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LOUISIANA HOUSING CORPORATION                


POLICY NO. 5 


SUBJECT: SUBSTANCE ABUSE AND DRUG FREE WORKPLACE 


 


PHILOSOPHY 


Employees are our most valuable resource and their health and safety are serious 


concerns.  The LHC will not tolerate any substance use or abuse which imperils the health and 


well-being of our employees or threatens our service to the public.  The use, possession, or 


presence in the body of illegal drugs, on or off duty, is inconsistent with law-abiding behavior 


expected of all citizens.  Employees who use illegal drugs or abuse alcohol or other controlled 


dangerous substances, on or off duty, tend to be less productive, less reliable, and prone to 


greater absenteeism, resulting in potential increased cost, delay and risk in providing services.  


Ultimately, illicit drug use threatens the LHC’s ability to serve the public. 


Furthermore, employees have the right to work in a drug and alcohol free environment 


and to work with persons free from the effects of drug or alcohol use.  Employees who 


unlawfully use drugs or alcohol are a danger to themselves and other employees.  In addition, 


substance abuse inflicts a significant toll on the LHC’s productive resources and the health and 


well-being of our employees and their families.   


The LHC is committed to maintaining a safe and healthy workforce free from the 


influence of substance abuse.  To accomplish this, the LHC hereby adopts this Substance Abuse 


and Drug-Free Workplace Policy which will enhance the safety and welfare of our employees, 


increase overall productivity and the quality of our service to the public, preserve property and 


equipment, promote public safety and reduce absenteeism and job-related accidents which, in 


turn, will improve the image and reputation of the LHC and its employees. 


The LHC’s philosophy is consistent with the State of Louisiana’s long-standing 


commitment to establishing a drug-free workplace.  To deter the use of illegal drugs by 


employees of the State of Louisiana, the Louisiana Legislature enacted laws which provide for 


the creation and implementation of employee drug testing programs for state employees.  


Further, the Governor of the State of Louisiana issued Executive Order 08-69 providing for the 


promulgation of written policies mandating drug testing of employees, appointees, prospective 


employees and prospective appointees in accordance with Louisiana Revised Statute 49:1001, et 


seq.  The LHC fully supports these actions and is committed to a drug-free workplace as 


provided by state law and the federal Drug Free Workplace Act of 1988. 


APPLICABILITY 


 This policy applies to all employees of the LHC, as well as potential employees, 


individuals providing service to the LHC through a contract with a third party employer (i.e. 


temporary Corporation employees), and all other persons having an employment relationships 


with the LHC, whether classified, unclassified, student employees, student interns, full-time, 


part-time, or temporary. 







 Following a job offer, potential employees will be required to submit to pre-employment 


drug testing.  All employees are subject to post-accident/ incident, reasonable suspicion and 


return-to-duty/ rehabilitation monitoring drug and alcohol testing.  Employees who encumber 


safety-sensitive positions and supplicants who apply for safety-sensitive positions are subject to 


both random and pre-selection drug alcohol testing.  Finally, prior to being reassigned, 


temporarily detailed, promoted or demoted to a safety-sensitive position, an employee is required 


to undergo drug and alcohol testing.  A list of the safety-sensitive positions within the LHC is 


attached to Appendix A. 


REQUIREMENTS 


1) To maintain a safe and productive work environment, all LHC employees are required to: 


 


a) Report for duty in the physical and mental condition which maximizes his/her 


ability to perform assigned tasks in a competent and safe manner; 


 


b) Promptly and cooperatively submit to drug/ alcohol testing when required by a 


supervisor or appointing authority; 


 


c) Notify a supervisor, prior to or immediately upon reporting for duty, when he/she 


has reason to believe that prescribed or over-the-counter medication may impair 


his/her ability to perform customary job duties or otherwise create a safety hazard.  


While the duration the medication will be taken should be disclosed, employees 


should know that it is not necessary to disclose to the supervisor the medication 


being taken nor the condition for which it was prescribed.  Such information may 


be required to be disclosed to the LHC’s Medical Review Officer should 


circumstances or the nature of the employee’s job duties warrant, as determined 


by the Appointing Authority/Appointing Authority; and 


 


d) Notify a supervisor on the first scheduled workday following any arrest or 


conviction for DWI, drug or drug-related offense, whether such occurs on or off 


duty. 


 


2) The LHC strictly prohibits the use, possession, dispensation, distribution, manufacture, 


sale, and presence of alcohol, controlled dangerous substances or other prohibited drugs 


in the bodies of LHC employees while on duty or engaged in LHC business, on or off 


LHC premises.  The presence of alcohol, controlled dangerous substances or other 


prohibited drugs in a LHC vehicle while on or off duty is also prohibited. 


 


a) For purposes of this Policy, a controlled dangerous substance is any drug, 


substance, or immediate precursor in Schedules I through V of La. R.S. 40:964 or 


Section 202 of the Controlled Substances Act (21 U.S.C. 812). 


 


b) For purposes of this Policy, a prohibited drug includes any drug which is not 


legally obtainable; any drug which is legally obtainable but has been illegally 


obtained; and prescription drugs not being used as prescribed. 







 


 


c) The presence of alcohol is indicated by a confirmed blood alcohol concentration 


of 0.08 percent or more by weight based upon grams of alcohol per one hundred 


cubic centimeters of blood. 


DRUG/ALCOHOL TESTING 


 All employees may be required to submit to drug and alcohol testing as a condition of 


employment, as a condition of continued employment, or as a condition of promotion, demotion, 


reassignment or detail to a safety-sensitive position.  Whether announced or unannounced, tests 


will be administered under the following circumstances: 


1) Pre-Employment: Drug tests are required of all prospective employees of LHC.  Each 


prospective employee shall be required to submit to drug and alcohol screening at the 


designated time and place following a job offer.  Pursuant to La. R.S. 49:1008,  a 


prospective employee testing positive for the presence of prohibited drugs or alcohol 


shall be eliminated from consideration of employment. 


 


Applicants shall be informed in writing if they are rejected on the basis of a confirmed 


positive drug test result and may not reapply for employment with the LHC for a period 


of one year from the date of notification. 


 


2) Post-Accident/Incident: Any employee directly involved in an on-duty accident shall be 


required to submit to drug and alcohol testing if: 


a) The accident involves circumstances giving rise to a reasonable suspicion that the 


accident may have involved the employee’s drug or alcohol use and the 


employee’s action or inaction may have been a causative factor; 


 


b) The accident meets the criteria of paragraph (a) and results in or causes the release 


of hazardous waste as defined by La. R.S. 30:2173(2) or hazardous materials as 


defined by La. R.S. 32:1502(5); or 


 


c) The accident results in a fatality or serious bodily injury 


“Reasonable suspicion” is a belief, based upon reliable, objective and articulable facts 


derived from direct observation of specific physical and behavioral characteristics 


(behavior, speech, appearance, odor), which causes a prudent person to suspect that 


an employee has engaged in drug or alcohol use. 


Only the Appointing Authority/Appointing Authority or other designated 


representative shall require an employee to submit to post-accident/incident testing.  


Generally, this decision will be based upon the recommendation of supervisory 


personnel at the scene who have objectively and thoroughly reviewed the 


circumstances of the accident/ incident.  The supervisor will fully document the facts 


upon which the recommendation for testing is made.   







NOTE: When post-accident/incident testing is ordered, a LHC representative shall 


transport the individual being tested to and from the testing site.  Under no 


circumstances should any employee who is reasonably believed to be impaired or 


under the influence of any drug or alcohol be permitted to operate a motor vehicle. 


 


3) Random: Random alcohol and drug testing is required of all employees holding safety-


sensitive positions as listed in appendix A.  Such testing shall be periodic and 


unannounced, and employee selection therefore shall be by a random selection process.  


All such testing shall, unless impracticable, occur during the employee’s normal work 


hours.   


