensed to carry a concealed
handgun under a state law. For the purpose of this policy, a “weapon” shall mean any device,
instrument, material, or substance (animate or inanimate) that is designed for and typically
used to inflict physical harm that could result in death or serious bod@ly injury.

(a) Firearms and other dangerous weapons (as defined in Section 12001, 12020, 12276, of
the California Penal Code), includes, but is not limited to, pistols, handguns, rifles,
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shotguns, knives (excluding small personal pocket knives, a Kirpan or utility multi-
purpose tools) , swords, or marital arts weapons (such as nun chakus and tonfas).

(b) Explosive or destructive devices (as defined in Section 12000 of the California Health
and Safety Code) includes, but is not limited to, ammunition, fireworks, firecrackers,
explosive or incendiary devices or materials.

Reporting Violations

Under this policy, any person who believes that he/she is being subjected to any form of threat
or violence must report the matter immediately. Even without an actual threat, employees who
feel threatened should report any behavior they regard as threatening or violent, when such
behavior occurs on the job or is carried out in the RHA workplace.

Employees that witness conduct or behavior toward others that they consider to be in violation
of this policy must report such incidents to their manager. Acts of violence shall be reported
regardless of the relationship between the individual who initiated the threat or threatening
behavior and the person(s) who were threatened or were the focus of the threatening behavior.

Any alleged policy violations will be investigated, maintaining confidentiality to the fullest
extent consistent with a thorough investigation. Anyone who has experienced, witnessed, or
has knowledge of any prohibited conduct shall fully cooperate with an investigation conducted
by or on behalf of the RHA.

A supervisor or manager that becomes aware of a policy violation will immediately report the
incident to the Executive Director, who will interview the reporting employee(s). If an
emergency situation exists, the employee or supervisor or manager shall contact a local law
enforcement agency immediately.

Employees must report situations that have the potential for workplace violence to ensure that
situations are addressed in a timely manner and to prevent situations from escalating into a
more serious and violent event.

Reporting Procedure

Supervisors must prepare an incident report based on information from the reporting employee
and/or personal observation and submit the report to the manager or Executive Director. The
manager or Executive Director must immediately interview a reporting employee to obtain
specific information concerning the conduct at issue, such as:

The date, time and place where the conduct occurred
Who engaged in the incident

Who initiated the incident, if known

Names of witnesses to the conduct at issue
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What conduct was at issue

Against whom was the conduct directed

What specifically was said or done

Whether the party at issue engaged in any physical or verbal conduct that would

indicate he/she plans to follow through on a threat

Whether there is any previous history of violent or threatening conduct

e The relationship of the person to whom the conduct was directed and the person
undertaking the conduct

¢ Any other information which will aid in the investigation, including whether any

weapons were involved, and if so, a description of them.

The manager or Executive Director should also ask the reporting employee whether he/she has
any suggestions for minimizing the risk of violence based on the information known to them
and what the employee’s desired outcome is regarding the incident. The manager or Executive
Director should carefully document objective facts and relevant personal feelings so that
trained professionals will have access to the information necessary to reach fair and accurate
conclusions. Subjective statements shall be recorded only if they relate to recording
employee’s or supervisors’ personal feelings of fear or intimidation. 5

Intentionally false and/or misleading reports are unacceptable. Employees found to have made
such intentionally false or misleading reports may be subject to disciplinary action up to and
including termination.

Prohibited Conduct

This agency will not tolerate or condone any forms of threats or violence committed by or
against its employees, contractors, customers/clients, volunteers, vendors, suppliers, or visitors
on the workplace premises or through its communications equipment, nor will this agency
tolerate or condone any form of threats or violence by its employees while engaged in business
on its behalf.

This following list of behaviors, while not inclusive, provides examples of conduct that is
prohibited:

e Causing physical injury to another person on or off agency property or the workplace.

e Possession of a weapon while on agency property or the workplace or while on agency
business. é

e Tighting, hitting, biting, kicking, pushing, or shoving another person.

¢ Intimidating or attempting to coerce an employee to do wrongful acts that would affect
the agency.

o Threatening to harm an individual or his/her family, friends, associates, or their

property.
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e Aggressive or hostile behavior that creates a reasonable fear of injury to another
person.

¢ Intentionally damaging agency property or property of another employee on workplace
premises.

e Committing acts motivated by, or related to, domestic violence on agency premises or
the workplace.

o Creating a hostile work environment by stalking someone or harassing others with an
excessive number of unwelcome visits, calls, pages, faxes, emails, letters or gifts
whether this behavior occurs on or off the job.

e Lewd behavior or obscene phone calls, pages, faxes, emails, letters, gifts or graffiti.

The behavioral warning signs (acts, behaviors, and situations) that may increase the
probability of workplace violence, such as: individuals exhibiting unusual fascination with the
illegal use of firearms/weapons and/or incidents of workplace violence; individuals that
exhibit changes in behavior suggestive of drug and/or alcohol addiction; poor or strained
relationships with co-workers; significant personality changes, etc.

Application

This policy applies to all employees, commissioners, and volunteers of the RHA. All
employees, commissioners, and volunteers shall receive a copy of this Workplace Violence
Policy and shall sign a written acknowledgement that they have received and read a copy of
the policy. A copy of this acknowledgement shall be placed in the employee’s official
personnel file or otherwise maintained by the RHA.

Compliance is Essential

Compliance with this Workplace Violence Policy is required. This policy is a zero-tolerance
policy. Due to the importance of this policy, anyone who violates any of its terms, who
engages in or contributes to violent behavior, who does not report all acts or threats of
violence, or who threatens others with violence will be subject to the following punitive
actions. Violations of this policy will be grounds for (1) an individual’s immediate removal
from agency property or the workplace, (2) disciplinary action, up to and including
termination of employment with this agency, and/or (3) possible civil or criminal prosecution.
Immediately following notice to the RHA that a possible violation of this policy has occurred,
an investigation to determine the facts will be initiated and such action taken, as the RHA
deems appropriate at its sole discretion. The RHA may also take legal action where
appropriate.
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Bullying in the Workplace

RHA defines bullying as “the repeated infliction of intentional, malicious, and abusive conduct
which interferes with a person’s ability to do his/her work and is substantial enough to cause
physical and/or psychological harm and a reasonable person would find hostile or offensive.”

The purpose of this policy is to communicate to all employees, including supervisors and
managers, that RHA will not tolerate bullying behavior. Such behavior will not be tolerated and
employees found in violation of this policy will be disciplined, up to and including termination.

Bullying may be intentional or unintentional. However, it must be noted that where an allegation
of bullying is made, the intention of the alleged bully is irrelevant and will not be given
consideration when determining discipline. As in sexual harassment, it is the effect of the
behavior upon the individual that is important. The agency considgrs the following types of
behavior examples of bullying:

« Verbal bullying: Slandering, ridiculing or maligning a person or his/her family; persistent
name calling that is hurtful, insulting or humiliating; using a person as the focus of jokes;
abusive and offensive remarks.

« Physical bullying: Pushing, shoving, kicking, poking, tripping, assault or threat of physical
assault; damage to a person’s work area or property.

» Gesture bullying: Nonverbal obscene, intimidating or threatening gestures or glances that
convey threatening messages.

« Exclusion: Socially or physically excluding or disregarding a person in work-related activities.
In addition, the following examples may constitute or contribute to evidence of bullying in the
workplace:

e Persistent singling out of one person

e Shouting or raising one’s voice at an individual in public or in private

e Not allowing the person to speak or express themselves (i.é., ignoring or interrupting)

e Personal insults and use of offensive nicknames

e Public humiliation in any form

e Public reprimands

e Spreading rumors and gossip regarding individuals
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e Manipulating the ability of someone to do his/her work (i.e., overloading,
underloading, withholding information, setting deadlines that cannot be met)

Work Schedule

Your supervisor will inform you of the hours you are to work. Due to changing needs, your
actual work schedule may vary from time to time. If it does, you will be notified by your
supervisor.

Job Duties

During the probationary period, for non-exempt employees and introductory period for exempt
employees, your supervisor or manager will explain your job responsibilities and the
performance standards exgected of you. From time to time, you may be asked to work on special
projects, or to assist with other work necessary or important to the operation of your department
or the agency. Your cooperation and assistance in performing such additional work is expected
and appreciated.

The agency reserves the right, at any time, with notice, to alter or change job responsibilities,
reassign or transfer job positions, or assign additional job responsibilities, consistent with the
MOU.

Recruitment Policy

1. Recruitment

The Executive Director shall be responsible for the recruitment of persons who are to be
considered for employment. The Executive Director or designee shall make use of
announcements, advertising, and/or any other method of publicizing employment opportunities
so that a sufficient number of qualified applicants may be recruited. All such recruitment
procedures and techniques shall be in conformity with all RHA provisions and all pertinent
federal and state laws and regulations.

Entry level positions are open to external and internal recruitments. Promotional recruitments
will be posted internally for five working days prior to posting externally. External postings on
promotional positions will occur when RHA) determines that there are not two qualified
applicants. All applicants must meet minimum qualifications.

Internal job candidates that do not meet the minimum qualifications of a promotional
opportunity may, if requested by employee be provided a mentorship meeting with management
to assist the employee in a career development path that will allow them future opportunities.

Each announcement shall state the duties and salary range of the class; the place and date to file
applications; and such additional information as may be appropriate. All applications must be
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filed in the office of the Executive Director or designee within the time and in the manner
specified in the announcement.

2. Application for Employment

A separate application must be submitted for each available position. The application form must
be completed in sufficient detail to allow a job-related, comprehensive review and evaluation.
Failure to complete and sign the application in sufficient detail will constitute failure of the
initial step of the employment process, and the application will be placed in the inactive files.
It is the applicant’s responsibility to notify the Executive Director or designee of any change of
address, name or other pertinent information. Applications shall become void one year after
filing. Unsigned applications will be disqualified. |

Each applicant shall be notified of the approval or disapproval of his or her application by the
RHA in such form as may be prescribed by the Executive Director within 20 days after the
selection decision has been determined.

3. Qualifications

As an applicant for a position, you must meet the minimum qualifications for the work you will
be required to perform. In determining whether or not you meet the minimum qualifications the
Executive Director or designee shall apply any or all of the following selection processes:

A. Satisfactory evidence of certification, registration, license or education
attainment where such is required for the position, including a copy of your
current Department of Motor Vehicles Record (DMV). You must be insurable
to our auto insurance company without an added premium due to a poor driving

record.
B. Satisfactory evidence of meeting the experience required for the position.
C. RHA will complete thorough reference checks on all employees. This may

include contacting previous employers to discuss technical skills and
performance in past or current positions.

D. Satisfactory completion of a criminal background check. For this purpose, the
Executive Director or designee is authorized to receive criminal offender record
information.

E. Successful completion of a written performance or oral examination or any

combination of examinations, designed to test your knowledge, skills, physical
ability and personal attributes as related to the position. Ratings of such
examinations shall be applied equally using appropriate scientific techniques and
procedures to determine the final scores.
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F. Satisfactory evidence of the status of your physical health and drug screening to
perform the essential duties and functions of the job. A medical examination and
drug screening are required.

4. Examination Review

Participants in a written examination process may, within five days following the examination,
review their individual test to obtain assurance no scoring errors were made.

Probationary/Introductory Period

Persons entering Housing Authority in a non-exempt status shall serve a probationary period of
twelve (12) months, such period to run from the first day of the month following the date of
employment or promotion, or in the event the date of employment or promotion is on the first
day of the month, then from that date. . Exempt employees will serve a six-month introductory
period. During this time, the employee will learn his/her job responsibilities, get acquainted
with fellow employees and determine whether the employee is content with the job.

At Will Employment

Exempt employees are at-will. This means that the agency or the employee has the right to
terminate the employment relationship at any time, with or without cause, and with or without
notice. The at-will nature of the employment relationship shall remain in effect during the entire
tenure of the employee’s employment with the agency. Nothing in this manual or in any
document or statement shall limit the right to terminate employment. No supervisor or employee
(other than the Executive Director) of the agency has any authority to enter into any agreement
for employment for any specified period of time or to make any agreement for employment
other than at-will. Only the Executive Director has the authority to make any such agreement
and then only in writing and with the approval of the Board of Commissioners.

Performance Evaluations

Each employee will receive periodic performance reviews conducted by his or her supervisor or
manager. During your probationary/introductory period, your probationary or introductory
reviews will take place quarterly. Subsequent performance evaluations will be conducted
annually, on or about the anniversary date of your employment with the company. The
frequency of performanceevaluations may vary depending upon length of service, job position,
past performance, changes in job duties, or recurring performance problems.

