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DISCLAIMER

The Policies & Procedures set forth in this employee handbook are 

intended to serve as guidelines and do not constitute a legally 

enforceable contract between the Galveston Housing Authority 

(hereafter referred to as GHA) and its employees. 

 

The provision of this employee handbook applies to all employees 

of GHA except where otherwise noted and replace all prior 

employment policies and practices. 

  

Employees are “At-Will-Employees” - they or GHA may terminate 

the employment relationship at any time for any reason other than 

an unlawful discriminatory reason. 

 

The policies set forth in this document are subject to change, 

revision, modification, or elimination at any time.  GHA will review 

this policy annually and reserves the right to amend this policy as 

business needs dictate, and at the discretion of the Board of 

Commissioners. 
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INTRODUCTION 
 

This Employee Handbook (“the Handbook”) contains the current policies and procedures of the 

Galveston Housing Authority (“the Authority” or “GHA”). The Handbook applies to all 

employees of the Authority.  The term “employee” shall include all persons employed by the 

GHA including temporary and part-time positions. This definition does not apply to contractors 

or subcontractors.   

 

Every section of this Handbook will stand on its own merit.  In the event that any section or 

subsection, paragraph or subparagraph shall be found to be invalid in form, content or legality, in 

whole or in part for whatever reason, it shall not affect the validity of any other section, 

subsection, paragraph or subparagraph or affect in whole or in part of operation thereof. If there 

are any questions regarding the interpretation of the policies contained in this Handbook, please 

direct them to the Human Resources office. 

 

PLEASE READ THE HANDBOOK CAREFULLY. ALL EMPLOYEES SHOULD 

FAMILIARIZE THEMSELVES WITH THE POLICIES IN THIS HANDBOOK.  YOU ARE 

RESPONSIBLE FOR THE APPLICATION OF THESE POLICIES IN RELATION TO YOUR 

EMPLOYMENT. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

This Handbook is intended to govern, where applicable, the personnel relations of all 

employees of the Authority.  All employees must abide by the rules of this Handbook.  

Additionally, where there is a conflict between a provision in this Handbook and an 

applicable civil service regulation, or federal or state law, the law or regulation shall take 

precedence.  



May 2012 – Approved by Board Resolution 2618, Dated April 4, 2012 

 

WELCOME MESSAGE 

FROM THE EXECUTIVE DIRECTOR 
 

 

Welcome to the Galveston Housing Authority (GHA). The Authority was created in 1938 after 

the passage of the Federal Housing Act in 1937. The Authority was chartered to build and 

manage public housing developments for residents of Galveston who could not afford private 

housing. The 1949 amendment to the Act authorized the GHA to engage in an extensive urban 

renewal program throughout Galveston’s blighted and decayed neighborhoods. Today, the 

Authority administers public housing units and a redevelopment program. 

 

Galveston is a barrier island on the Texas Gulf Coast approximately 50 miles south of Houston. 

The island, 30 miles long and up to 3 miles wide, separates the Gulf of Mexico from West Bay, 

which is part of the Galveston Bay system. It lies at the eastern end of a nearly continuous chain 

of barrier islands that extends more than 600 miles along the Texas and Mexican coasts. 

 

Vision: GHA uses its resources to create and strengthen inclusive, healthy and sustainable 

neighborhoods in the city of Galveston by providing high quality, affordable housing choices and 

by empowering low income families, the elderly and disabled in their journeys toward self-

sufficient lives. 

 

Mission: GHA creates excellent housing options in the city of Galveston by fostering 

public/private partnerships with best in class real estate developers, property managers, and 

service providers to leverage public funds with private investment and strengthen individuals, 

families and communities within the city of Galveston 

 

We hope that your experience here will be rewarding and enjoyable. We wish you much success 

in your career! 

 

 

 

Stanley A. Lowe 

Executive Director 
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DEFINITIONS 
 

 

Commissioner: an individual serving on GHA’s Board 

 

Employee: 

 Fulltime employee - hired to work a 40 hour week with full benefits;  

 Part-time employee - hired to work less than a 40 hour week with partial benefits or no benefits  

 Temporary employee - hired for a determined period, hours and benefits are determined by the 

grant and/or the executive director 

 

 Immediate family for all benefits contained herein includes: spouse; father; mother; 

son; daughter; grandchildren; brother; sister;  half brother; half sister; uncle; aunt; 

nephew; niece; father/mother-in-law; son/daughter-in-law; brother/sister-in-law; 

stepfather/mother; stepson/daughter; and stepbrother/sister 

 

Interest: a benefit or advantage of a monetary or material nature that a person or a member of 

their family would gain or lose as a result of any decision, or action or omission to decide or act, 

on the part of GHA, its board, or employees 

 

Leasing Program: programs operated by GHA that are broadly included within the Housing 

Choice Voucher Program; unless otherwise noted, the provisions contained herein shall apply 

equally to both the “Leasing” and the “Conventional” Programs of GHA 

 

Participant: any applicant, resident or program participant in any program operated by GHA, 

specifically a participant who expected to receive, or is receiving, some form of assistance 

 

Person: any individual, corporation, partnership, business entity, association, organization, and 

may include a GHA employee 

 

Public information: information obtainable pursuant to the Freedom of Information Act and 

GHA guidelines 

 

===================================================================== 
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ANTI-DISCRIMINATION POLICY 

 
EQUAL EMPLOYMENT OPPORTUNITY  

The Authority is an equal employment opportunity employer.  Authority policy prohibits 

discrimination on the basis of age, race, creed, color, national origin, ancestry, sex, physical or 

mental disability or handicap, marital status, sexual orientation, family status, military status, or 

any other trait or characteristic, in accordance with applicable Texas state and federal laws, 

including  but not limited to the following: Civil Rights Act of 1964; 41 U.S.C. Sec. 1983; Age 

Discrimination in Employment Act; Rehabilitation Act of 1973; Fair Labor Standards Act; Equal 

Pay Act; Americans With Disabilities Act; Texas Commission on Human Rights Act; and the 

Civil Rights Act of 1991. 

 

The GHA will follow these laws in any employment decisions, including, but not limited to, 

recruitment, hiring, compensation, training, promotion, upgrading, demotion, downgrading, 

transfer, layoff, termination and all other terms and conditions of employment, except as 

provided by law. All employment-related decisions are based solely on relevant criteria 

including experience, training, and budgetary conditions. 

 

The GHA is committed to administering all employment-related matters in accordance with the 

principle of equal employment opportunity.  The GHA expects that all employees will abide by 

the principles set forth in this policy.  Any employee suspecting discrimination or harassment on 

the part of a supervisor or any other employee should immediately notify Human Resources.  

Such notification will be held in confidence. Discriminatory behavior or action by any employee 

is cause for disciplinary action up to and including termination. 

 

SEXUAL AND OTHER FORMS OF HARASSMENT  

The Authority is committed to providing a work environment that is free from all forms of 

harassment. Harassment in any form is against the law and will not be tolerated by the GHA. 

Sexual harassment is a form of employee misconduct and will result in disciplinary action, up to 

and including termination.  

 

In the event a harassment complaint is filed, all employees shall fully cooperate in the 

investigation. Any supervisory staff that knowingly permits such conduct to occur will be 

deemed to be acting on their own accord, not on behalf of the GHA, and will be subject to 

disciplinary action, up to and including termination.  

 

SEXUAL HARASSMENT 

Sexual harassment is defined as unwelcome sexual advances, requests for sexual favors and 

other verbal or physical conduct of a sexual nature when: 

 Submission to such conduct is made, either explicitly or implicitly, a term or condition of 

an individual's employment; 

 Submission to or rejection of such conduct by an individual is used as the basis for 

employment decisions affecting such individual; and/or 

 Such conduct has the purpose or effect of unreasonably interfering with an individual's 

work performance or creating an intimidating, hostile or offensive working environment. 
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Examples of behavior that will not be tolerated include, but are not limited to: unwanted sexual 

advances or requests for sexual favors; sexual jokes and innuendo; verbal abuse of a sexual 

nature; commentary about an individual's body, sexual prowess or sexual deficiencies; leering, 

whistling or touching; insulting or obscene comments or gestures; display in the workplace of 

sexually suggestive objects or pictures; and any other physical, verbal or visual conduct of a 

sexual nature. 

 

OTHER FORMS OF HARASSMENT 

Harassment on the basis of any other protected characteristic is also strictly prohibited.  Such 

harassment is defined as verbal or physical conduct that denigrates or shows hostility toward an 

individual because of his/her race, color, religion, sex, sexual orientation, national origin, age, 

disability, marital status, citizenship or any other characteristic protected by law, and that has the 

purpose or effect of creating an intimidating, hostile or offensive work environment; has the 

purpose or effect of unreasonably interfering with an individual's work performance; or 

otherwise adversely affects an individual's employment opportunity. 

 

Harassing conduct includes, but is not limited to:  epithets, slurs or negative stereotyping; 

threatening, intimidating or hostile acts; denigrating jokes; and written or graphic material that 

denigrates or shows hostility or aversion toward an individual or group and that is placed on 

walls or elsewhere on the employer's premises or circulated in the workplace. 

 

Non-employee violators are subject to expulsion from GHA facilities when harassment occurs on 

premises.  GHA may discontinue service to off-GHA premise violators of this policy.  GHA will 

report violators to the appropriate authority for civil or criminal action.   

 

COMPLAINT PROCEDURE 

Any employee who believes that he or she is being discriminated against, harassed, or witnesses 

such an event, should immediately submit a written complaint to his or her supervisor. In the 

event this is not possible or appropriate because the supervisor is the one against whom the 

complaint is being made or if the employee is not comfortable doing so, the employee should 

submit a written complaint to Human Resources.  Any supervisor who witnesses any incident of 

improper harassment or discrimination or who has received a complaint shall immediately refer 

the matter to Human Resources.   

 

 INVESTIGATION 

All allegations of discrimination and harassment will be subject to complete and prompt 

investigation.  All investigations will be designed to protect the privacy of, and minimize 

suspicion toward, all parties involved, to the extent possible. Investigations may include 

discussions with all involved parties and identification and questioning of witnesses, as well as 

other appropriate actions.  Allegations that are substantiated will result in disciplinary actions 

against the employee who engaged in the harassment, up to and including termination of 

employment.  
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DISCIPLINARY ACTION 

At the conclusion of the investigation, any discipline or other appropriate action will be promptly 

implemented.  The disciplinary actions that the GHA may take include, but are not limited to: 

warnings, demotions, suspensions, probation and termination of employment. 

 

CONFIDENTIALITY 

GHA will strive to protect confidentiality during and after the investigation.  However, 

confidentiality cannot be guaranteed. GHA will only divulge information on a need to know 

basis.  Any supervisor or employee who knowingly and/or willingly divulges sensitive or 

confidential information is subject to disciplinary action, up to and including termination of 

employment. 