 


4) Promotion/Reassignment to a Safety Sensitive Position: Current employees are 


required to undergo drug and alcohol testing prior to being reassigned, temporarily 


detailed, promoted or demoted to a safety-sensitive position as defined in Appendix A.  


An offer of promotion, reassignment, detail or demotion will be withdrawn if a positive 


drug or alcohol test is reported, and employees are further subject to disciplinary action 


as specified in this policy. 


 


 


5) Reasonable Suspicion: An employee shall be required to submit to drug and alcohol 


testing when he/she exhibits behavior or appearance that is characteristic of drug or 


alcohol use.  The decision to test will be by the Appointing Authority/Appointing 


Authority or other designated representative based upon reliable, objective and 


articulable facts derived from direct observation of the employee’s physical appearance, 


behavior, speech, body odor, or physical manifestations.  The observation must be made 


by supervisory personnel or reported to supervisory personnel by a reliable and credible 


source.  The supervisory personnel shall record, in writing, the specific facts, symptoms, 


or observations leading to the recommendation for testing.  Such observations include, 


but are not limited to: 


 


a) Direct observation of drug or alcohol use; 


 


b) A pattern of abnormal or erratic behavior and mood changes 


 


c) Presence of physical symptoms of drug or alcohol use (i.e. glassy or bloodshot 


eyes, alcohol odor on breath, slurred speech, poor coordination and/ or reflexes); 


 


d) Arrest involving the possession, use or sale of alcohol or controlled dangerous 


substances or prohibited drugs during working hours; 


 


e) Decreased productivity, lack of participation and desire to work alone; 


 


f) Unusual absenteeism and tardiness; and 


 







g)  Frequent or prolonged absences from the work area. 


 


 


6) Return to Duty/Rehabilitation Monitoring: Any employee who retains his/her job 


following a violation of this policy shall be required, at his/her expense, to undergo and 


complete any and all treatment recommended by a certified substance abuse professional.  


Any such employee shall be subject to periodic drug/alcohol testing.   


 


Further, any employee who voluntarily, or, as a condition of continued employment, 


participates in an alcohol/substance abuse rehabilitation program, shall be subject to 


random drug/alcohol testing for a minimum of one year or longer as determined by the 


treating substance abuse professional.  Any such employee shall be required to certify, in 


writing, his/her understanding and acceptance of such a rehabilitation agreement as a 


condition of returning to work. 


DRUG TESTING PROCEDURES 


Employee drug testing pursuant to this policy shall be for the presence of: 


a) THC (Marijuana) 


b) Cocaine 


c) Amphetamines/Methamphetamines 


d) Phencyclidine (PCP) 


e) Opiates 


f) Alcohol 


 


At a minimum, the testing procedure shall assure: 


1) That all specimens for drug testing are collected, stored, transported, and testing in 


compliance with DHHA guidelines (and applicable federal and state regulations) to 


ensure integrity of the testing process. 


 


2) Urine specimens will be collected with emphasis upon the privacy rights of the employee.  


Direct observation of the employee during collection of the urine specimen will only be 


allowed under the following conditions 


 


a) When there is specific, articulable reason to believe that the individual may alter 


or substitute the specimen; 


 


b)  When the individual has provided a urine specimen which falls outside the 


acceptable temperature range; 


 


c) When the last urine specimen provided by the individual was verified by the 


Medical Review Officer as adulterated; or 


 







d) When collection site personnel observe conduct or behavior indicating an attempt 


to substitute/adulterate the sample or otherwise alter the integrity of the collection 


process.   


 


NOTE: In all instances in which direct observation is deemed appropriate, the 


Appointing Authority/Appointing Authority or other designated representative 


shall review and concur, in advance, with any decision by collection site 


personnel to obtain a specimen under direct observation.  The Appointing 


Authority/Appointing Authority or other designated representative shall maintain, 


in a confidential record, the full name of the reporting collection site personnel 


and the specific facts relied upon to approve the direct observation.  The record 


shall be signed by the Appointing Authority/Appointing Authority or other 


designated representative.  All direct observations shall be conducted by same 


gender collection site personnel.   


 


3) The split sample collection methodology must be used in accordance with La. R.S. 


49:1006(D), with both the primary and secondary split specimens properly stored and 


transported to the testing laboratory. 


 


4) Appropriate chain of custody forms shall be utilized to ensure the integrity of each urine 


specimen by tracking its handling, storage, and transportation form point of collection to 


final disposition. 


 


5) Testing shall be performed by laboratories verified for forensic urine drug testing by the 


U.S. District of Health and Human Services and in strict compliance with DHHS 


Guidelines. 


 


6) The dual testing procedure shall be used for all samples.  Each primary sample that tests 


positive for a prohibited substance shall be subject to an additional, more precise 


confirmatory test (gas chromatography/mass spectrometry). 


 


7) All positive test results (those which exceed federally established cut-off levels as set 


forth in 49 CFR 40, Section 40.29), shall first be reported by the testing laboratory to the 


LHC’s qualified Medical Review Officer (MRO).  The MRO is a licensed physician 


knowledgeable of substance abuse who has received specialized training in interpreting 


and evaluation test results in conjunction with an individual’s medical history and other 


relevant biomedical information.  The MRO will review the collection procedure, chain 


of custody, and testing methodology before contacting the employee/appointee/applicant 


to rule out the possibility of error or those medications, medical history, or any other 


condition caused the positive test result. 


 


8) If the test is confirmed to be positive by the MRO, the employee may, within 72 hours of 


notification from the MRO, request, in writing, directly to the MRO, that the split 


specimen (initially collected but separated and stored during the collection process) be 







tested in a different DHHS certified laboratory.  This split sample testing shall be allowed 


if timely requested and performed at the employee’s expense. 


 


9) Once a positive test is confirmed and reported to the LHC by the MRO, an employee in a 


safety sensitive position will be prohibited from performing safety-sensitive functions.  A 


request for testing of the split sample will not delay any such employee’s removal from 


performing safety-sensitive functions; and 


 


10) If testing of the split specimen results in a negative result, the MRO will cancel the 


positive result of the initial test.  All doubts shall be resolved in favor of the employee. 


 


ALCOHOL TESTING PROCEDURES 


1) Evident Breath Testing Devices (EBT) approved by the National Highway Traffic 


Safety Administration will be used by certified Breath Alcohol Technicians to determine 


the presence of alcohol in the employee’s system.   


 


2) The employee will be advised of the results of the breath-screening test.  No further 


testing will be required if the test results are negative.  If the screening test is positive for 


the presence of alcohol, a confirmation test will be performed.  If the confirmatory test 


indicates a blood alcohol concentration of 0.04 percent or more by weight based upon 


grams of alcohol per one hundred cubic centimeters of blood, the results will be reported 


as positive to the LHC’s designated representative. 


 


3) An employee occupying a safety-sensitive position will be immediately removed from 


performing safety-sensitive functions in the event of a positive alcohol test. 


 


4) Positive test results will also be reported to the Appointing Authority/Appointing 


Authority whenever an employee refuses to complete or sign the breath alcohol 


confirmation testing form, provide breath or an adequate amount of breath (excluding 


medical inability), or fails to cooperate with the testing procedure in any way that 


prevents completion of the test. 


 


ENFORCEMENT 


 The use of illegal drugs, unauthorized alcohol and other controlled or unauthorized 


substances will not be tolerated.  Substance abuse endangers the health and well-being of our 


employees, prevents quality service to the public, and is inconsistent with the LHC’s mission.  


While the LHC’s position is firm, we will resolve any reasonable doubt regarding the testing 


procedure or results. 


 Disciplinary action will be taken after a complete and thorough review of the applicable 


data in accordance with Chapter 12 of the Civil Service Rules.  Employees will be provided 


predeprivation notice and a meaningful opportunity to respond prior to the imposition of 


disciplinary action. 