Your performance evaluations may review factors such as the quality and quantity of the work
you perform, your knowledge of the job, your initiative, your work attitude, and your attitude
toward others. The performance evaluations are intended to make you aware of your progress,
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areas for improvement, and objectives or goals for future work performance. Favorable
performance evaluations do not guarantee increases in salary or promotions. Salary increases
and promotions are solely within the discretion of the agency consistent with the MOU or RHA
policy when applicable. After the review, your signature acknowledges the evaluation report has
been presented to you, that you have discussed it with your supervisor, and that you are aware
of its contents. An employee may provide a written response and present it to the Executive
Director for review.

i
Progressive Discipline

Progressive discipline is a process for dealing with job-related behavior that does not meet
expected and communicated performance standards. The primary purpose for progressive
discipline is to assist the employee with understanding that a performance problem or
opportunity for improvement exists. The following may be causes for RHA to initiate
disciplinary action including demotion, reduction in pay, suspension, or dismissal of any
employee. The causes cited below are examples and are listed to alert employees to the more
commonplace types of disciplinary issues. However, there may be instances of unacceptable
behavior not included in the list below, in which RHA may find it necessary and appropriate to
initiate disciplinary action. In such cases, the rules governing discipline shall prevail as if the
unlisted cause, issue or infraction were listed as follows:

Attendance
e Improper or unauthorized use or abuse of sick leave;
o [Excessive absenteeism;

i
e Being absent without authorized leave, repeated tardiness to assigned
workstation, or taking leave without proper notification.

Behavior

e Willful or negligent violation of the Employee Handbook, MOU, resolutions,
and other related ordinances including departmental rules, regulations, and
policies;

e Insubordination (failure to carry out a direct order from a supervisor);

e Acceptance of gifts or gratuities in connection with or relating to the
employee’s duties;

e Conduct that is inappropriate or unlawful which tends to discredit the agency or
agency service, while wearing agency-identified uniforms or identification
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badges off duty into a public or private establishment, the nature of which may
adversely reflect upon the agency, or willful misrepresentation of the agency;

e Conviction of a crime, the nature of which reflects a possibility of serious
consequences related to the continued assignment or employment of the
employee on a case by case basis;

* Falsifying information related to employment application, payroll, or any work-
related record or report;

* Soliciting outside work for personal gain during the conduct of agency
business; engaging in outside employment for any business under contract by
RHA, participating in any outside employment that adversely affects the
employee’s RHA work performance; or engaging in unauthorized outside
employment (Examples: (1) employee works for a vendor/contractor that is
under contract with RHA, this would be a conflict of interest, (2) lawn mowing
on your spare time for a neighbor or private owner does not present a conflict
of interest);

e Discourteolis treatment of the public or RHA employees;

¢ Conduct interfering with the reasonable management and discipline of RHA or
any of its departments;

¢ Engaging in political campaigning while on duty;
e Violation or neglect of safety rules;

o Theft;

e Physical altercations;

¢ Any act or conduct that is discriminatory in nature towards another person’s
race, ancestry, color, national origin, sex (including pregnancy, childbirth or
related medical condition), gender, gender identity and expression, veteran
status, sexual orientation, marital/ domestic partnership status, mental or
physical disability or any other legally protected medical condition(s), age,
religion or political affiliations.

Work Performance
i

. Inefﬁciency, incompetence, or negligence in the performance of duties,
including failure to perform assigned tasks of training, or failure to discharge
duties in a prompt, competent, and reasonable manner;
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e Refusal or inability to improve job performance in accordance with written or
verbal direction after reasonable counseling and/or training;

¢ Refusal to accept reasonable and proper assignment from an authorized
SUpervisor; ;

¢ Intoxication, or incapacity on duty due to the use of alcohol or drugs; or illegal
possession of drugs or open container of alcoholic beverage while on duty;

e Driving under the influence of alcohol or drugs while on duty or suspension of
driver’s license where job duties require driving;

e Careless, negligent, or improper use of RHA property, equipment or funds,
including unauthorized removal, or use for private purpose, or use involving
damage or unreasonable risk of damage to property;

e Unauthorized release of confidential information or official records;

Types of Discipline

The extent of the disciplinary action taken shall be commensurate with the offense, provided
that the prior employment history of the employee may also be considered pertinent. The
progressive disciplinary actions that may be taken are oral counseling, written counseling,
written reprimand, suspension without pay not to exceed thirty (30) days, , demotion without
consent, dismissal, or any appropriate combination of these. Thete is no guarantee that all
progressive steps will occur prior to termination. At any point in the progressive discipline
process, the next step can be dismissal, if there is a serious infraction which warrants dismissal
for a single incident.

e Oral Counseling verbally notifies the employee that his/her performance or
behavior must be improved. The warning clarifies standards, evaluates the
employee’s strengths and weaknesses, seeks information, defines the areas in
which improvement is required, sets up goals leading to this improvement, and
informs the employee that failure to improve will result in more serious
action. Although the supervisor makes a note of the date, time, and content of
the warning in a log or documentation notebook, or sends a confirming memo
to the employee, no record is placed in the employee’s permanent personnel
file unless subsequent action is necessary.

e Written Counseling puts in writing and notifies the employee that his/her
performance or behavior must be improved. It is intended to be a constructive

|
!
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process to assist the employee in identifying, discussing, and remedying aspects
of their job performance or conduct that need(s) improvement(s), and informs
the employee that failure to resolve or improve the issues could result in further
disciplinary5 action(s). Written counseling’s shall be made a part of the
employee’s official personnel record and may be considered as pertinent
evidence or information in any hearing.

Written Reprimand as a disciplinary action means official notification to the
employee that there is cause for dissatisfaction with the employee’s services
and that further disciplinary measures may be taken if said cause is not
corrected. Written reprimands shall be given in the manner and on forms
prescribed or accepted by the Executive Director. Written reprimands shall be
made a part of the employee’s official personnel record and may be considered
as pertinent evidence or information in any hearing.

Suspension without pay shall be a temporary separation from agency service.

Demotion as a disciplinary action shall be a reduction in classification to a
classification having a lower maximum salary with reduction in
salary. Demotion may be made to the classification having the lowest
maximum salary in the classification series or a classification series comparable
to that within which the employee’s position is located. Demotion may be
made on a permanent or temporary basis. Demotion may be evaluated or
reviewed within sixty (60) calendar days.

Dismissal means the termination of an employee from agency service.

Employees are entitled to representation during the disciplinary proceedings.

Personnel Records

You or your representative have a right to inspect, review and copy documents in your personnel
file, as provided by law, in the presence of the Executive Assistant/HR Coordinator at a mutually
convenient time within 30 days of the request. You may add your comments to any disputed

item in the file.

RHA will restrict disclosure of your personnel file to authorized individuals within RHA. Any
request for information contained in personnel files must be directed in writing to the Executive
Assistant/HR Coordinator. Only the Executive Assistant/HR Coordinator and Executive
Director are authorized to release information about current or former employees. Disclosure of
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personnel information to outside sources will be limited; however, RHA will cooperate with
requests from authorized law enforcement or local, state, or federal agencies conducting official
investigations and as otherwise legally required.

To keep personnel records up to date, to ensure that RHA has the ability to contact you, and to
ensure that the appropriate benefits are available to you, employees are expected to notify the
Executive Assistant/HR Coordinator promptly of any change of name, address, phone number,
number of dependents, or other applicable information.

Employee References

All requests for references must be directed to the Executive Assistant/HR Coordinator. No
other manager, supervisor, or employee is authorized to release references for current or former
employees. By policy, RHA discloses only the dates of employment and the title of the last
position held of former employees and the amount of salary or wage you last earned.

Employment of Relatives

RHA may refuse to hire relatives of present employees if doing so could result in actual or
potential problems in supervision, security, safety, or morale, or if doing so could create a
potential conflict of interest. RHA defines “relatives” as spouses, children, siblings, parents, in-
Jlaws, and step-relatives. |

If two employees marry or become related, causing actual or potential problems such as those
described above, only one of the employees will be retained with RHA, unless reasonable
accommodations can be made to eliminate the actual or potential problems, or unless a direct
line of supervision is presented upon the marriage . The employees will have 30 days to decide
which relative will stay with RHA. If this decision is not made within the time allowed, the
Executive Director of RHA will make the decision, taking the employment history and job
performance of both employees into account.

Relatives of employees may be eligible for employment with the agency only if individuals
involved do not work in a direct supervisory relationship, or in job positions in which a conflict
of interest could arise. Present employees who marry may be permitted to continue working in
the job position held only if they do not work in a direct supervisory relationship with one
another or in job positions involving conflict of interest.

Interoffice Relationships

It is the policy of RHA that employees have a right to work in an enyironment that assures fair
and equitable treatment of all staff members. As such, interoffice relationships can create a
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conflict of interest or adverse impact on supervision, productivity, efficiency, and morale when
supervisors or managers and employees engage in interoffice romantic relationships.

An interoffice relationship is defined as any private association that is characterized primarily
by the expectation of affection or intimate involvement, including but not limited to, marriage,
domestic partnerships, &ating, cohabitation, or sexual involvement. Such behavior is
inappropriate when it involves an employee and the employee’s immediate supervisor or each
subsequent level of supervision.

Romantic relationships between subordinate and supervisor are prohibited. Should such
relationship exist, the supervisor shall be responsible for promptly informing the Executive
Assistant/HR Coordinator. Where feasible, the supervisor shall be removed from the direct line
of authority over the subordinate; however, if such a modification to the reporting relationship
is not feasible, RHA has the right to move the subordinate employee to a position outside of the
direct line of authority. Attempts will be made to laterally move the employee; however, a lateral
move of either the supervisor or employee cannot be guaranteed.

Conflicts of Interest

All employees must avoid situations involving actual or potential conflicts of interest. Personal
or romantic involvement with a competitor, supplier, or subordinate employee of the agency,
which impairs an employee's ability to exercise good judgment on behalf of the agency, creates
an actual or potential conflict of interest. When the competitor, supplier, or subordinate
employee, is in a supervi%ory or decision-making position that may also create an actual or
potential conflict of interest. Supervisor-subordinate romantic or personal relationships also can
lead to supervisory problems, possible claims of sexual harassment, and morale problems.

An employee involved in any of the types of relationships or situations described in this policy
should immediately and fully disclose the relevant circumstances to his or her immediate
supervisor, or any other appropriate supervisor, for a determination about whether a potential or
actual conflict exists. If an actual or potential conflict is determined, the agency may take
whatever corrective action appears appropriate according to the circumstances. Failure to
disclose facts shall constitute grounds for disciplinary action.

These types of relationships are therefore prohibited, and violations of this policy will subject
an employee to disciplinary action, up to, and including termination.

Additionally, employees shall be familiar with and comply with the Public Housing Ethics
Reference Manual and Code of Conduct policy.
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Code of Conduct Policy j

L Purpose
To protect the integrity of the Regional Housing RHA (RHA) information and services
and employee efforts and to reduce the risk of litigation.

IL. Scope
This policy applies to all employees, appointed officials and agents.

1. Policy
Employees, appointed officials and agents are expected to devote their best efforts to the
interests of the RHA and the conduct of its affairs. The RHA recognizes the rights of
employees, appointed officials and agents to engage in activities outside of their
employment which are of a private nature and unrelated to RHA business. However, a
policy of full disclosure will be followed to assess and prevent potential conflicts of
interest from arising.

No employee, appointed officials or agent of the RHA shall participate in selection, or
in the award or administration of a contract if a conflict of interest would be involved.
Such a conflict would arise when (i) the employee, appointed officials, or agent, (ii) any
member of his/her immediate family, (iii) his/her partner, or (iv) an organization which
employs, or is about to employ, any of the above, has a financial or other interest in any
contract selected for award.

a. Immediate family is defined as persons related by blood, marriage, or
adoption, e.g. husband, wife, daughter, son, grandparents, grandchildren,
cousins, etc. Family also includes significant others defined as person(s) with
whom you have a close personal relationship, e.g. live-ins, fiancées, etc.

Note that it is impossible to outline all possible or potential conflicts of interest or the
appearance of such conflicts. All employees, appointed officials and agents are required
to exercise sound and reasonable judgement in determining whether a potential conflict,
actual conflict or prospective conflict may exist which may have an influence on his or
her decisions or actions as an employee of the RHA, or which could give the appearance
of conflict.

If potential, actual or prospective conflict situations arise, an employee shall inform his
or her department head and complete a Statement of Conflict of Interest.

Failure to disclose in writing such information may, after consideration of all pertinent
facts, result in disciplinary action, up to and including dismissal.
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V. Procedure

A.

The following circumstances and conditions are not all-inclusive, and are set
forth to guide employees, appointed officials and agents:

1.

Employees, appointed officials and agents have an obligation to devote
their full time to employment with the RHA.

No employee shall be employed in a dual employment capacity within
RHA. That is, no one employee shall hold two RHA positions whether
the positions are part-time, full-time or temporary.