 

NO RETALIATION 

No retaliation will be permitted or tolerated against anyone who complains of sexual harassment 

or discrimination, or who assists in such an investigation. Any employee who is found to have 

committed a retaliatory act against an employee who has complained of harassment or 

participated in an investigation of harassment shall be subject to appropriate disciplinary action 

up to and including termination of employment. 

 

MALICIOUS COMPLAINTS 

If, after conducting an investigation, it is determined that a complaint was filed in bad faith and 

with the malicious intent of harming the alleged harasser, Human Resources may recommend 

disciplinary action up to and including termination against the malicious complainant.  

   

EMPLOYEES WITH DISABILITIES  

The Americans with Disabilities Act of 1990 as well as the Rehabilitation Act prohibit 

discrimination on the basis of disability and protects qualified applicants and employees with 

disabilities from discrimination in hiring, promotion, discharge, pay, job training, and other 

aspects of employment.  The law also requires that employers provide qualified applicants and 

employees with disabilities reasonable accommodations that do not impose undue hardship on 

the employer.  

 

A reasonable accommodation is any change or adjustment to a job or work environment that 

permits a qualified applicant or employee with a disability to participate in the job application 

process, to perform the essential functions of a job, or to enjoy benefits and privileges of 

employment equal to those enjoyed by employees without disabilities. 

 

If the requested accommodation cannot be made, GHA will consider a reassignment as a 

reasonable accommodation if it would not pose an undue hardship in GHA’s operations. 

 

The Authority provides reasonable accommodations to applicants and employees with 

disabilities upon request.  If you are a qualified applicant or employee with a disability and need 

a reasonable accommodation, please notify Human Resources. All information regarding your 

disability will be kept confidential and only used by appropriate decision makers involved with 

providing the requested accommodation. 
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EMPLOYMENT 

 

APPLICANTS FOR EMPLOYMENT 

All requests for personnel must be processed in writing through Human Resources and must be 

signed by the Executive Director or their designee.   Any change in personnel, termination, 

promotion, transfer, salary adjustment or disciplinary action must also be processed in this 

manner.   

 

All Candidates must submit a signed “Application for Employment.” Unsigned applications and 

resumes submitted with an unsigned application will not be accepted.    

 

Candidates selected for hire will be notified by Human Resources.   The salary offer will be 

contingent upon successful completion of a criminal background investigation and a drug 

screening test, as well as verification of prior employment, references, and educational 

background.  

 

An applicant whose drug or alcohol test is reported positive will be offered the opportunity of a 

meeting with Human Resources to determine if there is any reason that a positive finding could 

have resulted. Candidates who fail to submit to the physical examination and/or drug test will not 

be considered for employment. 

 

Any falsification, misrepresentation or omission of background information shall be cause for 

withdrawal of an offer of employment and/or cause for termination of employment, regardless of 

when such falsification, misrepresentation or omission is discovered.  

 

  SELECTION OF EMPLOYEES 

All employees are hired, assigned, transferred, promoted, upgraded and compensated solely on 

the basis of merit, ability, and job performance.  Although GHA will take into consideration 

internal transfers, promotions, or applications from residents, the GHA may recruit from outside 

the GHA. 

 

The Authority will extend the opportunity of employment and/or advancement to residents of 

public housing, and current employees of the Authority.  However, the Authority does not 

automatically hire and/or advance residents of public housing or its present employees. 

 

The Authority is under no obligation to post any position for any length of time and the 

Authority reserves the right to hire, assign, transfer, or promote any employee or non-employee 

without prior job posting. 

 

 CRIMINAL BACKGROUND 

Criminal history and public sexual offender searches are conducted as a condition of 

employment with GHA.  GHA has the right to refuse to hire or to remove any employee from 

direct client contact, or any employment position, in cases where the conviction of a felony is 

alleged or confirmed.   This includes, but is not restricted to abuse or neglect, or an offense 

against the person, an offense against the family, or an offense involving public indecency under 

the Texas Penal Code, or an offense under the Texas Controlled Substances Act.   
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If a criminal history check reveals convictions that the individual disclosed in the application, 

Human Resources will review the report and evaluate each conviction, including any additional 

information that the individual provides, before the offer of employment is confirmed or 

withdrawn.  The existence of a conviction does not automatically disqualify an individual from 

employment. Relevant considerations may include, but are not limited to, the number of 

convictions, the time that has passed since the conviction(s), the nature and gravity of the offense 

or offenses, and the relationship that a conviction has to the duties and responsibilities of the 

position. Any decision to accept or reject an individual with a criminal conviction is solely at the 

discretion of the Galveston Housing Authority.  

 

If a criminal history check reveals convictions the individual did not disclose in the application, 

but should have disclosed, the offer of employment to the individual shall be withdrawn. 

 

In the event a current employee receives a criminal conviction after the start of employment, the 

employee must inform Human Resources within 30 days of the offense.  Human Resources will 

determine whether or not the conviction is “relevant” to their job, taking into consideration the 

nature and gravity of the offense or offenses and the relationship of the offense or offenses to the 

nature and duties of the employee’s job. In its sole discretion, the GHA will determine if 

employment will be terminated, or if the employee may retain his or her employment. 

 

If it is discovered that a current employee has failed to notify the GHA of a post-hire conviction, 

the employee will be subject to disciplinary action, up to and including termination.  If the post-

hire conviction is determined, in the sole discretion of the GHA, to be relevant to the employee’s 

job, the employee will be terminated for cause.  

 

AGE REQUIREMENTS 

No person under 18 years of age shall be hired in a full-time position; however, high school 

students may be employed part-time upon a release of liability furnished by a parent or legal 

guardian, including Summer Youth Programs. 

 

PROBATIONARY PERIOD 

The first six months of employment at the Galveston Housing Authority are considered a 

probationary period.  An employee who fails to complete the probationary period with 

satisfactory performance, shall be demoted to prior position, with prior pay rate, if possible, 

selected for another position or terminated. 

 

If an employee is re-assigned, transferred or promoted within GHA, the employee will be given a 

six month probationary period in the new position, however accrued PTO will not be affected if 

employee has been employed six months.   

 

Demotion may occur, at the recommendation of the immediate supervisor.  During the 6 month 

probationary period, new hires will accrue Personal Time Off but will not be able to utilize it 

until the probationary period ends. 

 

 



May 2012 – Approved by Board Resolution 2618, Dated April 4, 2012 

PROMOTIONS 

A promotion is a move to a new position with potentially greater responsibilities and may or may 

not result in a salary increase.  An employee is considered for a promotion on the basis of 

performance in his or her present position and potential performance in the position considered. 

 

TRANSFER & REASSIGNMENT 

Employees may be transferred or reassigned within the Authority.  The GHA reserves the right 

to transfer employees between departments to address situations in which additional staffing is 

required or a change of assignment is needed.  Any GHA supervisor requesting the transfer of an 

employee must notify Human Resources.  All transfers must be approved by the Executive 

Director. 

 

A transfer may or may not include a salary adjustment.   Although most transfers are considered 

lateral, depending upon the reason for the transfer or the area transferring into, a salary may be 

increased or lowered to more appropriately fit the new job responsibilities. 

 

INDEPENDENT CONTRACTORS 

The Authority may utilize independent contractors or consultants from time to time to perform 

certain services.  If independent contractors or consultants are using GHA facilities, they are 

required to abide by Authority policies.  However, independent contractors and consultants are 

not employees of the GHA and are not entitled to Authority benefits, including vacation, sick, or 

holiday pay, or medical, disability, pension, or other benefits. 

 

EMPLOYEE CATEGORIES 

Staff members may be categorized as full-time, part-time, or temporary according to work 

schedules and positions. 

 Full-time: Regular work schedule of 40 or more hours a week; paid biweekly; eligible 

for all benefits. 

 Part-time: Regular work schedule less than 40 hours a week; paid by the hour; may be 

eligible for some benefits. 

 Temporary: Employed (full- or part-time) for a set period, usually a few weeks or 

months; not eligible for benefits, unless covered by a special allocation that will be 

determined prior to employment. 

 

EMPLOYEE CLASSIFICATION 

 Exempt:   Primarily management, professional, and administrative staff with major 

responsibilities and do not receive overtime pay. 

 Non-exempt:   Primarily clerical and nonprofessional employees who receive overtime 

pay for work in excess of forty (40) hours per week. 

 

Belonging to a certain category and classification does not entitle an employee to employment 

for any set period of time.  All employees continue to be subject to the GHA policy of at-will 

employment, meaning that an employee may be terminated or may resign at any time, with or 

without notice, with or without cause. 
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TEMPORARY HIRES  

Galveston Housing Authority may, from time to time, utilize individuals hired on a temporary 

basis to complete a specific assignment, supplement the regular work group, or substitute 

temporarily for a regular employee.  Temporary employees may be hired through outside 

agencies or be placed on the GHA payroll (generally paid by the hour) on a full-time or part-time 

basis for a specified period of time.  All temporary assignments require coordination through 

Human Resources and approval of the Executive Director. 

 

Temporary hires must abide by Authority policies.  Temporary work hires are not entitled to 

GHA benefits, including vacation, sick, or holiday pay, or medical, pension, or other benefits, 

unless authorized by the Executive Director. 

 

TERMS AND CONDITIONS OF EMPLOYMENT 
 

ATTENDANCE 

Employees are required to maintain a satisfactory attendance record.   This requires that all 

employees arrive at work in accordance with established work schedules.   Employees who fail 

to report to work, are habitually tardy, consistently take excessive lunch breaks, leave the work 

place without proper authorization, have excessive absences, or fail to properly report their 

absence are subject to disciplinary action or termination.  
 

TARDINESS 

Employees are expected to arrive at work in a timely manner.  Tardiness is defined as arrival at 

work by an employee later than he or she is scheduled to begin work and/or to report back to 

duty from any type of break. Continued/repeated tardiness is a serious and costly disruption to 

the Authority’s work schedule and will result in disciplinary action.   Employees are not allowed 

to use vacation or sick time to compensate for late arrival; pay will be docked accordingly.  Sick 

time may be used to accommodate doctor’s visits.  An employee who is consistently tardy will 

be subject to disciplinary action up to and including termination. 

 

WORK SCHEDULES 

The regular work week is 40 hours, 8 hours per day, 5 days a week, from 8:00 a.m. to 5:00 p.m. 

Monday through Friday.   Non-exempt personnel will be required to work the regular work 

week, with one (1) hour for lunch.    

 

OVERTIME 

Overtime must be approved in advance by the Executive Director or his/her designee. Except in 

the case of a verified emergency, overtime must be approved prior to an employee commencing 

overtime work. Eligible, non-exempt employees will receive one and one-half times his or her 

regular hourly rate for approved overtime work.   

 

Compensatory time is earned at a rate of one and one-half (1½) hours for each hour of 

employment for which overtime compensation is required.  Employees who accrue 

compensatory time must obtain prior approval from their Supervisor on a case-by-case basis.  