1) Penalty for a first positive alcohol test:  


 


A first positive alcohol test will result in disciplinary action up to and including the 


possibility of termination.  Factors to be considered in determining the appropriate 


sanction include, but are not limited to, the employee’s work history, length of service, 


current job performance, and the existence of prior disciplinary action.  At a minimum, 


the offender will remain off work for at least thirty calendar days.  For any such period, 


the first ten workdays will be a suspension without pay.  For the remaining twenty days, 


the employee will be permitted to use annual, sick, or compensatory leave, if available.  


During this thirty-day period, the employee shall obtain a substance abuse evaluation and 


commence any rehabilitative treatment.  Refusal to participate in the evaluation/treatment 


process, at the employee’s expense will result in termination. 


 


2) Termination is the recommended penalty for the following violations: 
 


a) Positive drug test results, or a second confirmed blood alcohol level above the 


applicable thresholds 


 


b) Refusal to submit to a drug or alcohol test; 


 


c) Failure to cooperate in any way which prevents the completion of a drug or 


alcohol test, including any attempt to invalidate the chain of custody; 


 


d) Submission of an unadulterated or substitute sample for testing; 


 


e) Buying, selling, dispensing, distributing, or possessing alcohol or any controlled 


dangerous substance or prohibited drug while on duty, in a LHC vehicle or on 


LHC premises; and 


 


f) Operating a LHC vehicle or personal vehicle while on duty under the influence of 


drugs or alcohol where testing administered by an authorized official confirms a 


violation of this policy. 


 


3) Suspension will be the recommended penalty for the following violations: 
 


a) Failure to notify supervisor of the use of prescribed medication when the employee 


has reason to believe that the medication being used may impair the employee’s 


ability to perform his/her customary duties and responsibilities or otherwise create a 


safety hazard; and 


 


b) Failure to notify a supervisor of an off-duty arrest or conviction of DWI or drug-


related offense at the beginning of the next scheduled workday. 


 


CONFIDENTIALITY/EMPLOYEE RIGHTS 







 All drug and alcohol testing results and records (including all information, interviews, 


reports, and statements) are considered confidential communications, pursuant to La. R.S. 


49:1012, and may not be used or received in evidence, obtained in discovery, or disclosed in any 


public or private proceeding, except in an administrative or disciplinary proceeding or civil 


litigation where drug use by the tested individual is relevant.  Exceptions to these confidentiality 


provisions are limited to written employee consent; federal agencies when licensure or 


certification actions are required; to a decision-maker in arbitration, litigation, or administrative 


proceedings arising from a positive drug test; and as otherwise required by law. 


 In compliance with La. R.S. 49:1011, any employee, upon learning of a confirmed 


positive test result, shall, upon written request, have the right of access, within seven working 


days, to records and documentation relating to the drug testing process and any records relating 


to the results of any relevant certification, review, suspension/revocation proceedings of the 


testing facility. 


 Employees should know that statistical records and reports of drug testing are maintained 


by the LHC, contract physicians, and drug testing laboratories.  This information is aggregate 


data and is used to monitor compliance and to assess the effectiveness of the drug testing 


program. 


 The LHC has no interest in informing law enforcement authorities of a positive drug test.  


However, nothing contained in this policy will be construed to preclude the delivery of any 


illegal drug, controlled dangerous substance, or other substance prohibited by this Policy, 


discovered in/on LHC property, or upon the person of a LHC employee, to law enforcement 


officials.  Likewise, any employee engaged in the sale, attempted sale, distribution, or transfer of 


illegal drugs or controlled substances while on duty or on LHC property shall be referred to 


appropriate law enforcement authorities. 


 EMPLOYEE ASSISTANCE PROGRAM (EAP) 


 Early recognition and treatment of drug abuse or dependency are essential to successful 


rehabilitation.  Employees experiencing a substance abuse problem are encouraged to seek 


assistance from the LHC’s administrative personnel.  Any such involvement will be held in strict 


confidence, but employees should know that supervisors and appointing authorities (who need to 


know) will be kept abreast of the employee’s treatment and leave needs.  The LHC will assist 


employees in utilizing any available state-supported services.  Unless other cause exists, no 


disciplinary action will betaken against an employee who voluntarily indentifies himself/herself 


as a drug or alcohol abuser, obtains counseling and rehabilitation through substance assistance 


programs, and thereafter refrains from violating the LHC’s Substance Abuse and Drug-Free 


Workplace Policy.  Such employees will be given the opportunity for rehabilitation through a 


thirty-day leave for which vacation and/or sick leave, to the extent available, can be used.  Upon 


return to duty, such employees are subject to the Return-to-Duty/Rehabilitation Monitoring 


portion of this Policy.  


GENERAL PROVISIONS 


 The LHC reserves the right to have a licensed physician, of its own choosing and at its 


own expense, determine if use of prescription medication produces effects which impair the 







employee’s performance or increase the risk of injury to the employee or others.  In such case, 


the LHC will modify the employee’s customary job duties or work activities for the period the 


employee is unable to safely perform his/her customary job duties.  Alternatively, the employee 


may be required/permitted to use accrued leave. 


 Although the substance abuse testing defined in this policy is restricted to specified drugs 


and alcohol, the LHC reserves the right to require employees to submit to additional testing, if 


warranted.  Such tests will only be administered when post-accident or reasonable suspicion 


testing produce negative results and the employee’s behavior clearly indicates impairment or 


other indicia of substance use.  Separate samples will be collected for these additional tests and 


the testing process will fully comply with DHHS regulations. 
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I. Policy. 


It is the policy of the Louisiana Housing Corporation (LHC) to fill all classified 
employment vacancies in accordance with Civil Service Rules and federal law.  
When an employment vacancy requires posting, Human Resources will adhere 
to all Civil Service posting requirements.   


 
 


II. Applicability. 


This policy shall be applicable to all LHC employees requesting to fill or applying 


for a classified employment vacancy. 


 


 


III. Position Description Review. 


A Department Head requesting to fill a classified vacancy must first determine if 


the position description (SF-3) for the vacant position requires an update.  Civil 


Service requirements mandate that a position description be updated every five 


years or when major duty changes have taken place.   


 


A position description for a position with supervisory duties must be updated prior 


to filling the vacant position, unless the position description has been updated 


within the last twelve months. 


 


 
IV. Filling a Vacancy. 


After checking to see if a position description needs to be updated, the 


Department Head starts the process below to fill a classified employment 


vacancy. 


 


1. The Department Head completes a Personnel Action Request (PAR) form 


and routes to the appropriate Executive Team member. 


 


2. The Executive Team member approves the form and forwards to Human 


Resources. 


 


3. Human Resources checks to make sure the position description has been 


updated, if necessary. 


 


4. Human Resources approves the PAR and forwards to the Executive Director 


for approval. 


 







 
 
 


Personnel Policy No. 7 
Page 3 of 7 


 


5. Following receipt of required approvals, the Human Resources Department 


will announce the vacancy through the Civil Service LA Careers website. 


 


6. If a Civil Service test is required, it will be indicated in the vacancy 


announcement.  A grade will be required for a promotion from a job requiring 


a test in one series to a job requiring a test from another series. 


 


7. All classified Vacancy Announcements will be posted on the Civil Service LA 


Careers website for at least the minimum duration as specified by Civil 


Service Rules unless it is filled by an exemption to posting, as identified in the 


next section. 


 


 


V. Posting Exceptions. 


Not all classified employment vacancies need to be posted to fill a position in 


compliance with Civil Service Rules.  The circumstances below do not require 


public announcement of a vacancy in a classified job title. 


 


1. Appointment from a Department Preferred Re-employment list.  


2. Non-competitive appointment of a client of a State Vocational Rehabilitation 


program or a State Blind Services Program under provisions of Civil Service 


Rule 22.8 (a). 