No employee shall engage in outside work that will interfere with his or
her primary job with the RHA. Nor will any employee engage in any
activity of a nature that is in some way hostile or adverse to the RHA.

No employee of the RHA shall accept a retainer, commission, consulting
fee or any other fee arrangement or remuneration from any job or service
that may be a conflict without full written disclosure to the Executive
Director. Full written disclosure must occur prior to any arrangement that
may be a conflict. In the case of the Executive Director, full written
disclosure shall be made to the Board of Commissioners.

No employee of the RHA shall neither solicit nor accept cash, gifts or
favors of substantial value from clients, contractors, potential contractors
or vendors. All gifts of substantial value must be declined politely.
Employees, appointed officials and agents who receive consumable gifts
shall share the gifts amongst all employees, appointed officials and
agents. Depending upon the circumstances, exceptions to this provision
may be granted only in situations where the financial interest is not
substantial, or the gift is an unsolicited item of nominal intrinsic value.

No employee, appointed officials or agent who exercises or has exercised
any function or responsibilities with respect to assisted activities, or who
is in a position to participate in a decision making process or gain inside
information with regard to such activities, may obtain a personal or
financial interest or benefit from a RHA activity, or have an interest in
any contract, subcontract, or agreement with respect thereto, or the
proceeds thereunder, either for himself or herself or for those with whom
he or she has family or business ties, during his or her tenure. Such
conflict would arise when a financial or other interest in a firm selected
by RHA for award is held by:
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10.

11.

12.

13.

a. An employee, appointed officials, or agent involved in making the
award;

b. His/her relative (including father, mother, son, daughter, brother,
sister, uncle, aunt, first cousin, nephew, niece, husband, wife, father-in-
law, mother-in-law, son-in-law, daughter-in-law, brother-in-law, sister-
in-law, stepfather, stepmother, stepson, stepdaughter, stepbrother,
stepsister, half-brother, half-sister or grandchild).

c. His/her partner; or

d. An organization which employs, is negotiating to employ, or has an
arrangement concerning prospective employment of any of the above.

No outside work shall be done during an employee’s work hours and no
RHA facilities, equipment, labor or supplies shall be used to conduct this
outside activity.

RHA equipment, supplies, materials (including excess materials and
materials to be disposed) are property of the RHA. No RHA property shall
be used for an employee’s personal use or outside work activities.

An employee must disclose in writing any acquisition of or retention of
ownership interest in property leased or offered for lease to the RHA or
subsidized by the Section 8 or successor programs.

An employee, appointed officials or agent must not rent to a Section 8
client.

No employee shall make an employment decision regarding a relative or
supervise a relative (including father, mother, son, daughter, brother,
sister, uncle, aunt, first cousin, nephew, niece, husband, wife, father-in-
law, mother-in-law, son-in-law, daughter-in-law, brother-in-law, sister-
in-law, stepfather, stepmother, stepson, stepdaughter, stepbrother,
stepsister, half-brother, half-sister or grandchild).

Managers must identify and address cases that can have a potential or
appearance of a potential conflict of interest. '

A special case management plan will be produced to address each case
that has a potential or appearance of a potential conflict of interest.

B. Any questions regarding a possible conflict of interest or outside work should be
discussed with the immediate supervisor, manager, Executive Assistant/HR
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Coordinator or Executive Director.

C. Failure to disclose in writing information related to any of the above points may
lead to disciplinary action up to and including termination. Disclosure must take
place once an employee has knowledge of a possible conflict of interest.
Disclosure must take place for each occurrence.

D. A questionnaire dealing with conflict of interest will be completed annually by
all employees, appointed officials and agents covered by the scope of this
policy as a continuing reminder and control on this important subject. However,
an employee must disclose any potential conflict of interest any time they have
knowledge|of a potential conflict. A questionnaire must be completed under
any circumstances that may present a potential conflict.

V. Administration

A. Any employee, appointed officials or agent of the RHA shall report violations of
this Code of Conduct to his/her supervisor, manager, Executive Assistant/HR
Coordinator, Executive Director or the Board Chair and the Executive Director
shall report any cases of possible conflict of interest concerning himself or herself
in writing to the Board Chair.

B. There will be no retaliation against any party who makes a good faith report or
complaint concerning violations of this Code of Conduct, regardless of whether
it is ultimately determined that such violation has in fact occurred. Nor will there
be any retaliation against any party who provides information in the course of an
investigation into alleged violations of this Code of Conduct.

C. All RHA'’s supervisors/manager have a responsibility to be sensitive to and deal
with violations of this Code of Conduct. This responsibility includes monitoring
all relevant work activities and contacting a higher-level manager, Executive
Assistant/HR Coordinator, Executive Director or the Board Chair, if it is
reasonably believed that a violation of the Code of Conduct has occurred. Any
such report shall be investigated regardless of whether a formal report or
complaint has been made.

VI.  Dissemination
A. Any employee, appointed officials or agent of the RHA shall be informed of this

Code of Conduct when he/she is initially retained by the RHA, and on an annual
basis thereafter.
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VII. Contact Information

Grantee Legal Name: Regional Housing Authority

DUNS #: 621882174

Address: 1455 Butte House Road, Yuba City, CA 95993
Phone #: (530) 671-0220

Email Address: g.becerra@regionalha.org

Authorized Official and Title: Gustavo Becerra, Executive Director

Voluntary Termination

Voluntary termination results when an employee voluntarily resigns his or her employment or
fails to report to work for three (3) consecutively scheduled workdays without notice to, or
approval by, his or her supervisor. RHA will make attempts to contact the employee before any
termination action is taken. All agency-owned property, including blut not limited to vehicles,
keys, uniforms, cell phones, identification badges, tools, and credit cards, must be returned
immediately upon termination of employment.

Employee Standards Conduct

This section of the handbook discusses your responsibilities to RHA as an employee. Please
thoroughly familiarize yourself with these policies and apply them to your work. The result of
your effort will be a more efficient, productive and pleasant atmosphere for you, your coworkers,
and our clients.

Prohibited Conduct

The following conduct is prohibited and will not be tolerated by RHA. This list of prohibited
conduct is illustrative only; other types of conduct that threaten security, personal safety,
employee welfare and the agency’s operations also may be prohibited.

1. Fraud in securing appointment.

Drunkenness on duty.

2. Unsatisfactory performance. :
3. Inexcusable neglect of duty. |
4. Insubordination.

5. Dishonesty.

6.

7.

Addiction and/or use of narcotics or habit-forming drugs without medical prescription
while on duty.
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8. Inexcusable absence without leave.

9. Conviction of a job-related felony.

10. Discourteous treatment of the public or other employee.

11. Political activity, which is in violation of Federal, State or local laws and regulations

12. Misuse of Housing Authority property in violation of law or Board order.

Absenteeism and Tardiness

Each of our employees plays an important role in getting the day’s work done. Please ensure
you are fulfilling your time commitment and obligation to RHA. Absenteeism and tardiness,
even for good reasons, is disruptive to our operations and interferes with our ability to satisfy
the public’s needs. Excessive absenteeism or tardiness, if unexcused, can result in discipline,
up to and including termination. Employees are expected to report to work as scheduled, on
time, and prepared to start work. Employees also are expected to remain at work for their entire
work schedule, except for meal periods or when required to leave on authorized RHA business.
Late arrival, early departure, or other unanticipated and unapproved absences from scheduled
hours are disruptive and must be avoided.

If you are unable to report for work on any particular day, you must under all, but the most
extenuating circumstances call your supervisor at least one hour before the time you are
scheduled to begin working for that day. In all cases of absence or tardiness, employees must
provide their supervisor with an honest reason or explanation. Employees also must inform their
supervisor of the expected duration of any absence.

Tardiness in excess of 10 minutes, 3 times in one calendar month, will result in a loss of
earned sick and annual leave accumulation for one pay period. Chronic tardiness and
absenteeism may result in disciplinary action, up to an including termination. All employees
are expected to remain at their jobs until the actual starting time of lunch periods or the end of
their shift. Unexcused leaving early shall be treated the same as tardiness.

If you fail to report for WOI:k without any notification from yourself, a family member or medical
provider to your supervisor this will result in a deduction of a day’s pay for each day missed. If
your absence continues for a period of 3 days, the agency will consider that you have voluntarily

abandoned or quit your employment.

Off-duty Conduct/Outside Employment

While RHA does not seek to interfere with the off-duty and personal conduct of its employees,
certain types of off-duty conduct may interfere with the agency’s legitimate business interests.
For this reason, employees are expected to conduct their personal affairs in a manner that does

49
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not adversely affect the agency’s or their own integrity, reputation or credibility. Illegal or
immoral off-duty conduct by an employee that adversely affects RHA’s legitimate business
interests or the employee's ability to perform his or her job will not be tolerated.

While employed by RHA, employees are expected to devote their energies to their jobs with
RHA. The following types of employment elsewhere are strictly prohibited:

e Additional employment that conflicts with an employee’s work schedule, duties, and
responsibilities at RHA;

e Additional employment that creates a conflict of interest or is incompatible with the
employee's position with RHA; '

e Additional employment that impairs or has a detrimental effect on the employee’s work
performance with RHA;

¢ Additional employment that requires the employee to conduct work or related activities on
RHA’s property during the employee's working hours or using RHA’s facilities and/or
equipment; and

o Additional employment that directly or indirectly competes with the business or the interests
of RHA.

Employees who wish to engage in additional employment that may create a real or apparent
conflict of interest, such as working for a vendor, contractor, other agency, etc., must submit a
written request to RHA explaining the details of the additional employment. If the additional
employment is authorized, RHA assumes no responsibility for it. RHA shall not provide
workers’ compensation coverage or any other benefit for injuries occurring from or arising out
of additional employment. If it is determined a conflict exists with secondary employment,
authorization may be revoked.

Drug and Alcohol -Free Workplace Policy

A. Purpose
The Regional Housing Authority (Authority) is strongly committed to the health, safety
and welfare of its employees, clients and the public at large. Drug and/or alcohol abuse
poses a direct and significant threat to the mission of the Authority. The Authority is
committed to ensuring a substance-free working environment for all of its employees,
clients and the public at large.

The purpose of this policy is to notify Authority employees that the unlawful
manufacture, distribution, dispensation, possession or use of a controlled substance is
prohibited in the workplace and specified actions that will be taken against employees
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for violation of the prohibitions contained in this policy. It is also the purpose of this
policy to assure worker fitness for duty and to protect our employees, clients and the
public at large from the risks posed by the prohibited use, possession, manufacture, sale,
purchase, transfer or being under the influence of alcoholic beverages, illegal drugs or
other intoxicants and misuse of prescription drugs at any time on Authority premises or
while on Authority business. This policy is also intended to comply with all applicable
federal and state regulations governing drug-free workplace requirements to include the
Federal Drug-Free Workplace requirements (41 U.S.C. §8103) and the California Drug
Free-Workplace Requirements (Government Code §8355). This policy sets forth
available drug counseling and rehabilitation and also sets forth the possible penalties that
may be imposed on employees for drug abuse violations. All employees are notified that
as a condition of employment with the Authority they must abide by the terms and
conditions of this policy and notify the Authority of any criminal drug statue conviction
for a violation occurring in the workplace no later than five (5) days after conviction.

Employees who think they may have a drug and/or alcohol problem are urged to
voluntarily seek confidential assistance. While the agency will be supportive of those
who seek help voluntarily, the Authority will be equally firm in identifying and
disciplining those who do not seek help or those whose substance abuse either violates
the policy or interferes with the employee’s job performance. It is in the best interest of
the Authority and its employees that immediate action be taken whenever there is
sufficient cause to believe that an employee is unfit for duty due to the influence of drugs
and/or alcohol while at work. The Authority will act to eliminate any substance abuse
(alcohol, illegal drugs, misuse of prescription drugs or any other substance which could
impair an employee's ability to safely and effectively perform the functions of the
particular job) which increases the potential for accidents, absenteeism, substandard
performance, poor employee morale or damage to the Authority’s reputation. All
persons covered by this policy should be aware that drug and/or alcohol abuse will not
be tolerated, and violations of the policy may result in discipline, up to and including
termination, or the inability of being hired. It is within the Authority’s discretion to allow
those covered by this policy to enter treatment/rehabilitation pursuant to Article H, or to
pursue discipline in lieu of, or in addition to, treatment/rehabilitation.