Compensatory time cannot be accrued or carried over but must be used within the payroll period 

it is earned.  
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Employees working on Board approved holidays will be paid at one and one-half (1 ½) times the 

straight time rate for all hours worked, in addition to eight (8) hours holiday pay that they would 

normally receive.  Employees must work the regularly scheduled workday before and the 

regularly scheduled workday after the holiday to be eligible for the holiday pay.  

 

LUNCH 

Administrative and clerical employees are allowed a (1) hour period between 11:00 a.m. and 

2:00 p.m.  Supervisors will approve any exceptions. Non-exempt personnel are required to take 

their full lunch period.   Working through lunch is not permitted without approval from the 

supervisor.   

 

If an employee returns late from lunch, the time lost will be deducted from his/her pay. 

Employees are not allowed to use Paid Time Off to compensate for late return from lunch.  An 

employee who consistently returns late from lunch will be subject to disciplinary action up to 

and including termination.  

  

Occasionally an employee meeting is held during the lunch period and lunch is provided.  These 

meetings are not mandatory.  If a non-exempt employee attends the lunch meeting, this time will 

count as his/her lunch period.  No additional time will be granted for an additional lunch period.  

If training or a mandatory meeting is scheduled for a non-exempt employee during the regular 

lunch period, and a meal is provide,  they will be allowed to take overtime or comp time. 

 
PAYDAY 

Pay day occurs bi-weekly on Friday.  If payday occurs on a national holiday, then payday will 

occur on the preceding workday. All employees are required to be on direct payroll deposit. 

 

TIME SHEETS - Time sheets are kept for each non-exempt employee via the time clock and 

must be signed by the employee and their supervisor.  Time sheets must be turned into Payroll 

Monday before payday, including any leave slips during that pay period. 

 

APPEARANCE 

 
PERSONAL ATTIRE & APPEARANCE 

All employees are expected to dress in an appropriate and professional manner and conform to 

acceptable standards of appearance, cleanliness and hygiene. In general, clothing should be neat, 

clean and fit properly.  Examples of inappropriate attire include but are not limited to: sweat-

suits; ripped or torn jeans and cut-offs; tank tops, halter tops and spaghetti strap tops; clothing 

with profane or other unacceptable writing or imagery; midriff-bearing shirts; short skirts; 

clothing that is oversized, revealing, or excessively tight; and athletic and sleep attire.  

 

Casual attire is permitted on Fridays.  Clean, pressed jeans (no holes or rips) and sneakers or 

tennis shoes are permitted only on Fridays.   Employees inappropriately dressed may be sent 

home without pay for the failure to dress appropriately. Employees who are unsure about what 

constitutes acceptable attire should ask their supervisor or Human Resources.  
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SAFETY 

 

WORK AND SAFETY RULES  

It is the policy of the Authority to provide a safe and healthy working environment and to 

comply with all of the laws, rules and regulations pertaining to the safety and health of its 

employees.  Employees should always consider the safety aspects of all assigned tasks, both with 

respect to their own safety and the safety of those with whom they work. 

 

If an employee sees a condition he or she believes constitutes or contributes to a safety hazard, 

the employee must notify his or her supervisor immediately.  Managers are required to forward 

such reports to Human Resources. 

 

REPORTING ON-THE-JOB ACCIDENTS 

Despite the Authority’s and employees’ best efforts, accidents may still occur in the workplace.  

This policy provides the procedure that must be followed in the event of a work-related injury. 

 

A work-related injury is one that occurs when an employee is carrying out the duties of his or her 

job within the course of his or her employment.  Injuries that occur when an employee is on their 

personal time, such as a lunch break or engaging in horseplay or prior to or after work hours do 

not constitute work-related injuries. 

 

An employee who suffers an on-the-job accident, injury or illness, however minor, must report 

the incident to their supervisor or Human Resources immediately.  Accidents, injuries or 

illnesses not reported within 24 hours will not be eligible for Worker’s Compensation.   

 

When an on-the-job injury occurs, it is required that the injured employee seek medical attention.  

Human Resources will forward proper authorization to a pre-approved medical facility.  

Employee will be transported by another employee or a medical vehicle.  Under NO 

circumstances will the injured employee be allowed to drive.  Human Resources will conduct an 

investigation and process the necessary Worker’s Compensation Insurance forms.  Before 

returning to work, the injured employee must produce a release to work “with no restrictions” 

from his/her doctor. 

 

FIRST AID & MEDICAL TREATMENT 

If a serious injury occurs that warrants emergency medical treatment, a supervisor, will: 

 Secure the area to ensure safety of injured employee; 

 Call 911; 

   Immediately contact Human Resources with accident/employee status 

 

REPORTING RESPONSIBILITIES OF INJURED EMPLOYEE  

An employee authorized by a physician to be off-duty due to an on-the-job injury is required to 

contact his/her supervisor every Monday morning by 8 a.m.   If the employee cannot report 

personally, the employee must have someone call on his/her behalf.  An employee who fails to 

report will be subject to disciplinary action.  Immediate dismissal will occur if employee falsifies 

or exaggerates severity of injury. 
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Employees injured on the job will be required to submit to a drug and alcohol test. Medical 

expenses are covered for on-the-job injuries as defined under the Workers' Compensation Act at 

no expense to the employee.  The injured employee must use his/her Paid Time Off during the 

first seven (7) calendar days from the date of the injury, provided the employee returns to work 

with a full medical release within four weeks from the date of injury. Beginning on the 8
th

 day of 

the injury, the employee will be compensated at a rate of approximately 70-75% of their current 

pay rate up to the maximum benefits as controlled and set forth by the Workers’ Compensation 

Act.  An employee may supplement workers’ compensation using accrued PTO, in the amount 

necessary to make up the difference between benefits and regular pay.  If an employee is off for 

a period of four (4) weeks, the employee is reimbursed for the first five (5) days by workers' 

compensation. 

 

The injured employee continues to accumulate PTO for 90 days from the date of injury and GHA 

will continue to provide health benefits.  An employee, who has dependent coverage, must make 

arrangements to pay the employee's part of the cost of dependent coverage on a monthly basis.  

 

If a transitional period of modified duty is recommended by a licensed physician, the employee 

must report this to their supervisor with a signed Return to Work from their physician.   At the 

discretion of GHA, if modified duty assignments are available, GHA may assign the employee to 

a transitional job assignment.  Doctor visits required after the employee returns to work will be 

covered by paid administrative leave. 

 

SEVERE WEATHER 

When weather is forecasted as severe during normal working hours, only the executive director 

can make the decision to close the offices.  However, the executive director may maintain 

essential personnel.  Such essential personnel will be paid at their regular pay rate. 

 

Employees who do not report for work due to severe weather forecast when offices have not 

been declared closed, will be charged Personal Time Off.  Residing in rural areas is not an 

excuse for failing to report for work.   

In the event a tropical storm or hurricane is reported entering the gulf area, all employees are 

required to arrive at work as soon as possible.  It is essential that the GHA orchestrate an 

effective evacuation procedure for those residents who have indicated in writing that they have 

no one to assist them during a hurricane or a mandatory evacuation called by the mayor.  It is 

also important that GHA protect critical property and information so that operations can resume 

upon return from an evacuation. If the alert occurs during non-working hours, the Executive 

Director will begin the call in process for all employees.  All GHA employees are expected to 

participate in the effort. Employees who do not participate will be terminated. 

 

SMOKING POLICY 

It is GHA’s intent to create a healthy work environment for all employees.  Therefore, we 

believe that the right of the non-smoking employee to breathe clean air supersedes the privilege 

of the employee to smoke. 

 

Smoking tobacco and tobacco-like products is prohibited in all GHA buildings at all times.  

Absolutely no smoking will be permitted in the restrooms or in Authority vehicles. Smoking is not 
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allowed near any entrance to any GHA facility or in the parking lots, except in an area specifically 

identified for as a smoking area.  Employees who do not abide by this policy will be subject to 

disciplinary action.   

 

Employees will not be permitted to leave their work areas for the purposes of smoking except 

during authorized breaks and lunch periods.  Additional smoking breaks are not permitted. 

Employees who take additional unauthorized breaks may be subject to loss of paid time as well as 

disciplinary action up to and including termination. 

 

WEAPONS POLICY 

Unauthorized employees are prohibited from carrying weapons on GHA property. Carrying, 

concealing, or having in a vehicle any weapon on Authority facility or grounds is prohibited. A 

weapon is any object or substance designed to inflict a wound, cause injury or incapacitate without 

limitation. For the purposes of this policy, a weapon is also a simulated weapon or an inoperable 

weapon when these objects are displayed or viewed in a way that causes reasonable apprehension of 

physical harm. No unauthorized employee shall carry firearms or other dangerous or deadly 

weapons, either openly, concealed or in a vehicle.  Any violation of this policy will result in 

disciplinary action up to and including termination. 

 

SUBSTANCE ABUSE 
 

ALCOHOL & DRUG POLICY 

The GHA is a drug-free and alcohol-free workplace.  The Authority takes seriously the safety, 

health, and well-being of all of its employees, as well as the quality and integrity of the services 

we offer. Violation of this policy will lead to discipline, up to and including termination of 

employment. 

 

Alcohol - The use, sale, purchase, transfer, possession, consumption or being under the influence 

of alcohol while performing Authority business or while in an Authority facility is strictly 

prohibited. Individuals who are impaired or appear to be impaired will be tested for alcohol 

usage.  If an employee tests positive, he or she will be removed from the workplace and 

terminated.  

  

Legal - An employee's use of a legal drug can pose a significant risk to the safety of the 

employee or others.  Employees who feel or have been informed that the use of such a drug may 

present a safety risk are to report such drug use to their supervisor.  An employee undergoing 

prescribed medical treatment with any drug that may alter his/her physical or mental ability must 

report this to the supervisor, who will determine whether the employee's job assignment should 

be changed during the period of treatment.  The legal use of prescribed medications is permitted 

on the job only if it does not impair an employee's ability to perform his or her work effectively 

and in a manner that does not endanger themselves or others. Misuse of prescribed drugs will be 

dealt with as if the employee were taking illegal drugs.  

 

Illegal Drugs - It is strictly prohibited for an employee to use, sell, purchase, transfer, possess, or 

be under the influence of an illegal or illegally obtained drug while in a GHA facility or while 

performing GHA business.  Additionally, off-duty involvement with illegal drugs that interferes 
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with job performance or in some way affects GHA is strictly prohibited.  Individuals who are 

impaired or appear to be impaired will be tested for drug usage. If an employee tests positive, he 

or she will be removed from the workplace and terminated. 

 

Testing – GHA reserves the right to test employees for alcohol or drug use including, but not 

limited to, the following situations: where a supervisor reasonably suspects that an employee is 

showing signs of possible alcohol/drug abuse and/or it is required by law.  If an employee is 

involved in an accident while on GHA time or with a GHA vehicle, the employee will be subject 

to post-accident alcohol/drug testing.  An employee’s refusal to consent or failure to appear for 

such test will be considered an automatic positive result and will result in termination. 