3. Non-competitive re-employment of a former employee based on prior state 


service under provision of Civil Service Rule 23.13 (a). 


4. Demotion of a permanent classified employee. 


5. Re-assignment, position change or lateral transfer of a permanent classified 


employee. 


6. Non-competitive promotion of a permanent classified employee to a position 


to which they would have been non-competitive re-employment eligibility 


under Civil Service Rule 23.13 if they were to resign. 


 


 


VI. Employees applying for vacancies. 


1. All employees will be informed of the intent to fill vacancies through electronic 


postings of classified employment vacancies. 


 


2. Employees wishing to be considered for appointment to a vacancy must 


follow all directions and adhere to closing date deadlines referenced on the 


LA Careers announcement. 
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3. Employees with questions regarding the necessity for testing or the 


submission of a grade should be posed as soon as possible to Human 


Resources. 


 


4. All LHC employees, who qualify for the position and followed the application 


procedure, will be considered for appointment to vacancy for which they 


applied   


 


Whenever possible and where the best interest of the Corporation is served, 


promotional opportunities or opportunities for career changes or advancement 


will be offered to LHC employees.  


 


 


VII. Candidate Selection. 


The most qualified applicant, able to perform the essential job functions of the 


position with or without reasonable accommodation under the guidelines of the 


Americans with Disability Act (ADA), will be selected for appointment regardless 


of race, national origin, sex, age, disability, or any other federal or state protected 


class. 


 
1. Interviews. 


Interviews should be conducted to not only allow Department Heads the 
opportunity to assess the candidates’ skills and abilities, but also to give the 
candidate a sample of the LHC work environment and culture. 
 
All internal candidates should be interviewed when they first apply and qualify 
for a position in a department. 
 


2. Previous employment checks. 
One of the best tools to assist management in filling positions is to perform 


reference checks with previous employers.  Former employers do not usually 


give much information on the behavior of former employees.  However, the 


former employer would be able to verify that the candidate was employed 


during the dates indicated on the application.  


 


Please note that Department Heads must verify past employment periods if 


this information is used to support a hire rate request for Extraordinary 


Qualifications or Credentials (6.5(g) request).  Refer to Policy 46 for more 


information regarding 6.5(g) requests.  Department Heads should use LHC’s 


Pre-Employment Verification Form, which is required when making a 6.5(g) 


request. 
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3. Request to hire. 


After interviews have been completed and reference checks have been 


conducted, the Department Head selects the successful candidate.   


 


a. Department Head emails Human Resources the name of the candidate 


to whom a job offer should be made.  Several candidates may be 


identified, in case the first candidate declines a job offer. 


 


b. If the Department Head requests that the candidate be hired above the 


minimum of the pay level of the position, then the Department Head 


makes a 6.5(g) request providing support documentation. 


 


The Department Head provides support documentation for the 6.5(g) 


request using LHC’s Pre-employment Verification Form.  Support can 


include original transcripts, copies of certificates, and/or verification of 


previous employment. 


 


c. If a 6.5(g) request is made, Human Resources determines the hire rate 


based on the 6.5(g) support documentation in comparison to the 


experience and qualifications of current staff in similar positions. 


 


 


VIII. Responsibilities. 


1. Appointing Authority. 


Approves job vacancy posting requests and hiring actions. 


 


2. Department Heads. 


Department Heads may delegate responsibilities to lower level managers and 


supervisors. 


 


a. Ensures that each employee under their supervision, current and new, is 


made aware of this policy and its contents and any forthcoming revisions, 


and is informed that they must abide by the terms of the policy. 


 


b. Provides support documentation for a 6.5(g) request, if made. 


 


c. Selects a candidate to recommend for appointment based on job-related 


criteria and in accordance with all State and Federal Laws. 
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d. Maintains records of any dispute between the Corporation and an 


employee regarding the filling of a vacancy including any written statement 


from the Corporation or employee of the reasons for the disagreement.  


 


e. Creates and maintains appropriate documentation of the reasons for the 


selection/rejection of each candidate within the applicant pool clearly 


outlining the selection criteria utilized in the decision.   


 


f. Notifies Human Resources as soon as possible if the status of the vacancy 


changes. 


 


3. Human Resources. 


a. Ensures that all LHC LA Careers vacancy announcements are posted 


timely. 


 


b. Responds to questions posed by employees and applicants regarding the 


application process. 


 


c. Contacts the selected applicant to make a Conditional Offer of 


Employment. 


 


d. Ensures that the candidate for employment is made aware of all the 


conditions that need to be met for the applicant to begin employment. 


 


e. Notifies the applicant and the department when the applicant is not eligible 


for employment. 


 


4. Employees.  


a. Adhere to the stipulations as outlined in this policy.  


 


b. Follow all directions and adheres to closing date deadlines referenced on 


the LA Careers announcement. 


 


c. Views the Civil Service Internet LA Careers website for current postings. 


 


d. Responds to vacancy announcements in accordance with the instructions 


provided in the announcement, and providing a complete Civil Service 


Employment Application, which is in full compliance with the instructions 


provided on the form, along with any additional documentation specified in 


the LA Careers announcement.  
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e. Acquires the necessary qualifications for desired vacancies by taking the 


appropriate test as soon as they qualify for the desired position, attaining 


an eligible score or meeting any other requirement necessary for 


application. 


 


 


IX. Policy violations. 


Employees found to have violated this policy may be subject to disciplinary action 


up to and including termination and/or criminal prosecution.  


 


 


X. Questions. 


Questions regarding this policy should be directed to Human Resources. 









































LOUISIANA HOUSING  CORPORATION  


 


POLICY NO. 6  


 


SUBJECT:  NEPOTISM 


 


 


I. POLICY: 
  


In order to minimize the problems associated with the employment of relatives, it is the policy of 


the Louisiana Housing Corporation to limit the employment of relatives within the Corporation as 


defined herein.  


  


No individual may be hired within the same section of a relative.  Additionally no individual may 


be hired if that individual is related in the following fashion to another employee who is within 


his/her line of supervision:  


  


   Son       Aunt       Grandmother  


   Daughter      Uncle      Grandfather  


   Brother      Niece      Grandchildren  


   Sister       Nephew     Step-mother  


   Husband      Mother      Step-father  


   Wife       Father      Step-child  


  


For the purpose of this policy, the term "relative" shall apply to those established by blood, 


marriage ("in-law" relationships), adoptions, or other legal relationships.  


  


II.  PURPOSE:   
  


This policy is intended to prevent situations which create an ineffective and non-productive work 


environment.  


  


III.  APPLICABILITY:   
  


This policy shall apply to all employees of the Louisiana Housing Corporation.  


  


This policy shall apply to all types of employment to include promotions, demotions, transfers, and 


all other methods of filling positions.  


  


IV.  RESPONSIBILITY:  
  


 Employees are responsible for:  


  


1. Adhering to the stipulations as outlined in this policy.  


  


               2. Complying with all aspects of this policy and immediately bringing violations to the attention 







of a supervisor.  


  


3. Alerting the supervisor of their relationship to applicants for positions within the section.  


  


  


V.  EXCLUSIONS:  
  


The current employment status of individuals employed upon the original effective date of this 


policy shall not be affected.    


  


Future movement between sections of the Corporation could, however, be affected.  For example, 


movement to a position within a section as the supervisor or subordinate of a relative of the above 


listed degree will be prohibited.  


  


Requests for exceptions to this policy should be submitted to the Appointing Authority along with 


specific and compelling justification.  


  


Nothing in this policy shall interfere with the rights of employees to displace other employees as a 


result of layoffs regardless of the position to be affected.  


  


  


VI.  QUESTIONS:  
  


Questions regarding this policy should be directed to the Human Resources Director.  