. Policy

The Authority has an obligation to its employees, clients and the public at large to
reasonably ensure safety in its workplace, as well as, safety and quality in its service.
The following are strictly prohibited and will result in immediate disciplinary action, up
to and mcludmg termination: reporting to work under the influence of drugs and/or
alcohol; using, possessmg, manufacturing, purchasing or transferring drugs and/or
alcohol which impairs job performance or poses a hazard to the safety and welfare of the
employee, public or other employees by an employee on Housing Authority premises or
property (including storage in a desk, car, etc.) during work time; or the sale of such
item.
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While the Authority has no intention of intruding into the private lives of its employees,
involvement with drugs and/or alcohol off the job can take its toll with job performance
and employee safety. The Authority’s concern is that employees are in a condition to
perform their duties safely and efficiently, while taking the interests of their coworkers
and the public into consideration as well as themselves. It is in the best interest of the
Authority and its employees that immediate action be taken whenever there is sufficient
cause to believe that an employee is unfit for duty due to being under the influence of
drugs and/or alcohol while at work. |

While the use of medically prescribed medication(s) is not per se a violation of this
policy, failure by the employee to notify his/her supervisor, before beginning work, when
taking any sort of medication (either prescription or over the counter) which could
foreseeably interfere with the safe and effective performance of duties or operation of
Authority equipment can result in discipline, up to and including termination. It is the
intent of the Authority that this requirement is solely for the purpose of identifying
physical or mental limitations that could impact the employee’s performance or safety.
In the event there is a question regarding an employee's ability to safely and effectively
perform assigned duties while using such medication(s), clearance from a qualified
physician may be required.

The Authority is not required to and will not accommodate the use of prohibited
substances in the workplace or working under the influence of prohibited substances
even if prescribed by a licensed healthcare provider.

The Authority reserves the right (without employee consent) to inspect and/or search
all Authority property on or off Authority premises, for drugs and/or alcohol, or any
other substances which may impair job performance.

C. Applicability
This policy applies to all current employees, including; full-time, part-time and
temporary employees, prospective employees and contractors/vendors when they are on
Authority property or while performing any Authority related business.

D. Prohibited Substances
“Prohibited substances” addressed by this policy include but are not limited to the
following:

1. Drug: Marijuana, amphetamines, opiates, methamphetamines and cocaine; and
other known and identified drug substances.

2. The misuse of prescription medication(s) which may impair the employee’s
ability to safely and effectively perform their duties.

3. Alcohol: The use of beverages or substances, including any medication,

containing alcohol that is present in the body while performing Authority
business is prohibited. “Alcohol” is defined as the intoxicating agent in beverage

A
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alcohol, ethyl alcohol, or other low-molecular-weight alcohols, including
methyl or isopropyl alcohol.

Prohibited substances may also include the use of legally prescribed substances

(barbiturates, amphetamines, morphine, codeine, etc.). Any employee who is
taking a medication that may affect their work performance must notify their
supervisor immediately.

E. Prohibited Conduct
Prohibited conduct addressed in this policy includes but is not limited to the following:

1.

Manufacture, Trafficking, Possession and Use: Any employee engaging in the
unlawful manufacture, distribution, dispensing, possession, or use of a
prohibited substance on Authority premises, in Authority vehicles or while
conducting Authority business on or off the premises is absolutely prohibited.

Impaired/Not Fit for Duty: Any employee who is reasonably suspected of being
impaired or not fit for duty due to the influence of a prohibited substance shall
be removed from job duties pending the results of a drug and/or alcohol test.
Employees failing to pass a drug and/or alcohol test shall remain off duty and
be subject to treatment or disciplinary action up to and including termination. A
drug and/or alcohol test is considered positive (failed) if the individual is found
to have a quantitative presence of a prohibited substance in the body or if the
test is deemed to be adulterated or substituted. A drug and/or alcohol test is also
considered positive (failed) if an employee refuses to submit to a test. Failure to
test may lead to disciplinary action up to and including termination. An
employee may also be required to pass a Fitness for Duty Medical Examination
prior to returning to duty.

Alcohol Use: No employee shall report for duty or remain on duty while under
the influence of alcohol. No employee shall use alcohol while on duty. No
employee shall use alcohol within four hours of reporting for duty nor during the
hours that he/she is on call. Violation of these provisions is prohibited and will
subject the employee to disciplinary action up to and including termination.

F. Testing for Prohibited Substances
As permitted by law, the Authority reserves the right to test for the presence of drugs
and/or alcohol. All employees shall be subject to testing for pre-employment,
reasonable suspicion, post-incident, post-accident and return to duty/follow-up. Any

employee refusing to submit to a drug and/or alcohol test when requested by any
authorized Authority representative may constitute insubordination and may be
grounds for discipline up to and including termination.

1. Pre-Employment Testing
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Upon acceptance of a written job offer to a prospective employee, the
prospective employee shall submit to and pass a drug and/or alcohol test as a
condition of employment. Test results shall remain confidential and, in the
employee’s, medical records file. Such information is not available for public
inspection. |

2. Reasonable Suspicion:
"Reasonable suspicion" is a belief based on objective facts sufficient to lead a
reasonably prudent manager or supervisor to suspect that an employee is under
the influence of drugs and/or alcohol impairing the employee's ability to perform
the essential functions of his/her job or effecting the employee's ability to
perform his/her job safely.

In conducting a reasonable suspicion inquiry, management and/or supervisors
should evaluate the following, documenting the presence of any of the listed

indicators:
1. Speech: Incoherent, confused, slurred, rapid, loud or rambling;
2. Balance: Staggering, swaying or falling;
3. Walking or movement: unsteady, staggering, swaying, stumbling,
falling, pacing or rapid;
4. Mental state or physical behavior: sleepy/stupor, confused, lack

of concentration, paranoid, excessive yawning, fatigue,
withdrawn, nervousness; ;

5. Abilities: Lack of coordination, confused thinking, slow
movements, fidgeting, unable to sit still, rapid movements, cannot
operate/control machinery or equipment;

6. Appearance: red eyes, droopy eyelids, dilated or constricted
pupils, weight loss/malnutrition, disheveled/unkempt appearance,
smell of alcohol, wearing sunglasses at inappropriate times, dry
mouth, flushed or pale face, frequent sniffling.

7. Alcohol odor on breath.

8. Difficulty responding to simple questions such as time of day,
location, etc. .

9. Difficulty performing simple tasks such as counting, touching
nose, etc.

10. Experiences or causes an accident, injury or property damage,
near-miss of serious accident, dangerous operation of equipment
or vehicle.

11. Verbal or physical abuse or altercation, inability to get along with
others;

12. Poor attendance or observation of work hours;
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13. Poor job performance including excessive mistakes, not
following directions, lack of motivation;
14. Possession of alcohol, drugs or drug paraphernalia;
15. Information obtained from a reliable person with personal
! knowledge.

Employees suspected to be under the influence of drugs and/or alcohol will be
escorted to the clinic by a designated Authority representative and will be
required to submit to a drug and/or alcohol test. An employee who refuses to
submit to testing, refuses to cooperate in any investigation, provides false
information in connection with a test or who attempts to falsify test results
through tampering, contamination, adulteration, or substitution shall be
removed from duty immediately and be subject to disciplinary action up to and
including immediate termination. Refusal can include an inability to provide a
urine specimen or breathe sample without a valid medical explanation, a verbal
declaration, obstructive behavior, or physical absence resulting in the inability
to conduct the test.

3. Post Incident/Accident Testing

The Authority will require all employees who sustain a reportable work-related
injury to submit to a drug and/or alcohol test immediately following the injury.
The Authority will require any employee involved in an auto accident while
driving an Authority vehicle to submit to a drug and/or alcohol test within an
hour of the accident. Under certain circumstances, the Authority allows
employees to drive their personal vehicle for Authority business, the Authority
will require any employee involved in an auto accident while driving their
personal vehicle for Authority business to submit to a drug and/or alcohol test
following any accident within an hour of the accident. Employees are not
authorized to operate an Authority vehicle or their personal vehicle for Authority
business until results of such testing is received.

4. Return to Duty and Follow-Up Testing

An employee who tested positive for a prohibited drug and/or alcohol and was afforded
the option to seek treatment/rehabilitation, must test negative and be evaluated and
released to duty by a Substance Abuse Professional (SAP) before returning to work.
Employees will be required to undergo unannounced follow-up drug and/or alcohol
testing following return to duty. The duration and frequency will be determined by the
SAP. However, it shall not be less than 6 tests during the first year, nor longer than 5
years, following return to duty. The costs for follow-up testing shall be borne by the
employee.

Analytical drug and/or alcohol testing will be conducted when circumstances warrant or
as required by federal regulations. The drug and/or alcohol testing may test for any
substance which could impair an employee’s ability to effectively and safely perform
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the functions of his/her job, including but not limited to alcohol, prescription
medication(s), cocaine, amphetamines, methamphetamines, rharijuana and opiates.

Testing shall be conducted in a manner to ensure a high degree of accuracy and reliability
and using techniques, equipment, and laboratory facilities that have been approved by
the US Department of Health and Human Services.

An employee who has a verified positive drug and/or alcohol test, an adulterated test, a
substituted test or a refusal to test will be removed from his/her position immediately
and appropriate disciplinary action will be taken up to and including termination. If the
Authority decides the employee be given the opportunity to seek
treatment/rehabilitation, the employee will be informed of educational and rehabilitation
programs available, and must be evaluated by a SAP at their own expense. Failure to
take advantage of this option will result in discipline, up to and including termination.

The Authority affirms the need to protect the individual’s dignity, privacy, and
confidentiality throughout the testing process.

G. Treatment/Rehabilitation

At the employee’s discretion, an employee may be afforded, at their own expense, an

opportunity for treatment/rehabilitation in accordance with the following provisions:

1. Positive Drug/Alcohol Test: A treatment/rehabilitation program may be
available for employees who have tested positive for a “prohibited substance”.
When recommended by a SAP, participation and completion of the
recommended treatment/rehabilitation program is mandatory. Failure of an
employee to attend and/or complete a prescribed program will result in
termination from employment. Prior to return to duty, an employee must follow
the treatment/rehabilitation program recommended by the SAP and the program
staff. The duration and frequency of follow-up testing will be determined by the
SAP, it will not be shorter than one year or longer than five years.

2. Voluntary Admittance: Employees who feel they have a problem with drugs
and/or alcohol may request voluntary admission to a treatment/rehabilitation
program. Requests must be referred to the Executive Assistant/HR Coordinator
or Executive Director for review. Program costs will be paid for by the
employee. An employee failing to complete the program will be terminated
from employment. An employee completing a treatment/rehabilitation program
must pass a return to work drug and/or alcohol test and will be subject to follow
up testing, not shorter than one year or longer than five years, following return
to duty. A positive return to work test, post-incident test, post-accident test, or
reasonable suspicion test within the designated period will result in termination
of employment. Failure to pass a drug and/or alcohol test for any other reason
will be handled as a “positive test” as defined elsewhere.
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3. Employees participating in a treatment/rehabilitation program must use any
accumulated sick or vacation leave. After exhaustion of all available leave, the
Employee will need to seek and obtain a leave without pay and be on unpaid
leave until such time as they may return to work.

H. Drug-Free Workplace Act of 1988
The Authority complies with the Drug-Free Workplace Act of 1988.

I. Incorporation of New or Changed Requirements
Notwithstanding anything in this policy to the contrary, this policy shall be construed
to incorporate any changes required by any law, regulation, or directive that is
adopted, amended or issued after the effective date of this policy, including
applicable precedents under state and federal case law, pertaining to drug and/or
alcohol testing and treatment/rehabilitation programs for employees.

The Authority is dedicated to ensuring fair and equitable application of this Drug and Alcohol-
Free Workplace Policy. Therefore, supervisors and managers are required to administer all
aspects of this policy in an unbiased and impartial manner. Any supervisor or manager who
knowingly disregards the requirements of this policy, or who is found to deliberately misuse the
policy with respect to his/her subordinates, shall be subject to disciplinary action, up to and
including termination.

Dress Code and Other Personal Standards

Because each employee is a representative of RHA in the eyes of the public, each employee
must report to work properly groomed and wearing appropriate clothing. Employees are
expected to dress neatly and in a manner that ensures workplace safety and is consistent with
the nature of the work performed. Employees who report to work inappropriately dressed may
be asked to clock out and return in acceptable attire.

Maintenance department personnel may wear jeans or shorts along with agency provided shirts.
All clothing must be clean and neat and free of stains, tears and holes. Employees are provided
coveralls and other protective clothing in order to prevent damage to clothing. All employees
required to wear uniforms provided by RHA must take care of their uniforms and report any
wear or damage to their manager/supervisor. Instructions regarding cleaning and maintenance
of uniforms will be provided. Manager/Supervisor will inform you of additional requirements
regarding acceptable attire. Certain employees may be required to wear safety equipment or
clothing. Your manager/supervisor must approve any deviations from these guidelines.
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Jewelry, makeup, perfume and cologne should be in good taste. Be mindful that some
employees are allergic to the chemicals in perfumes and cologne so wear these products
conservatively.