 

Pre-Employment Drug Screening -The GHA maintains pre-employment screening practices 

designed to prevent the hiring of individuals who use illegal drugs or individuals whose use of 

legal drugs or alcohol indicates a potential for impaired or unsafe job performance.  All 

individuals receiving conditional offers of employment will be subject to drug screening.  A 

prospective employee’s consent to submit to drug testing is a material condition of employment.  

Refusal to consent will result in a refusal to hire. Employment is conditional upon satisfactory 

results; a positive reading shall be cause for the Authority to deny employment.  

 

Confidentiality - In all cases, substance abuse testing will be conducted with due regard for 

employee privacy to ensure the integrity of test results.  All medical records pertaining to drug 

screening are protected by the Authority and will be kept in separate files in the Human 

Resources Department. Information concerning drug-screening procedures and results involving 

employees will be revealed only on a need-to-know basis to protect employee safety and 

Authority property.  

 

Employees with questions or concerns about substance dependency or abuse are encouraged to 

discuss these matters with their supervisor or the Human Resources Department.   

 

If a current employee requests assistance prior to testing, he or she will be given assistance or 

referrals to appropriate resources in the community.  It will be the responsibility of the employee 

to comply with any referrals for diagnosis and to fully cooperate with prescribed therapy.  An 

employee's failure to fully cooperate in this regard shall be grounds for disciplinary action, 

including discharge, when such failure or noncompliance continues to adversely affect job 

performance.  

 

EMPLOYEE ASSISTANCE PROGRAM (EAP) 

The Authority offers referrals to an Employee Assistance Program (“EAP”) to educate and assist 

all employees with alcohol abuse, drug and substance abuse, addiction, stress, depression, illness 

and other personal difficulties.  The terms and benefits of the EAP may change at any time in 

accordance with the contracted EAP provider. 

 

This voluntary program is designed to assist drug and alcohol related problems prior to being 

identified as using, or disciplined for being under the influence of drugs and alcohol.  At the 

discretion of Human Resources, in most cases, voluntary enrollment in a rehabilitative program 
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will not result in suspension or disciplinary action.  Voluntary participation in any program does 

not relieve the employee from meeting work requirements. 

 

Employees who are referred to a program because of work performance, behavior or work-

related issues due to substance abuse are subject to dismissal for refusal to enter or failure to 

successfully complete the program or failure to improve his/her performance, behavior. 

 

Employees will be allowed one opportunity to complete a program and improve performance. 

Should the employee fail to abide by the last chance agreement, Human Resources will 

recommend that the employment be terminated.  The GHA abides by all applicable laws 

regarding confidentiality.   

 

Contact information for the EAP may be obtained confidentially in the Human Resources 

Department. 

 

AUTHORITY PROPERTY 
 

TELEPHONE USAGE 

There may be times when it is necessary for an employee to make or receive telephone calls of a 

personal nature; such calls should be kept to a minimum and must not interfere with an 

employee’s ability to do his or her job.  Employees who abuse this privilege will be subject to 

discipline, up to and including termination of employment.  Employees are expected to refrain 

from making long-distance calls, from Authority phones.  Violation of this policy could result in 

disciplinary action. 

 

PERSONAL CELL PHONE USAGE 

The use of personal cell phones must not interfere with an employee’s duties or performance.    

Texting and phone internet usage should be avoided and is permitted only during the lunch 

break.   An employee whose cell phone use becomes disruptive or interferes with his/her or any 

other co-worker’s ability to do the job will not be allowed to bring a cell phone into the 

workplace. 

 

While you are driving a GHA vehicle, a hands-free device must be used. Calls should be made 

only when necessary and kept as brief as possible.  If you do not have a hands-free device, you 

must pull off the road to a safe area before using the cell phone.  Violation of the cell phone 

policy could result in disciplinary action.  

 

COMPUTER & OTHER COMMUNICATIONS 

GHA provides access to computers, computer files, telephones, voice mail and the Internet to 

assist employees in completing their job duties as quickly and efficiently as possible.  These 

tools are important resources that enhance GHA’s productivity and effectiveness.  Electronic 

communications are to be used in a manner that is consistent with the Authority’s philosophy 

and principles.  In using electronic and all other communications, employees must exercise 

integrity and professionalism. 
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Unnecessary or unauthorized Internet usage takes away from work time and consumes resources.  

Unlawful Internet usage may also expose the Authority to significant legal liabilities.  All agency 

computers are subject to open records and therefore should not be used for personal matters or 

issues.  Using the Internet for unauthorized, abusive, unethical or inappropriate activities will not 

be tolerated and will be cause for disciplinary action, including termination of Internet access, 

and ultimately termination of employment. 

 

The use of e-mail is limited to that required to conduct Authority business. Propagation of “chain 

letters” is prohibited.  Unsolicited mail is unwelcome and should be immediately deleted without 

being opened.  Transmission of graphics is prohibited unless it is done in the conduct of 

legitimate Authority business.  Electronic mail messages sent and/or received using the GHA e-

mail system may not contain language/material/content that may be reasonably considered 

offensive or disruptive to any employee.  Offensive content includes, but is not limited to, sexual 

comments or images, racial slurs, gender-specific comments or any comments that would offend 

someone on the basis of their age, race, sexual orientation, religious beliefs, political beliefs, 

national origin or disability.  Using the electronic mail system for unauthorized, abusive, 

unethical or inappropriate activities will not be tolerated and will be cause for disciplinary action, 

including termination of e-mail access, and ultimately termination of employment. 

 

All computers and the data stored on them are and remain at all times the property of the GHA.  

The GHA has the capability and reserves the right to monitor Internet activity and access, 

review, copy and delete any messages or information sent, received, or stored on its e-mail 

system, or in its computer files or discs, for any purpose and to disclose same to any party in its 

sole discretion.  Employees have no privacy rights relative to Internet and e-mail usage.  As 

such, all electronic-mail messages composed, sent and received, are and remain the property of 

the GHA.  Please note that even after a message is deleted, it can be recreated.  Employees may 

not store personal information on Company computers.   

 

In addition, the GHA reserves the right to enter, search, and monitor the telephone 

communications and computer files of any employee, without advance notice.  Such action will 

be taken for business purposes, such as investigating theft, disclosure of confidential business or 

proprietary information, personal abuse of the system, or monitoring work flow or productivity. 

Access to the Internet and the use of electronic communications systems are privileges that can 

and will be revoked at any time for violation of this policy.  Violations of this policy will be dealt 

with promptly and may result in suspension or loss of Internet access and disciplinary actions up 

to and including termination of employment and legal action.   

 

Downloading internet programs or the installation of any program or software is strictly 

prohibited.   Any requests for additional programs or software should be requested directly to the 

MIS Coordinator by the department supervisor only.     MIS will determine the necessity of the 

request and make the final determination.   Any violation of this policy will result in disciplinary 

action. 

 

 

 

 



May 2012 – Approved by Board Resolution 2618, Dated April 4, 2012 

WORKPLACE SEARCHES AND SURVEILLANCE 

In order to deter or investigate theft or illegal activity in the workplace, promote an honest and 

efficient working environment, and assess productivity and performance, the Authority reserves 

the right to engage in workplace searches, surveillance and/or monitoring. 

 

Workplace searches may be conducted at any time and by any lawful means available to the 

Authority at the discretion of Management.  Employees who enter onto Authority premises are 

deemed to consent to all searches.  Employee cooperation with workplace searches and 

inspections is viewed as a condition of employment; refusal or failure to cooperate will result in 

disciplinary action up to and including termination.  Employees who, upon search or inspection, 

are believed to be in the possession of stolen property or illegal drugs, will be subject to 

disciplinary action up to and including termination.  

 

In conducting searches, special care will be taken to preserve individual dignity and the privacy 

of personal items, to the fullest extent possible. Normally, when a personal item is to be 

examined, the employee will be asked to open it and to remain present during the search.  

 

The GHA may employ electronic or mechanical devices to monitor, surveil, or otherwise review 

employee job-related activities.  Consistent with applicable laws, the Authority may monitor an 

employee’s telephone conversations, use of voice mail, and use of the Internet and electronic 

mail and messaging systems.  Employees who seek to block or otherwise prevent surveillance of 

Authority equipment will be subject to immediate disciplinary action, up to and including 

termination.  

 

VISITOR ACCESS 

It is GHA’s intent to foster a professional image and an environment in which distractions to all 

employees are limited.  Visitor control is a key element of security.  Employees must make 

certain that visitors do not detract from the accomplishment of official duties.  The following 

procedures apply at all GHA locations:   

 All visitors are to sign-in at the front desk.  The receptionist will then notify the person 

who is to receive the visitor. 

 Employees receiving visitors are expected to escort them in and escort them out, upon 

completion of the visit. 

 

USE OF GHA VEHICLES 

GHA vehicles are to be used only in the performance of GHA duties.  The vehicle should never 

be used for personal errands or activities.  The most direct route to, from or between job 

assignment should be taken.  No employee friends or family members may drive the vehicle.  All 

employees must provide a valid Texas Driver’s License each time a vehicle is checked out.    If 

an employee’s driver’s license is suspended or should any event occur that would prevent an 

employee from legally and safely operating an agency vehicle, it is the employee’s responsibility 

to report this to Human Resources immediately.  Any employee who drives a GHA vehicle 

without a valid license or will be subject to disciplinary action and/or immediate termination.   
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DRIVER’S LICENSE AUDIT 

GHA may check the driving record as well as driver’s license of employees at any given time.  

Employees found to have unsatisfactory driving records will be given the opportunity to clear 

their records and will not be allowed to drive a GHA vehicle until records are clear.   

 

RESPONSBILITY OF GHA DRIVERS 

The Maintenance Department is responsible for the overall condition of equipment and will 

ensure that all vehicles are maintained in optimum running condition for maximum fuel 

economy and life span.  Employees must immediately: 

 Report any deficiencies to the Maintenance Department; and 

 Report all accidents involving GHA vehicles to the Galveston Police Department (GPD), 

(in accordance with State Law), Human Resources, and the Maintenance Department,  

 

Employees, who fail to report an accident, abuse or misuse a GHA vehicle, will be subject to 

immediate  termination. 

 

USE OF PERSONAL VEHICLE 

Employees should use GHA vehicles whenever possible to conduct company business only.  If a 

vehicle is not available, the supervisor may allow employees to use their personal vehicles to 

conduct company business. If an employee’s personal vehicle is damaged or involved in an 

accident while conducting company business, the employee’s personal automobile insurance is 

required to pay first.  

 

MAINTENANCE OF PERSONNEL RECORDS 
 

Personnel records are maintained on employees as required by current employment laws. 