  


 


 


Approved by: 


 


 


 


 


                                                                   Date 
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TO:   ALL STATE AGENCIES, COMMISSIONS, AND BOARDS  
 


From:   J. S. Thompson, Jr., State Risk Director  


 


Date:  October 1, 2014 


 


 


OFFICE OF RISK MANAGEMENT 
 


RE: Transitional Return to Work Plan for State Agencies 
 


The Office of Risk Management (ORM) has developed the attached Transitional Return to Work 


Plan for the State of Louisiana pursuant to R. S. 39:1547. This plan is to be used as a guide for 


state agencies to develop and implement a Transitional Return to Work Plan in their agency.  


 


A transitional return to work is employment which allows injured workers to return to work at the 


agency where they were injured for up to one year, within the physical restrictions determined by 


their physician, until they are capable of returning to full duty. ORM requires that all agencies 


begin offering transitional return to work options as of October 1, 2014 to injured employees who 


have been released to return to work in a transitional capacity by their treating physician.  This 


includes employees who are currently receiving workers’ compensation benefits.  This return to 


work plan only applies to Departments with employees who are eligible to receive workers’ 


compensation benefits until Title 23 through the Office of Risk Management’s self-insurance plan. 


 


ORM’s third-party administrator (TPA) will assist and coordinate transitional return to work with 


state agencies.  Loss prevention audits for fiscal year 2016 will include an assessment of an 


individual agency’s Transitional Return to Work Program after July 1, 2015. 


 


 


 


J. S. Thompson, Jr.  


State Risk Director  
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STATE OF LOUISIANA  


 


 


OFFICE OF RISK MANAGEMENT  


 


 


 


TRANSITIONAL RETURN TO WORK PLAN  


 


 


 


 


FOR 


 


 


 


STATE AGENCIES 
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I. GOALS OF TRANSITIONAL RETURN TO WORK  
 A. Injured workers should be returned to gainful employment as soon as medically  


  possible after a job-related injury or illness. The plan shall:  


1. Provide a safe return to work for occupationally related injuries or  illnesses. 


2. Give employees return to work options.  


3. Provide suitable accommodations for employees who have  sustained an injury or 


illness that impacts their ability to perform  all aspects of their pre-injury or pre-


illness job. 


4. Retain qualified employees.  


5. Facilitate a safer working environment.  


6. Reduce the duration of time needed for the employee to transition back to full 


duty. 


7. Retain valuable employee work skills, physical conditioning.  


8. Reduce workers’ compensation claim costs.  


9. A workers’ compensation claims reporting process. 


10. A process of semi-annual reports to the legislature and the governor. 


 


II. IMPLEMENTATION PLAN 
 Department plans shall include the following procedures, components and  policies. A 


 successful transitional return to work plan shall be based on medical prognosis and 


 recovery.  


 


 Transitional work shall be available until an employee is able to resume full duty 


 employment based on the following Civil Service guidelines:  


 


 Agencies that choose to return employees to work following a Workers 


Compensation claim are allowed to return the employee to his own job in light duty 


status for six (6) months provided the agency maintains in the employee’s file a 


copy of the “Physician’s Modified Work Information Sheet”.  This form is included 


in the ORM Memorandum RE:  Transitional Return to Work Program for State 


Agencies, dated October 1, 2014.   


 Requests for additional time beyond the initial six months may be made by the 


appointing authority to the Director of State Civil Service.    


 Appointing authorities also have the option of using a Detail to Special Duty in 


which to return the employee to work.   


 For additional information on Detail to Special Duty, please refer to Chapter 23 of 


the HR Handbook under “Procedures – Policy Standards for Detail to Special 


Duty”. 


 


 Medical issues that can delay return to work shall be referred to the ORM’s third  party 


 administrator’s (TPA) Return to Work Coordinator.  Departments that provide special 


 services may add statements to clarify its mission. 


 


 A. Plan Implementation  


1.  Review the Return to Work plan with existing employees annually.   
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2.  Review the Return to Work plan with all new hires during the new hire   


 orientation.  


 


 B. Report Work Related Accidents / Illnesses 


  Once an injury/illness is reported by an employee the agency will: 


1. Report work related injuries or illnesses immediately or no later than 48 hours 


using the TPA’s online claims management system. 


2. Provide the employee with a Physicians’ Modified Work Information sheet to 


give to the treating physician. 


3. Allow the injured employee to seek treatment with a physician of choice chosen 


from Occupational Medical Clinics in your geographic area.  Employees still 


retain the right to seek medical treatment from a physician of choice for the work 


related accident. 


 


 


III. TRANSITIONAL RETURN TO WORK TEAM  
 Each state agency shall have a transitional return to work team to review all lost-time 


 workers’ compensation employees under its authority.  


 


 A. Team scope:  


1. complete transitional return to work plans, 


2.  review of job modifications, 


3.  job tasking, 


4.  task identification, 


5.  comply with the State’s requirement for a transitional return to work plan, 


6.  oversight of plans, 


7.  facilitate success of plans, 


8.  report transitional return to work plan results. 


 


 B. Team composition: 


1.  human resources representative,  


2.  immediate supervisor, 


3.  safety personnel, 


4.  management representative, 


5.  Claim Adjuster for the ORM TPA,  


6.  ORM TPA RTW coordinator, 


7.  ORM TPA Vocational Rehabilitation Counselor as needed. 


 


 C. ORM TPA Return to Work Coordinator  


  The RTW coordinator is the primary contact for employees and    


  outside agencies on matters related to disability management and return to work  


  planning.  This includes but is not limited to:  


1.  Responsible for the overall coordination and day-to-day administration of the 


 disability management plan.   


2.  Develop, facilitate and monitor return to work plan. 


3.  Develop and facilitate accommodations. 
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4.  Work with the employee and the employer to facilitate RTW plans. 


5.  Monitor RTW plan and provide progress reports to appropriate individuals.  


 


 D. Frequency of Team Meetings 


1.  The Transitional Return to Work team shall meet bi-weekly or monthly or when 


 an employee is injured and/or there is a change in the injured employee’s medical 


 status based on the following: 


a) Size of the agency 


b) Number of lost time claims 


2.    Team meetings will not be necessary if there are no active lost time claims.   


 


IV.  PRE-ACCIDENT JOB TASKING 
 Job tasking is the process of detailing each specific job task performed in a position to 


 ensure injured workers are returned to a safe work environment.  If assistance is needed 


 with job tasking, please contact ORM’s TPA RTW Coordinator. 


1. Job tasking should begin before the accident occurs or once an injury has 


 occurred that leads to lost time. 


2. Compile a master list of transitional tasks for each position. 


3. Complete job tasking for each position of injury that results in lost time. 


4. Consult with first-line supervisors to ensure employees will not be worked outside 


 of restrictions placed by the treating physician. 


5. Maintain a file of job tasks for each position for which a lost-time claim has 


 occurred. 


6. There is no need for repetition of job tasking with each new occurrence. 


 


 A. Accommodation Types 


  Modification of job tasks, equipment or schedules in accordance with Civil Service 


  provisions as outlined in the HR Managers’ Handbook that is maintained on the  


  Civil Service website, or until the injured worker can return to full duty, whichever 


  comes first.  


  Accommodations may include, but are not limited to:  


1. Modified Work –Includes modification to the job tasks, functions, hours of work, 


 frequency of breaks, worksite, or any combination of these.   


2. Alternate Work – Different from the employee’s pre-injury job or illness offered 


 to a worker who is temporarily or permanently unable to perform their pre-injury 


 work.   


3. Transitional work – A group of tasks or specific jobs that can be performed until 


 the worker is capable of returning to full pre-injury duties. 