Office personnel who do participate in a casual dress day are expected to report to work properly
groomed. Acceptable casual dress excludes ripped or torn clothing, flip-flops (thin rubber
beachwear type shoes), slippers, spaghetti strapped and razor back tanks, halter tops, mini-skirts,
sweatpants, shorts, offensive or distracting logos, pictures and slogans and revealing clothing.
Employees required to wear safety equipment or clothing still must do so on a casual dress day.
For the safety of staff, open toed sandals are not acceptable when required to conduct business
outside of the office such as home visits or inspections. Open toed sandals are acceptable while
working in the office only.

Employees with hair at a length that would cause a safety hazard should have hair neatly pulled
back.

Client Relations

Employees are expected to be polite, courteous, prompt, and attentive to every client. When an
employee encounters an uncomfortable situation that he or she does not feel capable of handling,
the employee’s manager/supervisor should be contacted immediately.

Clients are always to be treated courteously and given proper attention. Never regard a client’s
question or concern as an interruption or an annoyance. You must respond to inquiries from
clients, whether in person or by telephone, promptly and professionally. Never place a telephone
caller on hold for an extended period. Direct incoming calls to the appropriate person and make
sure the call is received.

Through your conduct, show your desire to assist the client in obtaining the help needed. If you
are unable to help a client, find someone who can. All correspondence and documents, whether
to clients or others, must be neatly prepared and error-free. Attention to accuracy and detail in
all paperwork demonstrates your commitment to those with whom we do business.

Never argue with a client. If a problem develops or if a client remains dissatisfied, ask your
manager/supervisor to intervene.

Confidentiality !

During the course of employment with the RHA, employees or participants may receive or
have access to information in which RHA has a confidential interest. Examples of information
that RHA considers confidential in nature include, but are not limited to: policy or procedure
manuals, guidelines, and memoranda; personnel information, including wage and benefits
information ; financial information; participant and client profile information, including
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income information, contact information, needs assessments, and program assessment surveys;
client information; computer systems, programs, and software; and contract and grant
proposals, including price and cost data.

Because the unauthorized review, reproduction, or disclosure of confidential or private
information may be detrimental to RHA, no employee or participant entrusted with or
otherwise knowledgeable of such information shall reproduce or disclose such information
both during their employment/training assignment or after termination of their relationship
with RHA, unless given prior authorization to do so.

No employee or participant shall use for his or her own benefit, or the benefit of another, the
confidential or private information acquired or accessed in the course of performing his or her
official duties with RHA.

Records pertaining to employees and participants are subject to the Federal Privacy Act.
Without appropriate authorization, employees or participants shall not duplicate or distribute
any such confidential records or make public any such confidential information to parties
outside of RHA.

Any breach of this policy will not be tolerated, and the agency may pursue disciplinary action

up to and including termination.

Business Conduct and Ethics

No employee may accept a gift or gratuity from any client, vendor, supplier, or other person
doing business with RHA because doing so may give the appearance of influencing business
decisions, transactions or service. Please discuss expenses paid by such persons for business
meals or trips with RHA in advance.

Employer Property

Desks, computers, vehicles and cell phones are RHA property and must be maintained according
to RHA rules and regulations. They must be kept clean and are to be used only for work-related
purposes. RHA reserves the right to inspect all RHA property to ensure compliance with its
rules and regulations, without notice to the employee and at any time, not necessarily in the
employee’s presence.

RHA voice mail and/or electronic mail (e-mail) are to be used for business purposes only. RHA
reserves the right to monitor voice mail messages and e-mail messages to ensure compliance
with this rule, without notice to the employee and at any time, not necessarily in the employee’s
presence. )

RHA’s IT consultant may periodically need to assign and/or change “passwords” and personal
codes for voice mail, e-mail and computers. These communication technologies and related
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storage media and databases are to be used only for RHA business and they remain the property
of RHA.

RHA’s Executive Assistant/HR Coordinator reserves the right to keep a record of all passwords
and codes used and/or may be able to override any such password system.

H
Prior authorization must be obtained before any agency property may be removed from the
premises.

For security reasons, employees should not leave personal belongings of value in the workplace.

Personal items of terminated employees will be boxed up and a mutual time for pick-up will be
arranged. Items left in the workplace are subject to disposal if not claimed within 30 days of an
employee’s termination or scheduled pick-up date.

Use of Electronic Media

RHA uses various forms of electronic communication including, but not limited to computers,
e-mail, telephones and internet. All electronic communications, including all software,
databases, hardware, and digital files, remain the sole property of RHA and are to be used only
for RHA business and for limited personal use during allotted break and lunch periods only.

Electronic communication and media may not be used in any manner that would be
discriminatory, harassing, or obscene, or for any other purpose that is illegal, against RHA
policy, or not in the best interest of RHA.

Employees who misuse electronic communications and engage in defamation, copyright or
trademark infringement, misappropriation of trade secrets, discrimination, harassment, or
related actions will be subject to disciplinary action up to and including termination.

Employees may not install personal software on RHA’s computer systems.

All electronic information created by any employee using any means of electronic
communication is the property of RHA and remains the property of RHA. Personal passwords
may be used for purposes of security, but the use of a personal password does not affect RHA’s
ownership of the electronic information.

RHA will override all personal passwords if necessary, for any reason.

RHA reserves the right to access and review electronic files, messages, mail, and other digital
archives, and to monitor the use of electronic communications as necessary to ensure that no
misuse or violation of agency policy or any law occurs.
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Employees are not permitted to access the electronic communications of other employees or
third parties unless directed to do so by RHA management, third party, or the mutual consent of
the employee.

i
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No employee may install or use anonymous e-mail transmission prograrhs or encryption of e-
mail communications, except as specifically authorized by the Executive Director.

Employees who use devices on which information may be received and/or stored, including but
not limited to cell phones, , portable computers, fax machines, and voice mail communications
are required to use these methods in strict compliance with the confidential communication
policy established by RHA. Except for such uses, these communications tools should not be
used for communicating confidential or sensitive information.

Access to the internet, websites, and other types of RHA-paid computer access are to be used
for RHA-related business only. The Executive Director must approve any information about
RHA, its products or services, or other types of information that will appear in the electronic
media about RHA before the information is placed on an electronic information resource that is
accessible to others.

Questions about access to electronic communications or issues relating to security should be
addressed to the Chief Financial Officer.

Facsimile & Copy Machines and Personal Mail

The facsimile and copy machines are for RHA business. Any personal use of fax or copy
machines should be paid for at an appropriate market rate. Employees are prohibited from using
these machines for the purpose of transmitting, receiving or copying materials that may be
deemed offensive or insulting. Any employee who receives such materials via facsimile
transmission, the mail, or from any other source, should report the transmission immediately to
the Executive Assistant/HR Coordinator.

Mail sent to you at RHA will be opened by the Executive Assistant/HR Coordinator unless
clearly indicated that it is of personal nature. If you do not wish to have your correspondence
handled in this manner, please have it delivered to your home. RHA letterhead may not be used
for personal correspondence.

Guests and Visitors

Visits from friends and family are to be kept to a minimum, in order to preserve an appropriate
work environment. It is important that the impression left with RHA visitors is that of a
professional organization with the highest standards of conduct. Union representatives have
access to RHA facilities with prior approval of the Executive Director. If an employee has a
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visitor, the visitor must be escorted through the building at all times.
Personal Phone Calls g

Although RHA’s phones are intended to be used for RHA business, it is recognized that it may
be necessary for an employee to use RHA phones for personal calls. The following guidelines
apply to the use of RHA phones for personal calls:

e Use of RHA phones for personal calls should be minimized.

¢ No personal call may be made by an employee on RHA phones that result in any toll,
long-distance, or other charges appearing on RHA’s phone bill. Any such charges
should be charged directly to the employee and should not appear on RHA’s phone bill.

Prohibited Use of RHA Cell Phone While Driving

In the interest of the safety of our employees and other drivers, RHA employees are refrained
from using cell phones while operating a motor vehicle on RHA business and/or RHA time.

If your job requires that you keep a RHA issued cell phone turned on while you are driving, you
must use a hands-free device. RHA recommends preprogramming frequently used numbers into
your phone rather than looking up numbers before dialing them. Violating this policy is a
violation of law beginning July 1, 2008 and a violation of RHA rules.

Writing, sending, or reading text-based communication — including text messaging, instant
messaging, and e-mail — on a wireless device or cell phone while driving is also prohibited under
this policy. Violating this policy is a violation of law beginning January 1, 2009 and a violation
of RHA rules.

RHA Vehicle Use

RHA employees are expected to drive RHA-owned and, from time-to-time, personal vehicles
to conduct RHA business. Below are the issues and expectations related to vehicle use:

Driving Standards

All RHA employees are required to comply with the safe driving standards necessary to
possess the required certificates of insurance. RHA routinely reviews each employee’s
DMV record to ensure compliance with the standard. Employees are expected to drive
in a safe and responsible manner.

Use of RHA Vehicles

Employees are encouraged to use RHA vehicles rather than personal vehicles for
conducting RHA business whenever possible.
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When using a RHA car, truck or van, employees should remain aware that they are
driving a publicly-owned vehicle, and that it should be used primarily for agency
business. Incidental personal use, such as stopping for lunch along the route going to or
from a jobsite or going out to eat when you are out of town is acceptable. Except in an
emergency, employees may not carry family members or friends in a RHA vehicle unless
authorized in advance.

Use of Personal Vehicles

Personal vehicles can be used for RHA business when a RHA vehicle is not available or
when use of a RHA vehicle would cause unnecessary inconvenience for the employee.
Employees will be reimbursed for work-related mileage expense in accordance with
current IRS rates. (See Personal Vehicle Usage Form from MOU)

Off-duty Use of Facilities

Employees are prohibited from remaining on RHA premises or making use of RHAs facilities
while not on duty. Employees are expressly prohibited from using RHA facilities, RHA
property, or RHA equipment for personal use.

Security

RHA has developed guidelines to help maintain a secure workplace. Be aware of persons
loitering for no apparent reason in parking areas, walkways, entrances and exits, and service
areas. Report any suspicious persons or activities to your manager/supervisor immediately.
Secure your desk or office at the end of the day. When called away from your work area for an
extended length of time, do not leave valuable and/or personal articles in or around your
workstation that may be accessible. The security of facilities as well as the welfare of our
employees depends upon the alertness and sensitivity of every individual to potential security
risks. You should immediately notify your manager/supervisor when unknown persons are
acting in a suspicious manner in or around the facilities, or when keys, security passes, or
identification badges are missing. All employees are required to carry their agency identification
badges during working hours.

Health and Safety

All employees are responsible for their own safety, as well as that of others in the workplace.
To help us maintain a safe workplace, everyone must be safety-conscious at all times. Report
all work-related injuries or illnesses immediately to your manager/supervisor or to the Executive
Assistant/HR Coordinator.
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In compliance with California law, and to promote the concept of a safe workplace, RHA
maintains an Injury and Illness Prevention Program. The Injury and Illness Prevention Program
is available for review by employees and/or employee representatives in the Executive
Assistant/HR Coordinator’s office.

In compliance with Proposition 65, the agency will inform employees of any known exposure
to a chemical known to cause cancer or reproductive toxicity.

Ergonomics

RHA is subject to Cal/OSHA ergonomics standards for minimizing workplace repetitive motion
injuries. RHA will make necessary adjustments to reduce exposure to ergonomic hazards
through modifications to equipment and processes and employee training. RHA encourages safe
and proper work procedures and requires all employees to follow safety instructions and
guidelines.

RHA believes that reduction of ergonomic risk is instrumental in maintaining an environment
of personal safety and well-being and is essential to our business. We intend to provide

appropriate resources to create a risk-free environment. !

If you have any questions about ergonomics, please contact the Executive Assistant/HR
Coordinator.

Housekeeping

All employees are expected to keep their work areas clean and organized. People using common
areas such as lunchrooms and restrooms are expected to keep them sanitary. Please clean up
after meals and dispose of trash properly.

Tobacco-Free Environment

The use of tobacco, including electronic tobacco devices, is not allowed in any portion of RHA
buildings, including stairwells, garage, or common areas, within 20 feet of a door or window of
any RHA building or RHA vehicles.

Solicitation and Distribution of Literature

In order to ensure efficient operation of RHA’s business and to prevent disruption to employees,
we have established control of solicitations and distribution of literature on RHA property. RHA
has enacted rules applicable to all employees governing solicitation, distribution of written
material, and entry onto the premises and work areas for political causes with the exception of
Union literature or materials. All employees are expected to comply strictly with these rules.
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Any employee who is in doubt concerning the application of these rules should consult with his
or her manager/supervisor, or the Executive Director.