Records of inactive employees will be maintained for at least five (5) years from date of 

employee termination.  A separate file for every employee of the Authority will be maintained in 

the Human Resources Department.  Supervisors are required to forward to the Human Resources 

Department all relevant documents concerning the employee’s work history to be placed in the 

employee’s personnel file (including but not limited to, training records, discipline, performance 

evaluations, performance improvement plans, or commendations). 

 

REQUEST FOR PERSONNEL RECORDS 

Personnel records are the property of the Galveston Housing Authority.  Access to the 

information contained is restricted.  Generally, only senior management personnel of the GHA 

who have a legitimate business reason to review information in a file are allowed to do so.   

 

Employees are responsible for notifying Human Resources as soon as possible of any change of 

name, address, telephone or cell phone number, marital or dependent status, beneficiary, or 

emergency contact. 

 

Employees may review their own personnel records upon advance notice in writing and in the 

presence of Human Resources.  Employees may make a reasonable number of copies of 

materials from their files. 
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EMPLOYEE CONDUCT 
 

CODE OF CONDUCT 

The Galveston Housing Authority requires a high standard of conduct from its employees in 

order to attain maximum work efficiency and to prevent conflicts between the individual 

interests of employees and the public.  Accordingly, the GHA has established some basic rules of 

personal conduct that must be observed at all times. 

 

This code recognizes and incorporates those sections of federal, state, and local law which 

govern the conduct of public employees, and in no way supplants those provisions of law. In 

cases where no statutory precedent exists, the policy of the GHA shall be applied, except that this 

policy shall in no way be taken to supersede the provisions of any contracts, labor agreements, or 

other external agreements affecting the rights and privileges of employees. 

 

STANDARDS OF CONDUCT 

The Standards of Conduct contained within the Code of Ethics shall be generally applied so as- 

to avoid the appearance, or actual occurrence of, any favoritism or special treatment towards any 

applicant, resident, vendor, or agent having business, or dealings of any kind, with the Authority.  

 No employee shall use or cause or allow to be used his or her position to secure any 

personal privileges for himself, herself, or others, or to influence the activities, actions, or 

proceeds of the Authority.  

 No direct or indirect personal inducement of Authority employees This includes the 

giving or accepting any gifts, gratuities, favors, special considerations, money, tickets or 

any item or service having value from contractors, vendors, or any others conducting 

business with the Authority.   This does not include calendars, pens, novelty items etc. 

that would be considered novelty items.  Food items should be shared by department. 

 Employees are expected to follow all GHA policies and workplace rules. 

 The property and premises of the Authority are to be used only for official business and 

must be properly maintained at all times. 

 Employees are not permitted to enter housing apartments during working hours except in 

the performance of assigned duties or in an emergency. 

 Employees are always expected to conduct themselves in such a manner as to not 

discredit the Authority. 

 Employees are prohibited from engaging in any outside work, at any time that is in 

conflict with the activities or the interests of the Authority.  All employees must report 

their outside jobs to the Human Resources Department, where a determination will be 

made as to whether or not such outside employment is in conflict with the best interests 

of the Authority.  Failure to report any outside job may jeopardize the employee’s 

position with the Authority. 

 Employees are not permitted to represent the GHA before any person or group of persons 

without the prior written consent of the Executive Director or his designee. 

 No employee shall have or enter into any contract with any person who has or enters into 

a contract with the Authority unless: 

o The contract between the person and the Authority is awarded pursuant to competitive 

bidding procedures and/or purchasing policies as outlined in regulations promulgated 
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by the U.S. Department of Housing and Urban Development (HUD), state law, and the 

GHA Procurement Policy; or 

o  The contract between the person and the Authority is one in which the Authority 

employee has no interest, has no duties or responsibilities, or if the contract with the 

person is one which the Authority employee entered into prior to becoming an 

employee. 

 There shall be no preferential treatment given by an employee of the Authority acting in 

performance of his or her official duties to any person, agency or organization. 

 No Authority employee shall use or permit the use of Authority-owned vehicles, 

equipment, materials or property for the convenience or profit of himself, herself, or any 

other person. However this provision shall not apply in the case of usage for "diminutive" 

purposes, i.e., purposes that, in and of themselves, should not be construed as abuse of 

Authority property. 

 No Authority employee shall solicit any gift or consideration of any kind, nor shall any 

Authority employee accept or receive a gift of any value from any person who has an 

interest in any matter proposed or pending before the Authority. 

 No authority employee acting individually can bind the housing authority by and action 

or verbal representation. 

 No Authority employee shall disclose without proper authorization non-public 

information or records concerning any aspects of the operation of the Authority, nor shall 

he or she use such information to the advantage or benefit of himself, herself, or any 

other person. This shall include records maintained on enrollees of the Authority, for 

whom a properly executed release of information form shall be obtained and kept in the 

client file. The release of any information relative to enrollees of the Authority shall be 

done pursuant to government regulations allowing the release of information among 

government agencies or agencies receiving government subsidy, shall be done following 

prescribed methods of requesting and transmitting such information, and shall be done 

with full knowledge of the enrollee except in those cases where through action of law the 

enrollee's knowledge is not required. 

 No Authority employee currently employed shall represent any person, other than 

himself, in business negotiations, judicial or administrative actions or procedures, to 

which the Authority may be a party. 

 No Authority employee shall have an interest in a contract between any person and the 

Authority, except that this provision shall not apply if the contract was entered into prior 

to the employee's hire by the Authority; the employee discloses his or her interest in the 

contract prior to employment; and after employment, the employee has no power to 

authorize or approve payment under the contract, monitor performance or compliance 

under the contract, or audit bills or claims under the contract and the compensation of the 

employee will not be affected by the contract. 

 No Authority employee shall have any employment, engage in any business or 

commercial transaction, or engage in any professional activity in which, directly or 

indirectly, he or she would have an interest that would impair his or her independence of 

judgment or action in the performance of his or her duties with the Authority or that 

would be in conflict with his or her duties at the Authority. 
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CONFLICT OF INTEREST 

In accordance with the Authority’s Code of Conduct, all employees of the Authority are 

forbidden to engage in and/or participate in any form of business or enterprise that creates or 

appears to create a conflict of interest with the GHA. In particular, employees must not engage in 

activity that creates or appears to create a conflict with that employee’s position. For example, a 

conflict of interest is an HCV employee who owns a property or a Contracts employee who bids 

on a contract.  

 

In order to avoid such potential for conflict, employees shall not serve as officers, representatives 

or leaders of any tenant organization(s) during their period of employment with the Authority, 

nor shall they serve as officers, representatives or leaders of any fraternal, benevolent or 

philanthropic organization that does business with the Authority and/or its employees. 

 

Should a supervisor or department director become aware that an employee is not compliant with 

this Section, he or she shall immediately report same in writing to the Human Resources, which 

shall effectuate compliance consistent with the provisions of this Section.  All employees are 

required to sign the “Conflict of Interest Form” at the time of new hire orientation. 

 

OUTSIDE ACTIVITIES AND EMPLOYMENT 

Some outside activities, particularly certain types of consulting or other employment, speaking or 

writing, may adversely affect Authority interests and should be avoided by employees.  GHA 

employees may hold jobs or engage in activities outside of the Authority provided no conflict of 

interest exists.  No employee of the Authority shall perform any work or service for any 

individual, organization or agency during the hours in which employee is scheduled to work for 

the Authority.  Employees shall not undertake employment or service, whether compensated or 

not, that might reasonably be expected to impair their objectivity or good judgment in the 

exercise of their official duties for the Authority.  An employee who fails to terminate any 

employment or activity deemed to pose a conflict of interest will be terminated. 

 

Employees should ensure that advertising or other literature promoting their personal 

participation in outside activity does not conflict with, infringe upon or exploit their employment 

with the Authority, or create the impression that their personal views represent those of the 

Authority.  Employees who are absent from their Authority employment due to illness or injury 

shall not engage in any other outside employment that would logically be precluded by the 

illness or injury.  Use of Authority privileges, tools or equipment for outside employment or 

personal business is considered a major offense and is subject to discipline up to and including 

termination.  

 

Employees asked to teach, lecture, write or serve on a professional board or committee must 

report the invitation to their department head to make sure there is no conflict of interest.  

Employees who are invited to teach or lecture outside of the Authority must discuss the pertinent 

details, including time and remuneration, with Human Resources in order to determine if time off 

may be granted and whether it will be paid or unpaid.  
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PUBLIC STATEMENTS 

No officer or employee of the Authority shall represent or appear to represent the Authority on 

the radio, television, newspaper, internet, or any other type of publication or broadcast, or before 

the public in any activity that may reasonably be construed as constituting such representation, 

without the express, prior written consent of the Executive Director or his designee. 

 

CONFIDENTIAL INFORMATION 

The Authority has confidential and proprietary information about its business policies, practices, 

and methods of operation, customer lists, and personnel, legal and financial matters.  In addition, 

the GHA deals with confidential information received from its residents.  Each employee of the 

GHA should understand the importance of making sure this information is protected from 

inappropriate disclosure to third parties.  The unauthorized disclosure of such confidential 

information would have a material adverse impact on the integrity of the GHA and would 

severely impair its relationship with clients and tenants. 

 

Every employee has both a legal and an ethical obligation to take all steps reasonably necessary 

in order to keep the Authority’s and its residents’ affairs confidential.   

 

Under no circumstances are materials, documents or other information designated as confidential 

or restricted, to be removed from Authority premises without the prior express written 

permission of the Executive Director.  A breach of confidentiality may result in discipline, up to 

and including termination of employment.  All employees are required to sign a Confidentiality 

Agreement during new hire orientation. 

 

POLITICAL ACTIVITY 

All employees of the Authority are covered by the provisions of the “Hatch Act” (Title 5 of the 

United States Code, Section 1501 et seq.), which governs the political behavior of all individuals 

whose salaries are financed in whole or in part by federal funds.  The law prohibits certain 

political activities of Authority employees.  For instance:   

 Use of official authority or influence for the purpose of interfering with or affecting the result 

of an election or nomination for office; 

 Directly or indirectly coercing, attempting to coerce, commanding, or advising a state or 

local officer to pay, lend or contribute anything of value to any party, committee, 

organization, agency, or person for political purposes; and 

 Being a candidate for elected office in a partisan election.  

 

MISUSE OF PUBLIC FUNDS 

The misuse of public funds shall be grounds for disciplinary action, including possible 

termination.  The misuse of public funds, whether state and/or federal, is a violation of state and 

federal law and is punishable under such laws.  All supervisors, and employees under their 

supervision, must remain aware of their legal responsibility to the Authority and must ensure that 

all funds that flow to the Authority are maintained and managed within appropriate 

accountability.  Employees who become aware of the misuse of funds by any member of the 

Agency must report the misuse immediately. 
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SOLICITATION RULES 

Solicitation on Authority premises and in Authority work areas is prohibited. The only 

exceptions to this policy are charitable activities pre-approved by Human Resources. 