4. Agencies are not expected to create a position for Transitional Return to Work. 


 


V. THE RETURN TO WORK PROCESS 
  A transitional return to work plan should be completed with the supervisor of the  


  injured employee and a representative from the return to work team to include:  


1. Specific job tasks identified, 


2. Hours to be worked, 


3. Duty assignment,  
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4. Physical restrictions, 


5. The plan shall be reviewed and approved by each member of the team. 


 


 A. Eligibility for Return to Work 


  When reviewing an individual worker’s eligibility for return to work options, the  


  following criteria should be followed:  


1. Assess the job task of the worker’s pre-injury position.  


2. Identify transitional tasks that can be performed with the employee’s current 


physical restrictions. 


3. Review other services or tasks that can be performed which would improve the 


overall function of the agency. 


4. Review tasks that can be performed that would return an employee to gainful 


employment. 


5. The Office of Risk Management’s TPA will be available to identify transitional 


return to work tasks if needed. 


   


 B. Before the Return to Work  


1. The agency will hold a return to work meeting with the employee to review the  


 plan before the employee returns to work.  


2. Once the meeting has taken place, an offer of transitional duty employment shall  


 be made to the injured employee in writing. 


3. If the injured employee is represented by counsel, the notice shall be sent to the 


 employee via counsel. 


 


 C. The Return to Work Offer 


  The offer of transitional return to work employment shall include the following: 


1. Offer must be made in writing, 


2. Certified mail return receipt request or electronic mail, 


3. A specific return to work date and time,  


4. Duty assignment,  


5. Who to report to,   


6. The employing agency shall provide transitional employment for up to one year 


 utilizing Civil  Services’ Special Detail provisions as outlined in the HR 


 Managers’ Handbook that is maintained on the Civil Service website, or until the 


 injured worker can medically return to full duty, whichever comes first.  


 


 D. Employee Responsibility  


1. Return the Physicians Modified Information sheet to the immediate supervisor 


within 24 hours of receipt of the signed form from the treating physician.  


2. Accept the transitional return to work offer. 


3. Report to work as requested in the return to work offer letter. 


4. Work within the restrictions provided by the physician. 


5. Comply with medical treatment and keep all scheduled medical appointments. 


6. Advise the immediate supervisor and ORM’s TPA RTW Coordinator if the 


transitional work is physically too difficult.  
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 E. After the Employee Has Returned to Work 


  The agency shall not require the employee to perform tasks that have been  


  prohibited by the treating physician when the employee returns to work   


  on a transitional return to work plan. 


1. Evaluate the plan every 30 days to assess the employee’s ability to  return to full 


duty.  


2. The Office of Risk Management’s TPA will be responsible for communications 


with medical personnel. 


 


 


VI. TERMINATION OF EMPLOYMENT 


 An agency should notify the ORM TPA if a person is at risk of termination due to 


 exhaustion of sick leave.   


 


 Agencies should: 


1.  Maintain documentation of failed transitional return to work employment.  


2.  Maintain documentation of efforts made to identify transitional return to work 


 tasks.  


3.  Maintain documentation of barriers in identifying transitional return to work.  


4.  Documentation shall include evidence that transitional return to work tasks could 


 not be identified, if applicable.  


5.  Notify the RTW Coordinator for the ORM TPA when an injured worker is removed 


 from work or the accommodations are no longer available. 


 


 


VII. MEASURE OF EFFECTIVENESS  


 The TRANSITIONAL RETURN TO WORK AUDIT FORM (DA WC4000)  shall 


 be used to measure the effectiveness of the agency’s transitional duty employment 


 program. The TRANSITIONAL RETURN TO WORK AUDIT FORM (DA WC4000) 


 can be found on ORM’s website. 


 


 This report will be reviewed by the Loss Prevention section of the Office of Risk 


 Management’s TPA during the agency’s annual loss prevention audit.  


 


 


   


 


 


 











































LOUISIANA HOUSING CORPORATION 


 


PERSONNEL POLICY NO. 21 


 


SUBJECT: REMOVAL OF STATE RECORDS 


 


I. POLICY: 


 


It is the policy of the Louisiana Housing Corporation that no employee shall 


remove, or cause to be removed, any record from the officially designated worksite, for other 


than work-related purposes, without specific written authorization from his/her immediate 


supervisor. This policy is not intended to violate an individual's right to information under the 


Public Records Act. 


 


II. PURPOSE: 


 


To ensure the promulgation of rules governing record security, to assign responsibility for 


provisions of the policy, and to explain the process for adhering to the policy. 


 


III. APPLICABILITY: 


 


This policy applies to all employees of the Louisiana Housing Corporation. 


 


IV. DEFINITIONS: 


 


A. Record: 


 


All documents, papers, letters, books, drawings, maps, plats, photographs, magnetic or optical 


media, microfilm, microphotograph, motion picture film, or other documents or any other 


materials, regardless of physical form or characteristic, generated or received under law or in 


connection with the transaction of official business, or preserved by an agency or political 


subdivision because of other informational or legal value. 


 


B. Officially Designated Worksite: 


 


The location at which State business is conducted (either the usual place of business or some off-


site location when on official business). 


 


C. Written Authorization: 


 


Approval granted in written form by the appropriate supervisor. 


 


V. PROCEDURE: 


 


In order to obtain authorization to remove a record (or office equipment) from the officially 


designated worksite, a written request shall be submitted to the appropriate supervisor, prior to 







the intended removal. The request shall contain the following information regarding the record: 


description, destination, reason for utilization, and projected time of return. The director shall 


determine the appropriateness of the request; signify, in writing, his/her approval or disapproval; 


and return the document to the requestor's supervisor. The supervisor will immediately forward 


the document to the requestor. 


 


VI. RESPONSIBILITY:  


 


A. Employees are responsible for: 


 


1. Complying with the provisions and spirit of this policy. 


 


2. Assuring the protection and respect of records in an appropriate 


manner. 


 


3. Reporting known violations of this policy to the immediate 


supervisor, and/ or the Appointing Authority. 


 


4. Forwarding requests to the supervisor in a timely manner regarding 


removal of records from the officially designated worksite. 


 


VII. EXCEPTIONS: 


 


There will be no exceptions to this policy. 


 


VIII. QUESTIONS: 


 


Questions regarding this policy should be directed to Corporation’s General Counsel. 


 


IX. VIOLATIONS: 


 


Employees found to have violated this policy may be subject to disciplinary action up to and 


including termination and/or criminal prosecution. 


 


 


Approved by: 


 


 
 
             
        Date 








LOUISIANA HOUSING CORPORATION 


 


PERSONNEL POLICY NO.  22 


 


SUBJECT: SMOKING 


 


I. POLICY: 


 


It is the public policy of this state and the Louisiana Housing Corporation to 


protect the health, comfort, and environment of the workers of this Corporation in the 


office workplace. It is not the intent of this policy to deny a worker the right to 


smoke. It is the intent of this policy to protect the right of nonsmoking workers to 


breathe smoke-free air in the office workplace. 


 


II. PURPOSE: 


 


The Surgeon General of the United States continues to issue warnings about the 


harmful effects of smoking both to smokers and to non-smokers who are exposed 


to second-hand tobacco smoke. The purpose of this policy is to consider the 


needs and concerns of smokers and non-smokers, and to set forth rules to limit 


smoking, in an effort to fulfill the State's commitment to maintain safe and 


healthful work environment for all employees. 


 


III. APPLICABILITY: 


 


This policy shall be applicable to all employees and visitors to the Louisiana 


Housing Finance Corporation. This policy applies to all common areas of the building. 


This policy applies to all Corporation vehicles. 


 


IV. DESIGNATED SMOKING AREAS: 


 


Except as prohibited by law, ordinances or general building rules, the Appointing Authority 


may permit smoking in restricted areas where smoke will not intrude common 


work areas.  


 


Designated Smoking Areas: Areas in which, at the discretion of the Appointing 


Authority, smoking may be permitted. 


 


 These include: 


 


• Outside of building. 