No employee shall solicit or promote support for any political cause or political organization
during his or her working time or during the working time of the employee or employees at
whom such activity is directed.

No employee shall distribute or circulate any written or printed material in work areas during
his or her working time. Union material shall be distributed during allotted lunch, break periods,
or off-hours ;

Under no circumstances will non-employees be permitted to solicit or to distribute written
material for any purpose on company property, without prior approval of the Executive Director.
Conducting Personal Business

Employees are to conduct only RHA business while at work. Employees may not conduct
personal business or business for another employer during their scheduled working hours. See
MOU for allotted Shop Steward/leadership paid release time.

Bulletin Boards

RHA maintains numerous bulletin boards located at various facilities.

Bulletin boards are used to provide information to employees concerning agency policies,
governmental regulations, newsletters, special events, meetings, and employment listings.
Please review the bulletin board frequently so that you are familiar with the information posted
there.

Employees may not post items on agency bulletin board unless the following conditions are met:
¢ Postings may be made by RHA employees only;

e The information to be posted must first be approved by the Executive Director, unless
required by law;

e Bulletin boards will be updated when necessary;

The Union maintains two bulletin boards at RHA facilities.

Payment of Wages

Paydays are scheduled every other Thursday. If a payday falls on a holiday, payday shall be the
working day before the holiday.
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RHA offers automatic payroll deposit for employees. You may begin and stop automatic payroll
deposit at any time. To begin automatic payroll deposit, you must fill out a Direct Deposit form
along with a voided check and return it to the Executive Assistant/HR Coordinator at least 5
days before the pay period for which you would like the service to begin. You should carefully
monitor your payroll deposit statements for the first two pay periods after the service begins.

To stop automatic payroll deposit, you need to notify the Executive Assistant/HR Coordinator
in writing at least 5 days before the pay period for which you would like the service to end. You
will receive a regular payroll check on the first pay period after the receipt of the form, provided
it is received no later than 5 days before the end of the pay period.

Advances

RHA does not permit advances against paychecks or against unaccrued vacation.

i
i

Timekeeping Requirements

Employees must record their start and at the end of each work period, including the start and
end of their lunch break. Employees must also record whenever they leave the building for any
reason other than company business or their 15 minutes breaks (one in the morning and one in
the afternoon). Employees must complete their timesheets daily. Accurately recording all of
your time is required to ensure that you are paid for all hours worked as required by wage and
hour laws.

Meal and Rest Periods

Employees are provided with a meal break, either a half-hour or 1 hour, to be taken duty free
and approximately in the middle of the workday not to exceed 5 hours from their start time. If
an employee is going to work less than 6 hours in a day, a meal break does not need to be taken
and a Meal Waiver Form of 15 meal must be completed and approved. If an employee will be
working more than 10 hours but less than 12 hours, a second meal break does not need to be
taken and a Meal Break Waiver of 2° meal must be completed and approved.

Employees are allowed a 15-minute rest period for every four hours of work or major portion
thereof (1 in the morning and 1 in the afternoon). Rest periods may not be rolled into one, cannot
be combined with your meal period or be used to leave early or arrive late. You are expected to
observe your assigned working hours and the time allowed for meal and rest periods.

Overtime

Employees in non-exempt positions are eligible to receive compensatory time off (CTO) at a
rate of 1.5 times the regular hourly rate for actual hours worked beyond an employee’s scheduled
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workweek (40 hours Monday through the end of the following Sunday). The Executive Director
may authorize a payoff of any or all CTO time balances not more than once each fiscal year.
CTO shall be taken prior to requesting vacation time. Employees must receive approval prior
to working overtime.

On-Call/Callback Pay Policy

Whenever any employee is required to remain available on an On-call basis, he/she shall be
compensated at the rate of thirty dollars ($30.00) per day for non-work days (days RHA is
closed for business or holidays and for work days that the employee has reported to work and
is scheduled for on-call the rate will be thirty ($30.00) per day. For purposes of this section, a
weekday for on-call is defined as the hours between 5:30 PM and 7:00 AM the following
calendar day. For a designated holiday, weekend day or other day RHA is closed to the public,
on-call is defined as a shift of 24 hours. The assignment of classifications of employees to do
on-call duty shall be approved by the Executive Director. Employees scheduled for on-call
duty shall be on-call for one week, beginning at 5:30 PM Thursday, and ending at 5:30 PM the
following Thursday.

For purposes of this section, individuals required to remain available on an on-call basis must
at all times leave a telephone number where they can be reached and can return a call within a
reasonable length of time, must not have called in sick due to illness or departed early from
work due to illness. The possession of a cell phone shall not constitute on-call duty unless the
appointing authority or his /her designated representative has specifically approved a schedule
consisting of employees scheduled for on-call duties. No employee shall work two (2)
consecutive weeks on-call without prior written approval. A rotation of schedules is needed to
ensure safety.

Employees called back to perform emergency overtime duty shall receive a minimum of two
(2) hours overtime compensation, except that employees living in RHA called back to perform
overtime duty (in their residence area) shall receive one (1) hour of overtime compensation. In
the event of an additional emergency call back within 2 hours of the initial call back order, the
second and any subsequent call back orders shall be paid based on actual time worked per day
(12:01 AM to 12:00 PM). Non-emergency work orders shall not be completed while in
emergency call back. ‘

Employees deemed able to perform on-call duties shall be recommended by the Operations
Manager to the Executive Director for approval. On-call cannot be performed by an employee
who is on any leave status including but not limited to more than 3 consecutive days of
vacation or sick leave, FMLA/CFRA or other sanctioned leave. Failure to perform on-call duty
without cause may lead to disciplinary action.

Employees on-call must call the onsite manager for all calls before responding.

Alternate/Flexible Work Schedules
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Flexible Work Hours:

To improve the level of service provided by RHA, flexible work hours may be
arranged by mutual agreement between individual employees, supervisors and the
Executive Director. Such hours shall allow the employees to work the standard
number of hours within each work period. The Executive Director may return the
employee to the standard shift at any time with two weeks’ notice.

E. Alternate Work-Schedules:

|
It is intended that an alternate work schedule will enable empioyees to work alternate
work hours to accommodate departmental needs as well as the employee’s personal
needs. However, an alternate work schedule is not an entitlement. The Executive
Director may discontinue alternate work schedules by an individual, group or
department, if it is determined that service levels are not being maintained. The
alternate work schedule may be discontinued with a 14-day notice to the employee(s).
An individual employee’s authorization to participate in the alternate work schedule
may also be discontinued if concerns develop regarding the employee’s performance or
attendance.

Regular Work Week: Employees working a standard week schedule have their work
begin on Monday at 12:01 a.m. and end at 12:00 midnight the following Sunday.

** During the duration of this contract April 1, 2018 through March 31, 2023
(conditional on optional fifth (5'%) year), employees will work a 4/10/40 work week
unless otherwise authorized by the Executive Director.

Alternate Work Week Schedule: An alternative to the normal 5-day, 40-hour work
week. Examples of alternate work schedules are:

|
4/10/40: An employee works the required 40-hour minimum work week in four 10-
hour days.

9/8/80: An employee works eight 9-hour days and one 8-hour day in a two-week
period with one day off every other week that corresponds with the 8-hour day. The
day off can be any day of the week.

Employees who are approved for a 9/8/80 work week will be required to adjust their
work week to ensure that they do not work over 40 hours in any consecutive seven-day
period. In this instance their work weeks would be adjusted to start four hours into
their work shifts on their 8-hour days (this puts 4 hours into each work week).
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Example: An employee on a 9/8/80 schedule working from 7:00 a.m. to 5:00 p.m.
Monday through Thursday with a 1 hour or % hour lunch, and from 7:00 a.m. or 8:00
a.m. to 4:30 p.m. or 5:00 p.m. with a 1 hour or % hour lunch on their 8-hour Friday
with every other Friday as their regular scheduled day off (RDO). The work week
would start mid-day on Friday and end at mid-day on the following Friday. The
employee may be given the choice between the 1 hour or % hour lunch periods.

Other Alternate Schedules: Work Week or lunch schedules, other than those, above
may be approved or required by the Executive Director subject to the operational needs
of RHA.

1. QOvertime:

FLSA non-exempt employees shall receive overtime pay or
compensatory time off at time and one-half (1 ) for all hours worked
in excess of 40 hours in their respective scheduled workweek.

2. Holiday Pay

Holiday pay shall remain at eight (8), nine (9) or ten (10) hours
depending on employee’s regular schedule.

When a holiday falls on one of the employee’s regularly scheduled days
off the holiday will be observed as follows: If it falls on the first of three
(3) consecutive days off, the holiday shall be observed on the preceding
workday. If the holiday falls on either of the last two scheduled days
off, the following workday shall be observed.

3. Vacation and Sick leave

Time off from work for vacation, sick, or other paid leave will be
charged nine (9) hours for time taken on a scheduled nine-hour day, ten
(10) hours on a ten-hour day or the applicable number of hours for any
other approved/required workday. Time off from work on the eight (8)
hour workday will be charged eight (8) hours.

LEAVE PROGRAMS
Vacation

Accrual: Hired before April 1, 2014
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Employees shall accrue vacation leave at the following rates:

Less than 10 years of service - 120 hours per year (4 hours and 37
minutes per pay period)
10 years or more of service - 160 hours per year (6 hours and 10

minutes per pay period)
Accrual: Hired after April 1, 2014

Employees shall accrue vacation leave at the following rates:

0 to 1 year of service - 40 hours per year (1 hour and 32
minutes per pay period)
*Employees will accumulate hours and
after 6 months of service can use
accrued vacation after that.

2 to 5 years of service - 80 hours per year (3 hours and 5
minutes per pay period)
6 to 10 years of service - 120 hours per year (4 hours and 37
minutes per pay period)
10 years or more of service - 160 hours per year (6 hours and 10

minutes per pay period)

Employees may have a total accumulation of not more than 200 hours of vacation
leave as of December 31 of each year.

Scheduling/Approval:

The Executive Director or his/her designee may schedule all vacation leave for employees
who accumulate more than 160 hours of such leave. Vacation leave shall be scheduled in such
a manner as to achieve the most efficient operation of RHA while taklng into consideration the
wishes of the employees. i

Pay-Off Upon Separation:

Employees shall be paid one hundred percent (100%) of their unused vacation leave upon
separation according to law.

Holidays
The following holidays shall be observed with pay:

New Year’s Day — (January 1)

Martin Luther King, Jr., Day — (3" Monday in January)
President’s Birthday — (3" Monday in February)

Cesar Chavez — (March 31)

i

Page 48 of 59

10



Employee Handbook:
W

5. Memorial Day — (Last Monday in May)

6. Independence Day — (July 4)

7.  Labor Day — (1% Monday in September)

8. Columbus Day (2" Monday in October) *(Reassigned for the term of the agreement)

9.  Veteran’s Day — (November 11)

10. Thanksgiving Day — (Fourth Thursday in November)

11. Friday following Thanksgiving

12.  Day Before Christmas — (December 24)

13. Christmas Day — (December 25)

14. New Year’s Eve — (December 31)

15. Every day that is a day of mourning as proclaimed by the Governor of
the State of California or the President of the United States

When a holiday falls on a Sunday, the following Monday shall be observed. When a holiday
falls on a Saturday, the preceding Friday shall be observed (Thursday shall be observed while
on a 4/10 schedule).

If Christmas Day falls on Sunday or Monday, the preceding Friday (Thursday, while on 4/10
schedule) as well as Monday shall be observed; if Christmas falls on a Saturday, the preceding
Wednesday and Thursday'(while on 4/10 schedule) or Thursday and Friday shall be observed
if on 5/8 schedule.

Any day may be taken as a holiday on the condition that one of the designated holidays is
considered to be a workday if the Executive Director elects to do so and secures written
approval of the majority of the employees.

Christmas week:

2019: 12/23* + 12/26 Employee Appreciation Day

2020: 12/21* + 12/22 vacation day

2021: 12/20* + 12/21 vacation day

*%%2022: 12/19* + 12/20 vacation day, move observance of 12/24 to 12/21 and 12/25 to
12/22

*Columbus Day reassigned to specific dates (12/23/19, 12/21/20, 12/20/21, 12/19/22).

***Only applicable if optional fifth (5") year is implemented.
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Sick Leave

Accrual:

1. Employees hired before April 1, 2019 shall accrue sick leave at the rate of 4 hours
and 37 minutes bi-weekly beginning with the first month of employment. Unused
sick leave may be accumulated up to a maximum of 2,080 hours.

2. New employees hired after April 1, 2019 accrue sick leave at 3 hours 42 minutes bi-
weekly beginning with the first month of employment. Unused sick leave may be
accumulated up to a maximum of 2,080 hours.