 Employees may not solicit fellow employees for any reason during working time. Working 

time does not include scheduled breaks, lunch periods, or the time before the start of or 

after the end of work day. 

 Employees may not distribute literature of any kind to fellow employees in work areas at 

any time or on GHA premises during working time. 

 Non-employees may not solicit employees or distribute literature on GHA premises or in 

GHA work areas at any time. 

 All materials posted on any GHA premises or property must be approved in advance by 

Human Resources.  All other materials will be removed. 

 

FRATERNIZATION/ NEPOTISM POLICY 

It is the goal of the Authority to avoid misunderstandings, actual or perceived conflicts of 

interest, complaints of favoritism, potential claims of sexual harassment, and problems of 

employee morale and dissension that can potentially result from intimate relationships between 

GHA employees. To minimize these potential conflicts, the GHA strongly discourages its 

employees from entering into intimate relationships with other employees.  

 

Managers and supervisors are strongly discouraged from fraternizing or becoming romantically 

involved with one another or with any other employee of the Authority. Additionally, all 

employees, both managerial and non-managerial, are discouraged from fraternizing or becoming 

romantically involved with other employees when such personal relationships may create a 

conflict of interest, cause disruption, create a negative or unprofessional work environment, or 

present concerns regarding supervision, safety, security or morale.  

 

No person related by marriage or blood to any employee shall be hired by GHA.  This 

prohibition shall not apply, however, to any persons who have been employed before the legal 

relationship came to exist.  Should this occur to any employees in the same department, 

accommodations will be made to transfer one of the individuals to another department. 

 

REPORTING REQUIREMENTS 

Where an intimate employee relationship develops, it is the responsibility of both parties to 

immediately and fully disclose the relationship to Human Resources so that a determination can 

be made as to whether the relationship presents an actual or potential conflict of interest. The 

GHA reserves the right to transfer or to take any necessary employment action where an 

employee is involved in an intimate or familial relationship with another employee. Non-

disclosure of intimate employee relationship or any relationship that becomes disruptive to the 

efficient operation of Authority business will be dealt with appropriately, up to and including 

termination.   

 

 

 

 



May 2012 – Approved by Board Resolution 2618, Dated April 4, 2012 

PAID TIME OFF (PTO) 

 
Employees are not entitled to Paid Time Off (PTO) until after the six month probationary period.  

However, leave time accrues during this period.  The employee may use PTO for personal 

vacation time or sick leave.   It is understood that it is not possible to receive prior approval for 

sick days, but it is still the employee’s responsibility to ask for vacation time in advance. 

 Paid Time Off must be used at a minimum of four (4) hours. 

 Once an employee uses all accrued Paid Time Off, pay is discontinued.  

  An employee on any unpaid leave will not accrue Paid Time Off. 

  Paid Time Off cannot be used to cover tardiness (morning or lunch break).  

  Employees may accrue PTO up to 300 hours, if the time is not used by the end of the fiscal 

    year (June 30) the employee will lose any accrued time over 300 hours. 

 

Employees will earn PTO As Follows: 

 

 

LENGTH OF 

SERVICE 

 

DAYS PER 

YEAR 

 

 

HOURS PER PAYROLL 

Less than 10 years 26 8 

10 – 19 years 30 9.23 

20 or more years 40 12.3 

 

No cash out of excess PTO will be allowed.   Directors will receive a notice from Human 

Resources on a monthly basis detailing all staff accumulated leave.   Employees will be 

encouraged to take their PTO. 

   

When an employee is on leave without pay, military leave or any other authorized absence, 

(exclusive of annual leave and sick leave) for more than fifteen (15) cumulative working days in 

any one month, sick leave credit is not earned that month.   
 

When an employee separates from employment and gives the required (2) week notice, they will 

be paid 100% of their accrued unused PTO.   If an employee resigns with less than the required 

(2) week’s notice, they will forfeit 50% of accrued, unused PTO.   However, employees 

separating from employment regardless of reason within the first six (6) months will not be paid 

for any accrued PTO.  If any separation from service occurs during their first six (6) months of 

employment, they will not be paid for any PTO.  Employees who are terminated for cause will 

forfeit all of earned, accrued PTO. 
 

ABSENCE DUE TO ILLNESS 

Employees who call in sick must comply with the following procedure:   

 Employees will notify their immediate supervisor.  If they are not available, the employee 

will leave a message on their voice mail.   

 The employee must furnish a doctor's statement before returning to work if absence due 

to illness for three (3) or more consecutive days.   
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 SICK LEAVE BANK  

 
The purpose of the SLB is to provide additional sick leave days to members of the bank in the 

event of a personal illness, surgery, a temporary disability due to an injury, pregnancy, or the 

illness or death of an immediate family member (see family definitions page 4).  Days may be 

requested from the bank only after the member has exhausted all accrued Paid Time Off (PTO) 

and swing days. 

 

PROCEDURES & FLEXIBILITY 

Full time employees are eligible for membership, within 30 days after the completion of their (6) 

six months probationary period. Annual open enrollment is in January. Employees who wish to 

enroll in the SLB must: 

 Complete a membership application with Human Resources; and 

 Contribute three (3) days of accrued Paid Time Off. 

 

CONTRIBUTION OF DAYS 

The three (3) days donated become the property of GHA’s SLB.  All donations will remain in 

force and cannot be returned, even upon cancellation of membership.  However, if an employee 

wishes to rejoin the SLB after cancellation, employee may do so during the enrollment period by 

again donating three (3) days. 

 

The SLB year is from January 1
st
 through December 31

st
.  A member using days from the bank 

will be required to replace days used.  Replacement days must be returned as the time is earned, 

no later than the calendar year of entitlement.  The replacement schedule will be:   

     Days Used    Days To Be Donated 

        01-05       1 

        06-14       2 

         15-20       3 

 

If the bank falls below two times (2x) the number of members on December 31
st
, continuing 

participants must contribute one (1) extra day effective January 1
st
  the following next year.  If it 

falls below one times (1x) the number of members,  all members must contribute two (2) days. 

 

Employees who terminate employment with GHA forfeit their membership effective the date of 

termination.  If the employee wishes to regain membership upon re-employment, three (3) days 

must again be donated. 

 

Employees on approved leave of absence will retain membership and will not be required to 

donate additional days. 

 

APPLYING FOR SICK LEAVE DAYS 

If a member needs to apply to use the SLB, the member must submit a written request to Human 

Resources.  If a member is critically ill and unable to submit their written request, the request can 
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be submitted by an immediate family member or Human Resources will submit the request to the 

SLB Committee with a doctor’s statement and the following information: 

 

 The date of initial onset of this particular condition; and 

 The anticipated date to return to work full time (with no restrictions). 

 

All requests for SLB days will be reviewed individually by the committee. If approved, Human 

Resources will submit documents to Payroll.  The SLB committee may refuse to consider an 

application that does not contain the required information. 

 

GRANTING OF SICK LEAVE BANK DAYS 

A member may apply for days from the SLB prior, during, or immediately following absence 

from work.  The number of days from the SLB that may be granted to an employee during the 

bank year will be 160 hours (one month’s pay).  The committee will determine the number of 

days approved up to 160 hours and reserves the right to approve, disapprove, or modify the days 

requested. 

 

If a member has been granted days from the SLB, returns to work, and then is ill again with the 

same or different illness, or the family member is ill again with the same or different illness, the 

employee may apply to the SLB for additional days needed, provided the employee has not 

exceeded the 160 hours.  Each separate illness/accident must again meet the initial criteria.  The 

bank may not be used for the period of disability when monies are paid to the member under the 

Workers’ Compensation Act. 

 

COMPOSITION OF SICK LEAVE BANK COMMITTEE 

The SLB Committee is composed of employees who completed their six month probationary 

period.  The committee will consist of four representatives appointed by Human Resources.  The 

Human Resources Manager will serve as a non-voting member of the committee, unless there is 

a tie among the committee.  A quorum shall consist of at least two (2) committee members. 

 

JOB DESCRIPTION 

 
All employees will be provided with a copy of a position description that relates to their stated 

duties and responsibilities.  GHA reserves the right to edit, change, and modify any job 

description.   GHA reserves the right to modify, change or eliminate any job title at any time. 

 

TUITION ASSISTANCE PROGRAM 

 
Employees requesting time off from work to attend classes must receive prior approval from the 

Executive Director.  Employees must make arrangements with their supervisor to make up the 

time outside of normal work hours or to receive a reduction in pay equal to the number of hours 

missed.  Class attendance must not interfere in any way with the accomplishment of Housing 

Authority responsibilities.  The Housing Authority may pay tuition for off-duty agency related 

education when approved by the Executive Director.  All requests require prior approval of the 

Department Head, certifying that the training would be beneficial for the employee to perform 

their duties.  Retroactive reimbursements for training that was not approved will not be paid.  
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Before an employee receives tuition assistance they will be required to sign an agreement stating 

that if they leave the agency for any reason within one year upon the completion of their 

education, they will reimburse the agency for the cost of the tuition.  This agreement will also 

authorize GHA to withhold any earned PTO or wages from the employee’s last paycheck to 

cover this reimbursement.  

 

TRAINING 

 
The Authority is committed to training and development of its employees. The agency will make 

every effort to ensure that all employees have the training necessary to perform their duties in the 

most proficient and productive manner.   Supervisors will work with the employee to determine 

training or re-training needs.  Employees are required to attend training when mandated by a 

supervisor or the Human Resources Department.  

 

PENSION 

 
The GHA adopted the Prototype Money Purchase Plan 401 from the ICMA Retirement 

Corporation on September 20, 1991, through Resolution No. 1337.  All GHA employees who are 

at least 18 years old, classified as regular, full-time employees, having successfully completed 

the six-month probationary period, are eligible to participate in the Pension Plan Trust.   

 Vesting date is the date of employment as a regular, full-time employee, including the 

probationary period.   

 Housing Authority Contribution.  The Housing Authority will contribute 13% of 

employee gross pay to the retirement plan. 

 Termination.  An employee may make application to withdraw all contributions plus\ 

   interest earned based upon the vested Housing Authority contribution.   

 Vested Rights in Housing Authority contribution.  The employee will have vested rights to 

the Housing Authority contribution in the following amounts: 

 

  20% after completion of 1-year service 

  40% after completion of 2 years service 

  60% after completion of 3 years service 

  80% after completion of 4 years service 

 100% after completion of 5 years or more 

 

 Retirement Benefits.  The amount of the monthly benefit which a member will receive 

upon retirement is based on and varies with the total deposit made plus interest allowed 

on such deposits; and the benefit payment plans the member has selected. 

       

DEFFERED COMPENSATION 

ICMA-RC offers a deferred compensation plan (457) to Housing Authority employees by payroll 

deduction.  Since withdrawals from a deferred compensation account are strictly regulated by the 

IRS, the accumulated deposits are not accessible like bank or savings accounts and should be 

viewed primarily as a tax-sheltered retirement fund. 
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HOLIDAYS 
 

All regular full time employees will receive the following paid holidays: 

 

 

In addition, employees will receive two swing days per calendar year; one swing day is available 

after January 1, the second day after July 1.  An employee must have been employed at least 

three (3) months before taking a swing day.   Swing days cannot be accrued and compensation 

will not be allowed for unused swing days. 