• All smokers must extinguish and discard smoking materials in specifically provided containers 


and shall not litter the floors and/or outside areas. 


 


V. RESPONSIBILITY: 


 







Employees are responsible for: 


 


1.Complying with all aspects of this policy. 


 


2. Bringing to the attention of the Appointing Authority any 


violation of this policy. 


 


3. Each supervisor is charged with the firm and courteous enforcement of this policy among 


employees under his/her supervisor. 


 


VI. EXCLUSIONS: 


 


Requests for exceptions to this policy should be submitted to the Appointing Authority with 


specific and compelling justification. Any exception to this policy must have the approval of the 


Appointing Authority. 


 


VII. QUESTIONS: 


 


Questions regarding this policy should be directed to the Human Resources Director. 


 


VIII. VIOLATIONS: 


 


Employees found to have violated this policy will be considered as having committed a safety 


violation that has potential to harm fellow workers, and will be subject to disciplinary action. 


 


 


 


Approved by: 


 


 


 


 


     Date 


 


 


 


 


 


 


 


 


 


 


 
 








LOUISIANA HOUSING CORPORATION 


 


POLICY NO. 23  


 


SUBJECT: USE OF STATE RESOURCES  


 


I.  POLICY:  


It is the policy of the Louisiana Housing Corporation that state-owned equipment, 


supplies, services, and information processing resources (information processing 


resources include, but are not limited to hardware, software, communications networks, 


physical facilities, mainframe computer, personal computers and printers) shall be used 


solely for official state business.  An employee may not use state resources to further 


personal gain. An employee may not allow any other individual to use state resources to 


further the personal gain of himself/herself, the employee or others.  No unauthorized 


person shall be transported in any state-owned vehicle except in emergencies as defined 


by applicable laws.  


State records and documents in the custody of employees are to be used for authorized 


purposes only. Records shall not be altered, concealed, destroyed, or removed from 


official custody.  Disposal or destruction of records shall be in accordance with 


applicable laws.  


Examples that are deemed to constitute misuse of state resources include but are not 


limited to the following:  


 1.  Personal use or possession of tools, equipment, supplies.  


 2.  Use of Corporation vehicles for a personal purpose.  


 3.  Falsification or other misuse of Corporation documents such as time sheets, payroll 


 vouchers, annual and sick leave reporting and other official Corporation documents.  


 4.  Personal use of Corporation telephones (including land-based and mobile phones) and 


 telefax services resulting in toll charges to the Corporation. Should such a personal call 


 be made, prompt reimbursement to the Corporation must be made.  


 5.  Use of postal and shipping services for personal purposes.  


 6.  Personal use of duplication and related services and supplies.  


 


II.  PURPOSE:  


To set forth rules governing the appropriate use by employee of equipment, materials, 


services and other Corporation resources.  


III.  APPLICABILITY:  


This policy shall be applicable to all employees of the Corporation.   


IV.  RESPONSIBILITY:  







Employees are responsible for:  


 1.  Complying with the provisions and spirit of this policy, and  


 2.  Protecting and conserving all state resources in an appropriate manner, and   


 3.  Reporting known violations of this policy to the supervisor, Appointing Authority. 


  


V.  EXCLUSIONS:  


There will be no exceptions to this policy.  


VI.  QUESTIONS:  


 


 Questions should be directed to the Appointing Authority. 


  


VII.  VIOLATIONS:  


Violations of this policy constitutes misuse of state resources and may result in 


disciplinary action up to and including termination and/or criminal prosecution.  


NOTE: Reference is made to Policy No. 21, Removal of State Records.   
 


 


Approved by: 


 


 


 


             


        Date 








LOUISIANA HOUSING FINANCE CORPORATION  


   


PERSONNEL POLICY NO.  24 


   


SUBJECT: VEHICLE OPERATION POLICY 


 


 


The purpose of this policy is to advise applicants and employees of the vehicle operation 


requirements which must be satisfied in order for an employee to be authorized to operate a 


vehicle while on Louisiana Housing Finance Corporation (LHC) business. These requirements 


will assist the LHC in reducing the risk of injury to employees and the traveling public, and 


reduce the loss from property damage claims.  This policy applies to every employee operating a 


vehicle on LHC business, whether a personally owned vehicle, or vehicle owned, leased or 


rented by the LHC.  


 


I.  General Requirements:  


1.  LHC owned, leased or rented vehicles are to be operated only on official business. 


Use of such vehicles for personal business is strictly prohibited. Any deviation from this policy 


must be expressly authorized by the Fleet Manager.  


 


2.  Only individuals on official LHC business are permitted to operate or ride in LHC 


owned, leased or rented vehicles, or personal vehicles operated on LHC business.   


 


3.  Drivers must possess a valid Louisiana driver’s license.  A copy of current, valid 


license must be provided to and updated through the Accounting Department’s designated Fleet 


Manager.  


 


4.  Personal vehicles operated on LHC business must satisfy Louisiana’s compulsory 


insurance requirements. 


  


5.  Seatbelts must be worn at all times.  Drivers are responsible for ensuring that all 


passengers likewise comply with the State’s seatbelt law. 


 


6.  The Fleet Manager is responsible for the assignment of vehicles owned, leased or 


rented by the LHC.  


 


7.  Vehicles must be maintained in compliance with law, including current safety 


inspection stickers and license plates. The vehicle must possess all safety equipment required by 


law (lighting equipment, mirrors, horns, warning devices, etc.).  


 


8.  Operation of a vehicle must be in compliance with applicable State and local traffic 


laws and ordinances. Drivers are personally responsible for traffic and parking ticket fines, 


except those due to the condition of an LHC vehicle (example: expired safety inspection sticker).  


 


9.  LHC vehicles are to remain locked and parked in designated areas when not in use.   







 


10.  Drivers are responsible for removing all trash and personal belongings from LHC 


vehicles after use. Vehicles shall remain clean and will be washed at least twice per month.  


 


11.  Drivers are responsible for maintaining at least a half tank of gas in LHC vehicles at 


all times.  


 


12.  Vehicle keys and credit cards are to be returned to the designated individual 


immediately after use unless otherwise authorized.  


 


13.  Maintenance problems or concerns on an LHC vehicle are to be documented and 


reported immediately to the designated individual. 


 


14.  Minor maintenance such as flats, fan belt, hoses, etc. shall be performed by the 


appropriate roadside assistance contract for that particular vehicle and may vary depending on 


the warranty status of the vehicle.  Information for obtaining these repairs is in the vehicle 


operation log book that is obtained when signing out a vehicle. Authorization must be obtained 


prior to any extraordinary repairs being undertaken.  In the event that it is not clear whether 


maintenance is routine or extraordinary, authorization shall first be obtained.  


 


15.  Nothing shall be attached or tied to LHC vehicles which will in any way interfere 


with the normal movement of the vehicle.   


 


16.  LHC strictly prohibits the use, possession and presence of alcohol, controlled 


dangerous substances or other prohibited drugs in an LHC vehicle at any time.  


 


17.  LHC strictly prohibits the operation of its vehicles by any employee who has used, 


abused or has within his system alcohol, controlled dangerous substances or other prohibited 


drugs in any measurable quantity.  


 


II.  Driving Records/Driver’s License Check  


All applicants for employment will be required to complete authorization to permit review of 


their State of Louisiana driving record. In order to maintain driving privileges, employees 


operating motor vehicles or who may be required to operate motor vehicles on official business 


shall be required to produce their driver’s licenses for inspection, upon request. 


 


 


III. Vehicle Maintenance  


Preventive maintenance is designed to provide maximum safety, efficiency and economy in 


the operation of state vehicles, and to minimize lost vehicle time caused by extensive repairs.   


Routine Maintenance - Each vehicle shall be routinely checked to insure proper oil 


level, water and coolant or antifreeze for radiators, water for batteries, wear on belts, and 


proper inflation of tires. Additionally, vehicles shall be kept clean both inside and out. 