B. Uses:

Sick leave shall not be considered a privilege, which employees may use
indiscriminately. Sick leave shall only be permitted in the case of necessity and actual
illness or disability. Sick leave may be used for the employee, spouse or registered
domestic partner, child (biological or adopted, foster, stepchild, legal ward or a child
by loco parentis), parent or parent-in-law, grandparent, grandchild or sibling, (some of
which are not covered by FMLA/CFRA).

C. Notice:

Where possible, employees shall provide prior written notification of the need to utilize
accumulated sick leave.

Such notification shall be on a form titled Leave Request, supplied by RHA. The
employee’s supervisor may deny use of sick leave when such does not meet the
requirements of Section B. above. If it is not reasonable or possible for an employee to
give prior written notification, he/she shall confirm the need for such verbally by
telephone or other means within one hour of the time he/she is scheduled to begin
work. Such notification shall be confirmed in writing on the first day the employee
returns to work on a form titled Leave Request, supplied by RHA.

If any employee is out of work for three (3) or more days, a doctor’s note must be
provided when returning back to work.

D. Confirmation:
If the Executive Director has reason to believe that an employee is improperly using

sick leave, he/she may require a doctor’s certification for any use in excess of three (3)
workdays by giving prior notification to the employee that such will be required.
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E. Abuse:

Improper use of sick leave may result in disciplinary action, up to and including
termination.

Effective July 1, 2015 California’s Healthy Workplace Healthy Families Act of 2014, AB1522,
also known as the Paid Sick Leave law, took effect and requires all California employers to
provide sick leave benefits to all employees. While the Housing Authority already provides sick
leave benefits to full-time employees, part-time employees will now also receive paid sick leave.

The Housing Authority has opted to provide 24 hours of sick leave for each part-time employee
effective July 1 of every year. Unused sick leave for part-time employees will not carry over
from year to year. This is only applicable to part-time employees working 19 hours per week
or less.

For the first 3 days (24 hours) of sick leave requested/used of each calendar year:
e Employee may request sick leave either verbally or in writing;

e Shall not have their request/use of sick leave accruals denied; and

|

e Employee shall not be required to provide a doctor’s note or other proof of reason for
sick leave use.

Pregnancy Disability Leave

Pregnancy, childbirth, or related medical conditions will be treated like any other disability, and
an employee on leave will be eligible for temporary disability benefits in the same amount and
degree as any other employee on leave. Any female employee planning to take pregnancy
disability leave should advise her manager/supervisor as early as possible. The individual should
make an appointment with the Executive Assistant/HR Coordinator to discuss the following
conditions:

e Employees who need to take pregnancy disability must inform RHA when a leave is
expected to begin and how long it will likely last. If the need for a leave or transfer is
foreseeable, employees must provide notification at least 30 days before the pregnancy
disability leave or transfer is to begin. Employees must consult with their
manager/supervisor regarding the scheduling of any planned medical treatment or
supervision in order to minimize disruption to the operations of RHA. Any such scheduling
is subject to the approx}al of the employee’s health care provider;
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e If30 days’ advance notice is not possible, notice must be given as soon as practical;

e Upon the request of an employee and recommendation of the employee’s physician, the
employee’s work assignment may be changed if necessary, to protect the health and safety
of the employee and her child;

¢ Requests for transfers of job duties will be reasonably accommodated if the job and security
rights of others are not breached;

e Temporary transfers due to health considerations will be granted when possible. However,
the transferred employee will receive the pay that accompanies the job, as is the case with
any other temporary transfer due to temporary health reasons;

e Pregnancy leave usually begins when ordered by the employee’s physician. The employee
must provide RHA with a certification from a health care provider. The certification
indicating disability should contain:

> The date on which the employee became disabled due to pregnancy;
> The probable duration of the period or periods of disability; and

> A statement that, due to the disability, the employee is unable to perform one or
more of the essential functions of her position without undue risk to herself, the
successful completion of her pregnancy, or to other persons.

e Leave returns will be allowed only when the employee’s physician sends a release;

o Anemployee will be required to use accrued sick time (if otherwise eligible to take the time)
during a pregnancy disability leave. An employee will be allowed to use accrued vacation
or CTO time (if otherwise eligible to take the time) during a pregnancy disability leave; and

e Duration of the leave will be determined by the advice of the employee’s physician, but
employees disabled by pregnancy may take up to four months. Part-time employees are
entitled to leave on a pro rata basis. The four months of leave includes any period of time
for actual disability caused by the empldyee’s pregnancy, childbirth, or related medical
condition. This includes leave for severe morning sickness and for prenatal care.

Upon submission of a medical certification that an employee is able to return to work from a
pregnancy disability leave, an employee will be reinstated to her same position held at the time
the leave began or in some circumstances to a comparable position, if available, with no less
seniority than the employee had when the PDL began An employee returning from a pregnancy
disability leave has no greater right to reinstatement to the same position than if the employee
had been continuously employed in this position during the PDL. |
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Family Medical Leave/California Family Rights Act

Any employee who has been employed by RHA for at least twelve (12) months and who has
worked at least 1250 hours in the previous twelve (12) month period shall be granted upon
request to the appointing authority, a leave of absence in accordance with the applicable law.

Such leave may be taken for the following reasons and subject to the following conditions:

a. Medical leave of absence for the employee's own serious health condition which
makes the employee unable to perform the functions of the employee's position
(FMLA/CFRA); or

b. Baby bonding leave after the birth of an employee’s child, placement of a child
with an employee for adoption or foster care. Leave must be taken within one
year of the birth of the child or one year form the date the child was placed with
the employee for adoption or foster care (FMLA/CFRA): or

c. Leave due to pregnancy disability leave (PDL) (FMLA only); or

d. Caring for a family member (child, parent, spouse or registered domestic partner
(CFRA only)) with a serious illness or health condition. A child is defined as
biological, adopted, foster child, stepchild, legal ward, or a child an employee
who stands in loco parentis to that child. A parent is defined as a biological,
foster, adopted parent, stepparent, legal guardian or other person who stood in
loco parentis to the employee when the employee was a child.; or

e. Military Caregiver Leave allows for employee to care for an ill or injured
covered servicemember with a serious injury or illness. Caregiver must be the
spouse, child, parent or next of kin to ill or injured covered servicemember
(FMLA only)

f. The employee will be asked to provide certification of the need for family care
leave or medical leave and a return to work release.

The Family Medical Leave Act (FMLA) and correlating California Family Rights Act (CFRA)
provide for up to twelve (12) weeks during a rolling twelve (12) month period measured
backward from the date an employee uses any FMLA/CFRA leave in accordance with the
following provisions:

EXAMPLE: An employee takes time away from work due to the birth of their child in May.
The leave period lasts twelve (12) weeks. In November, they are scheduled for surgery.
Their leave request in November is not subject to the leave benefits provided for by

!
H
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FMLA/CFRA because they have already utilized their 12-week entitlement during their
leave in May, which occurred within the rolling 12-month period.

Such leave may also be taken on an intermittent basis to accommodate medical treatment,
attending medical provider directed care or to assist/care for a qualifying family member.

During such leave of absence RHA shall maintain the same level of health, dental, vision and
life insurance benefits and premium contributions extended to other employees at the time of
the leave of absence. Continuation of such benefits in accordance with the law is subject to the
employee continuing to pay in a timely manner any portion of the premiums he/she is
responsible for paying. RHA may require the employee to repay any premiums paid on behalf
of the employee during such absence, if the employee fails to return to work.

Employees will be required to utilize available sick, vacation, and CTO accruals concurrently
with the use of FMLA/CFRA Leave entitlements.

Bereavement Leave

Whenever any employee believes it necessary that he/she be absent from duty because of the
death or critical illness of either a spouse or registered domestic partner, child (biological or
adopted, foster, stepchild, legal ward or a child by loco parentis), patent or parent-in-law,
grandparent, grandchild or sibling, he/she may request from the Executive Director to be
absent not more than seven (7) working days with pay. Any such time off after three (3) days
shall be charged against sick or vacation leave at employee’s discretion. If the employee needs
more than seven (7) days off, then the employee shall request such time from the Executive
Director.

Personal Leave

An employee may be granted personal leave with pay by the Executive Director for personal
reasons. The Executive Director determines if the leave qualifies to be of an urgent nature. Such
leave shall not exceed four (4) days in any one calendar year. Such time off shall be charged
against vacation or CTO leave time at the employee’s discretion. “Emergency” shall be defined
as an unforeseen circumstance requiring immediate action; a sudden, unexpected happening; an
unforeseen occurrence or condition. (Examples: floods, house burns, family member in an auto
accident, etc.)

Time Off for Voting

If an employee cannot make sufficient time outside of working hours to vote in a statewide
election, the employee may take off up to two hours of working time to vote without loss of pay.
Such time off shall be taken at the beginning or the end of the regular working shift, whichever
allows the most free time for voting and the least time off from working. , An employee
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requesting time off to vote shall give his or her manager/supervisor at least two days’ advanced
notice.

Military Leave

RHA grants military leave and any related benefits maintenance, job seniority and retention
rights to all employees for service in a uniformed service in accordance with State and Federal
law. The employee must notice his/her supervisor of upcoming military duty as soon as he/she
becomes aware of his/her pbligation.

Jury Duty

Each employee shall be allowed such time off with pay as is required in connection with jury
duty; however, said time off with pay shall be granted only upon remittance of full jury fees or
upon submittal of acceptable evidence that jury fees were waived. An employee shall notify
the Executive Director immediately upon receiving notice of jury duty. If an employee
chooses to take vacation or compensating time off while on jury duty, he/she shall not be
required to remit or waive jury fees in order to receive his/her regular salary. Employees
required to report for Jury Duty on one of his/her regularly scheduled days off shall not be
entitled to overtime pay or compensatory time off. Jury requirements of 6 hours in an 8-hour
day or 8 hours in a 10-hour day or more shall be compensated at the regular day salary.

Miscellaneous Time Off

California and federal laws mandate the ability for employees to take time off work. Some of
the leaves include domestic violence, sexual assault and stalking victims’ leave, crime victim’s
leave, school appearance leave, school and childcare activities leave, volunteer civil service
leave and organ and bone marrow donor leave. Employees must request time off for such leave
to his/her manager/supervisor as soon as employee learns they need to take leave. The request
for such leave shall be in ‘accordance with the applicable law and RHA agrees to abide by all
provisions of required leave.

Employee Training

Some employees may need to attend training programs, seminars, conferences, lectures,
meetings, or other outside activities for the benefit of the agency or the individual employees.
Attendance at such activities, whether required by RHA or requested by individual employees,
requires the written approval of the Executive Director. To obtain approval, any employee
wishing to attend an activity must submit a written request detailing all relevant information,
including date, hours, location, cost, expenses, and the nature, purpose, and justification for
attendance. Attendance at any such event is subject to the following policies on reimbursement
and compensation.
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For attendance at events required or authorized by RHA, customary and reasonable expenses
will be reimbursed upon submission of proper receipts. Acceptable expenses generally include
registration fees, materials, meals, transportation, and parking. Reimbursement policies
regarding these expenses should be discussed with the Chief Financial Officer in advance. Refer
to the agency’s Travel Policy.

Employee attendance at authorized outside activities will be considered hours worked for non-
exempt employees and will be compensated in accordance with normal payroll practices.

This policy does not apply to an employee’s voluntary attendance, outside of normal working
hours, at formal or informal educational sessions, even if such sessions generally may lead to
improved job performance. While the agency generally encourages all employees to improve
their knowledge, job skills, and promotional qualifications, such activities do not qualify for
reimbursement or compensation under this policy unless prior written approval is obtained as
described previously.

Recreational Activities and Programs

The agency or its insurer will not be liable for payment of workers’ compensation benefits for
any injury that arises out of an employee’s voluntary participation in any off-duty recreational,
social, or athletic activity that is not part of the employee’s work-related duties nor during
nonpaid time.

INSURANCE
Health and Welfare Insurance

RHA provides comprehensive health, dental, vision, and life insurance plans for eligible
employees and their dependents. Eligible employees are those that regularly work at least 30
hours per week. Refer to the MOU for specific contribution amounts.

Consolidated Omnibus Budget Reconciliation Act (COBRA)

On April 7, 1986, a federal law known as “COBRA” was enacted, requiring that most employers
sponsoring group health plans offer employees and their families the opportunity for a temporary
extension of health coverage (called “continuation coverage”) at grodp rates in certain instances
where coverage under the plan would otherwise end. This notice is intended to inform you, in
a summary fashion, of your rights and obligations under the continuation coverage provisions
of the law.