 

If a holiday falls on a Saturday, the designated day off is the preceding Friday; if the holiday falls 

on a Sunday, the designated day off is the following Monday.   

 

Employees who take leave without pay the day preceding or following a holiday(s) will lose pay 

for the holiday(s) as well as for that day.   

 

Any employee who calls in sick the day before and/or after a holiday will not be paid for the 

holiday without presenting a doctor’s excuse/slip for such absence.  However, employee will be 

paid for pre-approved sick leave. 

 

To receive holiday pay, an otherwise eligible employee must be at work, or on an authorized 

absence, on the work days immediately preceding and immediately following the day(s) on 

which the holiday is observed.  If an employee is absent on one or both of these days because of 

an illness or injury, the Authority reserves the right to verify the reason for the absence before 

approving holiday pay. 

 

Employees working on Board approved holidays will be paid at one and one-half (1 ½) times the 

straight time rate for all hours worked, in addition to  holiday pay that they would normally 

receive. Holiday pay for full time employees is eight (8) hours and four (4) hours for part time 

employees, who work at least twenty (20) hours work per week.  Employees must work the 

regularly scheduled workday before and the regularly scheduled workday after the holiday to be 

eligible for the holiday pay. 

 

New Years Day –  January 1 Labor Day – Last Monday in September 

Martin L. King Day–3
rd

 Monday in January Veterans Day - November 11 

Good Friday - Friday before Easter Thanksgiving Day – 4
th

 Thursday in November 

Memorial Day – Last Monday in May Day after Thanksgiving 

Juneteenth – June 19
th

 Christmas Eve – December 24 

Independence Day – July 4
th

 Christmas Day – December 25
th
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GROUP HEALTH PLAN 

 
Medical Insurance:  At the present time, GHA provides medical insurance to regular, full-time 

employees at no cost to the employee.  Employees eligible for medical insurance may also elect 

to insure eligible dependents at their own expense and within limits of the exiting group policy 

purchased by the Housing Authority.  

 

If an employee is off work without pay and has dependent coverage, the employee must make 

arrangements with the payroll office to pay the cost of the dependent coverage by the first day of 

each month.  If payments are not made on a timely basis, coverage is terminated. 

 

During open enrollment employees can make adjustments not otherwise allowed during the rest 

of the year.  Other than open enrollment, employees can add dependents in accordance with the 

health plan under one of the following circumstances: 

 Marriage: add new spouse/stepchildren; 

  Newborn: effective date of birth; and 

 Adopted child/children: effective official date of adoption. 

 

Employees can drop dependent coverage at any time.  An employee must sign a change form 

before this becomes effective.  The transaction is effective on the first day of the upcoming 

month.  During open-enrollment, employees can make adjustments not allowed during the rest of 

the year.   

 

Dental Insurance Plan.  All full-time regular and full-time temporary employees of the Housing 

Authority may enroll in the dental plan.  The employee is responsible for the total cost of the 

dental coverage on a monthly basis. 

 

Change of Address or Dependency Employees should report all address changes to Human 

Resources as soon as possible.  Changes to employee status (e.g., marriage, divorce, adoption of 

children) should likewise be reported so that insurance records are changed.   

 

FAMILY AND MEDICAL LEAVE 

 
The Family and Medical Leave Act of 1993 and the Texas Family Leave Act, provides up to 12 

weeks of unpaid leave for an employee to attend to medical concerns for themselves or a family 

member.   At the end of the 12 week period, the employer must allow the employee to return to 

their job or a job with equal pay, and benefits.  If the employee does not return to work at end of 

the 12 week period, the employer is under no obligation to retain the employee.  If the employer 

elects to retain the employee, the employee will be responsible for payment for monthly benefit 

premiums (health care, etc). 

 

The Galveston Housing Authority has adopted a Family and Medical Leave of Absence Policy.  

The following policy outlines the requirements for obtaining leave, the amount of leave that may 

be taken, and how the leave relates to other time off provided by the Authority.   

 

 



May 2012 – Approved by Board Resolution 2618, Dated April 4, 2012 

ELIGIBILITY  

To be eligible for leave under the federal Family and Medical Leave Act, employees must have 

worked for the Authority for at least twelve (12) months before the commencement of leave and 

have worked a minimum of 1,250 hours in the preceding twelve (12) months.  

Eligible employees may take an unpaid leave of absence for any of the following reasons:  

 To care for a newborn child within the first year of the child’s birth; 

 To care for a child placed with the employee through adoption or foster care, within the 

first year after such placement; 

 To care for a spouse, child, or parent who is suffering from a serious health condition; or 

 Because of a serious health condition that renders the employee unable to perform the 

essential function of his or her job. 

 

Conditions that are covered by the Authority’s Family and Medical Leave include pregnancy and 

serious health conditions.  A serious health condition is defined as an injury, illness or 

impairment, either physical or mental, that incapacitates a covered individual and requires in-

patient care or continuing treatment by a healthcare provider.  Short-term conditions for which 

treatment and recuperation are brief do not constitute serious health conditions.  Employees 

should consult with Human Resources for more information as to the type of conditions that 

permit an employee to take Family and Medical Leave. 

 

AMOUNT OF FAMILY AND MEDICAL LEAVE 

Eligible employees are entitled up to a total of twelve (12) weeks of unpaid Family and Medical 

Leave without loss of benefits during a twelve (12) month period upon advance notice to Human 

Resources. The twelve (12) month period is a “rolling” period that is measured backward from 

the date an employee requests a new period of FMLA leave. 

 

Employees on Family and Medical Leave will be required to exhaust all accrued, unused PTO 

before being placed on unpaid status.  No additional sick or vacation leave will accrue while an 

employee is on family/medical leave.  

 

An employee taking Family and Medical Leave because of his or her own health may do so 

intermittently or on a reduced schedule basis upon certification of medical necessity and in 

consultation with Human Resources.   

 

MEDICAL BENEFITS 

An employee taking leave pursuant to the Authority’s Family and Medical Leave policy will 

continue to receive medical benefits on the same basis as when the employee is on active status. 

If an employee contributes towards health benefits prior to the taking of leave, the employee 

must continue to make a contribution through the leave period. 

 

If the employee voluntarily decides not to return from Family and Medical Leave, the Authority 

is entitled to collect all health premiums paid during the Family and Medical Leave from the 

employee. 
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NOTICE OF LEAVE & CERTIFICATION OF LEAVE 

An employee seeking leave must provide, to the extent possible, at least 30 days’ written notice 

that he or she intends to take Family and Medical Leave.  

 

GHA requires a certification by a duly licensed healthcare provider in support of any request for 

Family and Medical Leave.  

 

In addition, the GHA also reserves the right to deny a request for leave where permitted under law, 

especially in the event that such leave would cause substantial or serious economic injury to 

operations.  

The GHA requires all employees on leave to keep in contact with Human Resources while on leave 

and to report periodically on his or her status and intent to return to work.  

 

SERVICE MEMBER FAMILY LEAVE 

In addition to the leave described above, an individual may be eligible to take Service Member 

Family Leave pursuant to the FMLA to care for a family member in the Armed Forces, including 

a member of the National Guard or Reserves, who is undergoing medical treatment, recuperation 

or therapy, is otherwise in outpatient status, or is otherwise on the temporary disability retired 

list, for a serious injury or illness sustained in the line of duty on active duty.  A “serious injury 

or illness” is limited to an injury or illness incurred by the Service Member in the line of duty on 

active duty in the Armed Forces that may render the member medically unfit to perform duties of 

the member’s office, grade, rank or rating. 

 

Individuals eligible to take Service Member Family Leave include the spouse, son, daughter, 

parent or next of kin of a member of the Armed Forces.  Eligible family members are entitled to 

up to a combined total of twenty-six (26) weeks of leave in a single 12-month period to care for 

the Service Member and take any other qualified leave under the FMLA. 

 

LEAVES OF ABSENCE 
 

BEREAVEMENT LEAVE 

In the case of a death in the immediate family, all employees, except temporary and those in the 

New Hire Probationary period shall be granted up to five (5) days of paid leave.  (See Definitions 

on Page 4 of this Policy). 

 

Employees will, upon return to work, furnish documents to substantiate their leave.  These 

documents shall be attached to the employee’s time sheet and a copy forwarded to Human 

Resources. 

 

COURT LEAVE AND JURY DUTY 

Where an employee is not a party to the proceedings, leave is granted for the purpose of 

appearing as a juror, witness or other official participant in the proceedings of a legally 

recognized court or other body having power of subpoena.  An employee must provide a copy of 

the document requiring attendance in court with his leave request.  This may be in the form of a 

jury notice, subpoena, and letter of request from the defense or prosecuting attorney, or a request 

of the hearing officer.  This leave will not be charged against sick or personal leave.  Court 
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appearances for personal business must be taken as vacation or unpaid leave.  The employee may 

keep any compensation received for jury duty.  Employees who are summoned but are not 

selected for jury duty and are released prior to noon must return to work that day. 

 

MILITARY LEAVE 

Leave for the purpose of responding to orders of the military services as a member of the active 

service, reserve units, National Guard, or other official special units will be granted to all regular 

employees for a maximum of fifteen days paid leave per calendar year subject to the following 

conditions: 

 Requests for leave must be accompanied by a copy of the orders, directive, notice, or other 

document requiring absence from scheduled work. 

 Travel time included in the orders and paid for or reimbursed by the service may be 

counted as military leave. 

 Military leave will not be granted for diagnosis or treatment of any service-connected 

sickness or disability, for obtaining or sustaining any disability rating, or for treatment in 

any government facility. 

 Time required for physical examinations for selection or admission to the Military Service, 

to determine or maintain a selective service rating, or to maintain reserve status will be 

counted as military leave.  Pay will be limited to the regularly scheduled hours lost. 

 Time required over and above the maximum allowed must be taken as personal leave, zero 

time, or leave of absence. 

 Leave pay will not be granted for hours before or after the regularly scheduled working 

hours or for overtime hours scheduled.   

 

LEAVE OF ABSENCE WITHOUT PAY 

The Executive Director may grant the privilege of a leave of absence without pay to a permanent 

employee for a period not to exceed six (6) months at any one time.  Employees who wish to use 

leave of absence without pay must first use accrued leave during their absence. Requests for an 

initial leave of absence, not to exceed six (6) months, shall be submitted in writing to the 

department supervisor, then to Human Resources.  The statement should specifically outline the 

reasons for the leave and the possible duration.  The only exception to this requirement of 

advanced approval shall be a leave due to illness, which may also be granted by the Executive 

Director. 

 

To request an extension beyond the original leave, the employee must notify the Authority at 

least one (1) month prior to its expiration in order for the Authority to review its needs with 

respect to the granting or denial of such request.  No employee shall be granted an extension 

beyond six (6) months unless said request is due to illness, or to serve as an elected official, or to 

serve in other positions of local, county, or state government.  Requests for an extension of leave 

for an additional six (6) month period shall follow the same procedures as set forth above.  

Leaves of absence without pay shall not be granted beyond a twelve (12) month period, except 

where expressly required by law.  

 

Any employee wishing to return from an approved leave of absence must contact Human 

Resources at least two (2) weeks prior to the expiration of the leave.  With respect to medical 
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leave, a physician’s documentation must be presented to the Benefits Manager upon the 

employee’s return to work, attesting to the employee’s ability to work.  

 

Employees on an authorized leave of absence without pay are expected to make the same 

contribution payments that they made prior to the leave (i.e. benefit plans).   After the initial six 

(6) month period employees may continue their coverage for an additional eighteen (18) months 

by paying the full premium under COBRA. 

 

Failure to follow any of the procedures listed in this section may result in the loss of benefits 

and/or disciplinary action. 

 

PERFORMANCE MANAGEMENT SYSTEM 
 

EMPLOYEE PERFORMANCE EVALUATION 

Supervisors and employees are strongly encouraged to discuss job performance and goals on an 

informal and periodic basis.  Additionally, Human Resources has established and will maintain 

an Employee Performance Review Program.   This annual formal performance review process is 

conducted to provide both supervisors and employees the opportunity to discuss job tasks, 

identify and strengthen weaknesses, recognize and develop strengths, and to discuss positive, 

purposeful approaches for meeting goals. 

 

A standardized rating form is used to assist in the fair and equitable evaluation of all employees.   

This document is also used to determine where training or retraining is needed.   This annual 

evaluation may or may not result in an increase in salary for the employee.   

 

PERFORMANCE/DISCIPLINARY COUNSELING 

Initial Counseling/Verbal – GHA reserves the right to terminate employment without counseling 

based on the actions of the employee and at the discretion of Human Resources and the 

Executive Director.  In most instances, for the first indication of substandard work performance 

or a situation requiring a disciplinary approach, the supervisor should advise the employee of the 

situation and offer specific steps for improvement.  A written record must be retained to 

document that the employee was made aware of the situation and received guidance for 

necessary improvement.    A copy could be held by the department supervisor and a copy should 

be forwarded to Human Resources.  Human Resources or another supervisory staff member must 

be present with employee supervisor when meeting with an employee concerning these issues. 

 

Written Documentation - For a second or continued indication of substandard performance or 

unsatisfactory behavior, the supervisor will clearly and precisely define the following in writing 

before meeting with the employee. 

 The specific deficiencies observed in the employee's performance or behavior; 

 Review the progress or regress since the Initial Counseling session; 

 Note clearly and thoroughly the necessary improvements; 

 State a definite time period in which improvement must occur; and 

 What further action will result if the employee fails to show satisfactory improvement. 
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The written counseling memo should be signed by both the employee and the supervisor, and a 

copy maintained with the supervisor and Human Resources.  If the employee refuses to sign, the 

supervisor should have a witness sign that a copy was given to the employee.  Refusal to sign a 

counseling memo shall be grounds for dismissal.  The employee's signature indicates receipt of 

the document only, not necessarily acceptance of its contents.  Human Resources or another 

supervisory staff member must be present during this process. 

 

If an employee continues to exhibit substandard work performance beyond the established time 

limits the options available to the employee and supervisor will include reassignment, demotion 

or termination.   This process must be approved by Human Resources and the consent of action 

being taken has the approval of the Executive Director.   

 

Disciplinary Probation - An employee may be placed on disciplinary probation for a stated 

period of time in order to allow the employee to show improvement on the problem(s) specified 

at the time of probation. 

 

The disciplinary probation period will be initiated by a written document signed by Human 

Resources or the Executive Director and provided to the employee.  This documentation must 

clearly identify the problem of performance or behavioral area, indicate the necessary 

improvement, explain the prior meetings to resolve the issues and specify length of probationary 

period, administrative leave (with/without pay) and the result of any further disciplinary action 

that could result from failure to show satisfactory improvement within the specified time period. 

 

An employee should be formally warned that at any time, he/she may be dismissed or otherwise 

disciplined for further unsatisfactory performance and/or conduct. 

 

Immediate Suspension - An employee may be suspended immediately for any action detrimental 

to GHA as determined by Human Resources and the Executive Director.   An employee may 

also be suspended while Human Resources determines that the employee is unfit for duty or is a 

hazard to any person if permitted to remain on the job, or that an immediate suspension is 

necessary to maintain safety, health, order or effective direction of public services.  An employee 

may be suspended immediately when the employee is charged with a crime that poses a threat to 

that employee’s and other employees’ safety, health, welfare or affects that employee’s ability to 

do his or her job.  A disciplinary notice will be served in person or by certified mail within five 

(5) days following the immediate suspension.  

 

With the approval of the Executive Director an employee may be suspended without pay.  No 

disciplinary suspension or combination of suspensions shall exceed fifteen work days in twelve 

consecutive months.  An employee who is suspended shall be given written notice of the reasons 

for the action, and a copy shall be made a part of the employee's personal history record.  

Following completion of the suspension period, the employee will be automatically reinstated. 

 

Other Suspension - During investigation, hearing, or trial of an employee on any civil cause or 

criminal charge, the employee may be suspended by the Executive Director for the duration of 

the proceedings when the suspension would be in the best interest of the Housing Authority.  The 

suspension shall terminate within ten days after completion of the case for which the employee 
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was suspended by resignation or dismissal of the employee, or by reinstatement of the employee 

with full recovery of all pay, or other appropriate action as determined by the Executive Director.   

 

Dismissal - Employee dismissal is the final step in the disciplinary process and would normally 

occur only when other disciplinary action has failed to achieve the needed results.  Prior to 

dismissal, the supervisor should have consultation with Human Resources to assure that the 

employee has been properly counseled, that the policy has been adhered to and to determine if 

sufficient documentation is valid for further disciplinary action up to and including termination. 

 

This policy should in no way prevent Human Resources or Executive Director from taking 

immediate action when the nature of the offense warrants such action.  A written statement 

indicating the reasons for dismissal will be filed in the employee’s personnel file.  The following 

offenses will be ground for immediate dismissal: 

 An individual clearly and unquestionably under the influence, in possession of, or use of 

intoxicants and/or illegal drugs while on GHA property; 

 Theft, willful damage and/or unauthorized use of Housing Authority property; 

 Willful failure to follow established safety guidelines when such failure could result in injury 

to the employee, co-worker, or other persons;  

 Criticism of, or rude, discourteous or abusive conduct or any demeaning actions toward a 

supervisor, other employee, before (or in the presence of) the general public; 

 Failure to follow a direct order; 

 Conduct prejudicial to good order; 

 Becoming uninsurable as a result of DWI, numerous citations or any other cause that would 

make cost of insurance prohibitive;  

 Violation and conviction of any criminal law or any other offense involving moral turpitude; 

 Failure to report immediately accidents or personal injuries; 

 Falsifying or refusing to give testimony when accidents are being investigated or for giving 

false statements when application for employment and physical examination is being made; 

 Insubordination, including refusal or failure to perform work assigned, or use of profane or 

abusive language toward fellow employees, officials, residents or the general public; 

 Excessive absenteeism or tardiness; 

 Neglect or carelessness resulting in damage or loss to GHA property or equipment; 

 Obtaining materials with fraudulent purchase or work orders; 

 Accepting bribes, offering or receiving money or other valuable consideration in exchange for 

a job, better working place or any change in working conditions;  

 Use of non-prescription, habit-forming drugs or their introduction or possession on GHA 

property, or abuse of prescription drugs while on GHA properties; 

 Intimidation or coercion of one employee by another employee because of membership or 

non-membership in any church, society, fraternity, union or other labor organization; 

 Disloyalty to the State or Federal Government; 

 Any bodily harm or threat thereof unless in self-defense; 

 Unauthorized entrance into any GHA property; 

 Unauthorized access to any GHA document, file or record. 
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GRIEVANCE PROCEDURES 

 
 A grievance is defined as any dispute, difference or controversy involved in the interpretation, 

application or enforcement of any rule or regulation, work assignment policy, and/or orders 

applicable to the Authority and affecting the terms and conditions of employment or involving 

disciplinary matters.   

 

 Employees should first attempt to resolve the problem informally with their immediate 

supervisor.  If a solution cannot be reached at the informal level and the employee has a right 

to appeal to Human Resources.   To pursue a grievance, the employee must submit to Human 

Resources a written request within ten (10) working days of the occurrence of an alleged 

incident.  Human Resources shall provide a decision in writing, within a reasonable amount of 

time.  The decision of Human Resources shall be the final decision of the Agency. 

 

SEPARATION OF EMPLOYMENT 

 
TERMINATION 

Termination occurs when an employee is removed from the payroll. Eligibility for all employee 

benefits normally ends with termination of employment.  All accrued, vested benefits that are 

due and payable at termination will be paid.  Payment will be made for unused Paid Time Off, 

accrued up to the termination date.  Some benefits may be continued at the employee’s expense 

if the employee so chooses.   

 

Involuntary Termination - The Executive Director may, after careful and factual consideration, 

dismiss an employee.  Dismissal authority may be delegated to Human Resources.  When 

dismissal is for poor performance of duties, the employee may, except in cases of grossly poor 

performance, first be counseled by the supervisor or Human Resources and given an opportunity 

to improve performance.  Immediate dismissal may be accomplished for serious matters such as: 

 Being under the influence of narcotics or alcohol while on duty; 

 Practicing fraud or theft on or off duty or misuse of Housing Authority resources; 

 Knowingly making false statements affecting employment; 

 Committing insubordination by refusing to follow proper order of a supervisor;  

 Cursing or making deprecating remarks to or about a supervisor or other Employee; 

 Committing any other criminal acts. 

 

Resignation - Resignation in good standing requires notification of at least two (2) weeks prior to 

the effective date. A letter of resignation must be forwarded to the employee’s department 

director and to Human Resources. 

   

Automatic Resignations - An employee will be considered to have automatically resigned if the 

employee: 

 Is absent from work for three (3) consecutive days and fails to notify the immediate 

supervisor in advance; (case by case consideration if lack of notification is due to serious 

illness or injury of employee). 
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 Fails to return from leave of absence or extension of leave of absence within three- (3) 

consecutive working days. 

 

The Department Head will immediately notify Human Resources of this incident. 

 

Lay-Offs - Lay-offs will be for reasons, which do not reflect discredit upon the employee.   

Lay-offs may occur for reasons such as: 

 The position abolished through reorganization; 

 Reassignment of duties; 

 Lack of work; or 

 Lack of funding. 

 

 

 