If you are an employee of RHA, covered by RHA’s health, dental and vision insurance plans,
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you have the right to choose continuation coverage if you lose your group health coverage
because of a reduction in your hours of employment or the termination of your employment for
reasons other than gross misconduct on your part. Your eligible dependents may also have the
right to elect and pay for continuation coverage for a temporary period in certain circumstances
such as death, divorce or loss of dependent child status (over the age of 26), where their coverage
under the Plan would otherwise end. If you have any questions concerning your rights under
COBRA, please contact the Executive Assistant/HR Coordinator for details.

Section 125 Plan/Flexible Benefit Account

RHA maintains an IRS code section 125 plan in which the use of pre-tax dollars may be used to
pay for healthcare expenses and dependent care expenses. Employees’ election to participate in
the plan year is irrevocable except as provided by law. All monies deposited by the employee
into the Flexible Benefit Account must be used during the plan year. Any remaining balance

over $500 in the medical plan and any remaining balance in the dependent daycare account will
revert back to the employer.

Workers' Compensation

RHA, in accordance with state law, provides insurance coverage for employees in case of work-
related injury. The workers’ compensation benefits provided to injured employees may include:

e Medical care;
o Cash benefits, tax free, to replace lost wages; and
» Vocational rehabilitation to help qualified injured employees return to suitable employment.

To ensure that you receive any workers’ compensation benefits to which you may be entitled,
you will need to:

e Immediately report aﬁy work-related injury to your manager/supervisor or the Executive
Assistant/HR Coordinator;

e Seek medical treatment and follow-up care if required;

e Complete a written Employee's Claim Form (DWC Form 1) and return it to the Executive
Assistant/HR Coordinator; and

e Provide the agency with a certification from your health care provider regarding the need
for workers’ compensation disability leave, as well as your eventual ability to return to work
from the leave.
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Upon submission of a medical certification that an employee is able to return to work after a
workers’ compensation leave, the employee under most circumstances will be reinstated to his
or her same position held at the time the leave began, or to an equivalent position, if available.
An employee returning from a workers’ compensation leave has no greater right to reinstatement
than if the employee had been continuously employed rather than on leave. For example, if the
employee on workers® compensation leave would have been laid off had he or she not gone on
leave, or if the employee’s position has been eliminated or filled in order to avoid undermining
the agency’s ability to operate safely and efficiently during the leave, and no equivalent or
comparable positions are available, then the employee would not be entitled to reinstatement.

An employee’s return depends on his or her qualifications for any existing openings. If, after
returning from a workers’ compensation disability leave, an employee is unable to perform the
essential functions of his or her job because of a physical or mental dis‘:ability, RHA'’s obligations
to the employee may include reasonable accommodation, as governed by the Americans with
Disabilities Act.

The law requires RHA notify the workers’ compensation insurance company of any concerns
of false or fraudulent claims.

RETIREMENT PROGRAMS
CalPERS

RHA is a member of the CalPERS retirement plan. As such, employees hired prior to April 1,
2011 are entitled to a retirement benefit of 2% @ 55 based on the 12 highest consecutive months
of salary; employees hired after April 1, 2011 but before January 1, 2013 are entitled to a
retirement benefit of 2% @ 60 based on the highest 36 months; and new CalPERS members
hired on or after January 1, 2013 are entitled to a retirement benefit of 2% @ 62 based on the
highest 36 months. Employees who were previous CalPERS members (classic) will be entitled
to the rate at which they were previously employed.

Social Security i

Social Security is an important part of every employee’s retirement benefit. RHA will not pay
the employee’s share of Social Security but will pay a matching contribution to each employee’s
Social Security taxes as required by law.

Deferred Compensation

Employees are eligible to participate in a 457 plan.
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Confirmation of Receipt

I have received my copy of RHA’s employee handbook. I understand and agree that it is my
responsibility to read and familiarize myself with the policies and procedures contained in the
handbook.

RHA and Union agree that if the rules and regulations of the handbook conflict with the MOU
provisions(s), the MOU prevails and supersedes any conflicting provision of the rules and
regulations of the handbook.

Name:

Signature:

Date:
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Serving the Cities of Live Oak, Yuba City and Colusa « Counties of Sutter, Nevada, Colusa and Yuba

1455 Butte House Road » Yuba Cty, CA 35393
Phone: (530) 671-0220 + Toll Free: (888) 671-0220 « TTY: (866)735.2929 » Fax (530)673-0775
www RegionalHA.org

RESOLUTION 19-1643

A RESOLUTION OF THE BOARD OF COMMISSIONERS OF THE REGIONAL
HOUSING AUTHORITY AUTHORIZING THE SALE OF THE DEVONSHIRE
APARTMENTS TO COLUSA DEVONSHIRE, LP AND AUTHORIZING THE
EXECUTIVE DIRECTOR TO SIGN NECESSARY DOCUMENTS AND TAKE ANY
OTHER NECESSARY ACTION IN CONNECTION THEREWITH

WHEREAS, the Regional Housing Authority (the "Authority") is authorized pursuant to
Articles 1 through 5 of Chapter 1 of Part 2 of Division 24 of the Health and Safety Code of the
State of California (the "Act"), to acquire, rehabilitate and develop housing for low income
persons; and

WHEREAS, the mission of the Authority includes the development and preservation of
affordable housing units within its area of operation; and

WHEREAS, the Authority is fee owner of the Devonshire Apartments, an affordable housing
project located at 1431/1433/1435 Wescott Road, Colusa, CA 95932 (the “Property”), and more
particularly described in Exhibit A attached hereto and incorporated herein by this reference; and

WHEREAS, the current value of the Property as indicated in the appraisal conducted by James
G. Palmer Appraisals, Inc. dated June 1, 2019 and referenced in the Project’s low-income
housing tax credit application is $2,300,000 (the “Appraised Value”); and

WHEREAS, the Authority and its nonprofit instrumentality, Building Better Partnerships, Inc.
(“BBP”), are undertaking the redevelopment of the Devonshire Apartments (the “Project”); and

WHEREAS, BBP will serve as the managing general partner (the "MGP") of Colusa
Devonshire, LP (the “Partnership”) and will partner with the procured developer, Herzog Real
Estate Development Services, Inc., or its affiliate, which will cause the formation of a limited
liability company to serve as administrative general partner of the Partnership (the “AGP”); and

WHEREAS, in order to implement the Project, the Authority shall take such other actions as
authorized by the following resolutions.

NOW, THEREFORE, BE IT RESOLVED AND ORDERED by the Board of Commissioners
of the Regional Housing Authority, as follows:

1. Approval of Transfer of Project Property. The Chairperson, the Executive Director and
the Planning & Community Development Manager (the “Designated Officers”) of the
Authority, and each of them acting alone, are hereby authorized and directed to cause the
Authority to enter into a purchase and sale agreement and any other necessary documents
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with the Partnership for the Project property at the Appraised Value in order to facilitate
the financing and redevelopment of the Project and facilitate the transfer of the Property.

2. Execution of Obligations. The Executive Director is hereby authorized to cause the
Authority to fulfill its duties and obligations under the various agreements authorized.

3. Confirmation and Ratification. All actions heretofore taken by the officers and agents of
the Authority with respect to the actions contemplated by this Resolution and the
Property are hereby approved, confirmed and ratified, and a Designated Officer of the
Authority, is hereby authorized, for and in the name and on behalf of the Authority, to do
any and all things and take any and all actions and execute and deliver any and all
certificates, agreements, assignments, notes and other documents which are necessary or
advisable in order to carry out the purposes of the proposed sale of the Property,
including but not limited to those certificates, agreements, assignments, notes and other
documents as may be necessary to further the purposes hereof. '

4. Effective Date. This resolution shall be in full force and effect from and after its adoption
and approval.

DULY AND REGULARLY ADOPTED by the Board of Commissioners of the Regional
Housing Authority this 16" day of October, 2019.

AYES:

NAYS:

ABSENT:

ABSTAIN:
REGIONAL HOUSING AUTHORITY
Kent Boes, Chairperson

Attest:

Jennifer Ruiz, Clerk of the Board
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CERTIFICATE

I, the undersigned, the duly appointed Secretary of the Regional Housing Authority (“the
Authority”), as keeper of the records of the Authority, CERTIFY:

1. That the attached Resolution 19-1643 (the “Resolution”) is a true and correct copy
of the resolution of the Board of Commissioners of the Authority, as adopted at a meeting of the
Authority held on the 16™ day of October, 2019 and duly recorded in the minute books of the
Authority.

2. That such meeting was duly convened and held in all respects in accordance with
law, and, to the extent required by law, due and proper notice of such meeting was given; that a
quorum was present throughout the meeting and a majority of the members of the Board of
Commissioners of the Authority present at the meeting voted in the proper manner for the
adoption of the Resolution; that all other requirements and proceedings incident to the proper
adoption of the Resolution have been duly fulfilled, carried out and otherwise observed, and that
I am authorized to execute this Certificate.

IN WITNESS WHEREOF I have hereunto set my hand this 16" day of October 2019.

REGIONAL HOUSING AUTHORITY

Gustavo Becerra, Secretary



Exhibit A
Legal Description

The land described herein is situated in the State of California, County of Colusa, City of Colusa,
described as follows:

A portion of the "Jimeno Rancho" in Township 16 North, Range 1, West, M.D.B. & M.,
described as follows:

Beginning at a 5/8 inch iron pipe with a 2 1/2 inch washer marking the Northwest corner of Lot
1, as shown on the "Map of Butte Vista Tract" recorded in the Office of the County Recorder of
Colusa County; thence from said point of beginning North 16° 33' 50" East 281.00 feet along the
Easterly line of Wescott Road; thence South 73° 26' 10" East 285.00 feet; thence South 16° 33'
50" West 281.00 feet to a point in the North line of said "Butte Vista Tract"; thence North 73°
26' 10" West 285.00 feet along said North line to the point of beginning.

Excepting therefrom all oil, gas, minerals and other hydrocarbon substances underlying and
within the boundaries of said lot below a depth of 500 feet without right of surface entry, as
reserved in the Deed from Clarence H. Hebert and Minnie H. Hebert, his wife, to Devonshire
Investment Company, a limited partnership, dated May 4, 1971, recorded May 6, 1971, in Book
387 of Official Records, Page 413.

APN: 002-011-002
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REGIONAL HOUSING AUTHORITY

STAFF REPORT
Date: October 16, 2019
To: Board of Commissioners
From: Gustavo Becerra, Executive Director
SUBJECT: Roofing Project — Kingwood Commons Apartments —

Yuba City, CA 95991

‘RECOMMENDATION:  Award contract to California Window Industries as
General Contractor, for the roofing replacement project
to be performed at 10 units (1 building) at Kingwood
Commons Apartments located on 1340 Gray Ave., Yuba
City , CA 95991.

FISCAL IMPACT: $61,880.00:
$60,000.00 00 in Community Development Block Grant

(CDBG) funds from the City of Yuba City; and
$1,880.00 in RHA unrestricted portfolio reserve funds.

Background

Kingwood Commons Apartments is a 64-unit multi-family affordable housing
development purchased by the Regional Housing Authority in 2003. It is located at 1340

Gray Avenue, Yuba City, CA 95991.

The apartment complex has a total of nine buildings, of which eight of these buildings
have new roofs, within the last 4-5 years. Upon completion of this project, all nine
buildings at Kingwood Commons will have new roofs.

The project is being funded by RHA unrestricted portfolio reserve funds, and from
CDBG funds awarded by the City of Yuba City in July 2019.

The project scope of work will consist of roofing replacement at building A of the
complex, this building has ten (2) bedroom units. The project will also consist of
replacing all telecommunication cabling that is currently mounted on the exterior of the
building and new cabling will be installed in the attic space to protect the cabling from
UV rays and weather elements, but also for aesthetic purposes to give the building a
cleaner look. A dish mount device will also be installed to consolidate the location of
television dish services onto one simple to use mount for dish vendors. This dish mount
will also prevent any future roof or fascia penetrations from screws and mounts that dish

vendors typically use.



Staff's in-house cost estimate for the project scope of work totaled $75,599.88.

Four General Contractors signed out bid documents and plans/specifications. The pre-
bid project walkthrough was conducted on August 28, 2019 with bids due to the
Housing Authority on October 2, 2019. Two General Contractors submitted the following
bids:

Bids Submitted:

California Window Industries (Yuba City, CA) $61,880.00
CNW Construction, Inc. (Rescue, CA) $76,000.00

The above bids include the payment of the higher of State prevailing wages or Davis-
Bacon federal wage rates.

Recommendation

Staff recommends that the Board of Commissioners of the Regional Housing Authority
approve the bid from California Window Industries in the amount of $61,880.00 for the
roofing replacement project planned for building A (10 units) at Kingwood Commons
Apartments located at 1340 Gray Avenue in Yuba City, CA, and authorize the Executive
Director to execute the construction contract and all required documents.

Prepared by: Submitted by:

%/IZ\W (%/\

Lafry Tinkef”

Senior Development & Rehab Specialist