The fleet manager shall see that these services are performed as needed, and the vehicle 


file shall document this. Form 424 may be utilized for this purpose if signed by the 


person who checked the vehicle.  


 


Preventive Maintenance  


 


a) The preventive maintenance guidelines indicated on Form MV-4 shall be followed for 


all passenger vehicles unless the manufacturer’s guidelines are more stringent.  In that 


case, the form MV-4 shall be modified and still utilized to maintain a current and ongoing 


record of the vehicle’s maintenance.   


 


b) Form MV-4 shall be completed at each preventive maintenance   interval (adapted, 


as necessary) and signed by both the mechanic or shop foreman and responsible state 


employee.  One copy of the completed form shall be maintained in the vehicle file.   


Annual Safety Inspections -All state-owned vehicles shall maintain valid safety 


inspection stickers or other safety criteria, as appropriate to the type of vehicle.  


 


Vehicle Files - In addition to the records of routine and preventive maintenance required 


above on each vehicle, the vehicle file shall include a copy of the daily/monthly log of 


vehicle use, which shall indicate downtime of the vehicle and reason for such, as well as 


records of all repairs, operating costs, etc. associated with the vehicle.  


 


Service Facilities  


 


a) When a vehicle is under warranty, the authorized dealer (certified by the manufacturer 


to perform maintenance on their equipment) shall be utilized, except in unusual 


circumstances, as approved by the Appointed Authority.    


 


b) Drivers of state vehicles should be aware that fuel purchases for state owned vehicles 


are exempt from federal excise taxes  (usually credited on the monthly fuel bill), and that 


parts and other commodities are exempt from the state portion of the sales tax.  


IV. Driver’s Training Course  


All drivers must attend and complete an authorized driving course within six months of 


employment and every three years thereafter as required by the Office of Risk Management.   


V.  Reportable Events (applies regardless of whether occurring in an LHC or personal 


vehicle while on LHC business, irrespective of fault, injury or damage):  


1.  All traffic accidents.  


 


2.  Receipt of a citation or arrest for any violation:  


 


NOTE: In addition to the foregoing reporting requirement, any employee arrested and/or 







convicted of driving while intoxicated or under the influence of any controlled/prohibited 


substance, whether on or off duty, must immediately report the arrest/conviction to the 


Transportation Coordinator and his/her immediate supervisor.    


 


3.  Notification that an employee’s driver’s license is restricted, suspended, revoked or under 


threat of same for any reason, including but not limited to failure to meet insurance requirements, 


failure to pay traffic tickets and/or failure to pay court ordered child or spousal support.  


 


4.  Diagnosis of any physical, mental or other medical condition which impairs an employee’s 


ability to safety operate a vehicle or which could result in suspension of driving privileges for 


any period of time (i.e. seizure disorder; sight impairment; immobility).  This information will be 


reported to the Transportation Coordinator and handled with appropriate concern for 


confidentiality and in compliance with prevailing law.  


 


5.  Use of medications which cause drowsiness or which may impair the ability to operate a 


motor vehicle.   


 


VI.  Reporting Procedure:  


1.  Accidents:  


A.  All employees operating an LHC vehicle or personal vehicle while on LHC 


business, irrespective of fault, injury or damage, must immediately report all 


accidents to the Transportation Coordinator and his/her supervisor. Accidents 


occurring after normal business hours must be reported at the commencement 


of the next business day.  


B.  All accidents occurring in an LHC vehicle or in a personal vehicle while on  


LHC business must be immediately reported to law enforcement.   


C.  Post-Accident/Incident Drug Testing: Any employee directly involved in an on-


duty vehicular accident shall be required to submit to drug and alcohol testing if:  


a)  The accident involves circumstances giving rise to a reasonable suspicion 


that the accident may have involved the employee’s drug or alcohol use 


and the employee’s action or inaction may have been a causative factor;   


b)  The accident meets the criteria of paragraph (a) and results in or causes 


the release of hazardous waste as defined by La. R.S. 30:2173(2) or 


hazardous materials as defined by La. R.S. 32:1502(5); or   


c)  The accident results in a fatality or serious bodily injury.  


“Reasonable suspicion” is a belief, based upon reliable, objective and articulable 


facts derived from direct observation of specific physical and behavioral 


characteristics (behavior, speech, appearance, odor), which causes a prudent 







person to suspect that an employee has engaged in drug or alcohol use.  


Only the Appointing Authority or his/her designee shall require an employee to 


submit to post-accident/incident testing. Generally, this decision will be based 


upon the recommendation of supervisory personnel who have objectively and 


thoroughly reviewed the circumstances of the accident/incident.  The supervisor 


will fully document the facts upon which the recommendation for testing is 


made.   


NOTE: When post-accident/incident testing is ordered, an LHC representative 


shall transport the individual being tested to and from the testing site. Under no 


circumstance should any employee who is reasonably believed to be impaired or 


under the influence of any drug or alcohol be permitted to operate a motor 


vehicle.   


2.  All other reportable events as defined in Section IV of this Policy must be reported to the 


Transportation Coordinator and the employee’s supervisor before close of business on the 


day of the event or on the next business morning following the occurrence.   


VII.  High Risk Drivers  


Applicants and employees who drive or may be required to drive on official business must 


maintain safe driving records.  Generally, high risk drivers will not be allowed to drive on LHC 


business. “High risk drivers” are:  


1. Individuals having a single conviction, guilty plea or plea of nolo contendere for 


operating a vehicle while intoxicated or under the influence of controlled substances, hit 


and run driving, vehicular homicide or negligent homicide, or reckless driving within 


the twelve-month period immediately preceding the application for employment, check 


of driving record or latest conviction or plea;  


 


2.  Individuals who have three or more convictions, guilty pleas or pleas of nolo contendere 


for moving violations within any twelve month period.  The twelve-month period is the 


twelve months immediately preceding the latest occurrence; and   
 


3. Individuals determined by the Appointing Authority to be high risk drivers based upon 


information available from the employee, witnesses, records, reports and/or law 


enforcement officials following a reportable event as described above.  


 


VIII.  Automatic Disqualification From Driving  


An automatic disqualification of an employee from driving (for example, suspension, 


revocation of driver’s license, or failure to report any vehicular incident as listed in section 


VI.), shall immediately terminate the employee’s driving privileges.   







IX.  Violation of Policy  


Since the primary purpose of this policy is to enhance employee and public safety, all failures to 


comply with the requirements of this policy will be viewed as serious safety violations.  As such, 


any employee failing to comply with this policy will be subject to disciplinary action, including 


the possibility of termination from the classified service.   


X.  Loss of Driving Privileges  


Any employee who is unable to perform the routine job functions of his/her position due to the 


temporary or permanent loss of driving privileges may be removed from the classified service.  


Where possible, and in furtherance of the overall interests of LHC, job restructuring or 


employee reassignment to a position which does not require driving may be considered.   
 


 


Approved by: 


 


 


             


      Date 

























LOUISIANA HOUSING CORPORATION  


PERSONNEL POLICY NO. 26  


SUBJECT:  JOB-RELATED AUTOMOBILE ACCIDENTS  


I.  POLICY:  


 
It is the policy of the Louisiana Housing Corporation that each     


 employee shall comply with Louisiana Administrative Code, LAC   


 37:3109, regarding the reporting of an accident (or other event in which  


 or a privately-owned vehicle being operated with proper authorization  


 during the course and scope of State employment.  


  


II.  PURPOSE:  


 
To set forth rules governing job related automobile accidents.  


III.  BACKGROUND:  


 
The State of Louisiana provides insurance coverage for liability and   


 physical damage to State-owned and State-leased, licensed vehicles, 


and excess liability coverage for employee’s private automobiles while 


being excess liability coverage for employee’s private automobiles 


while being. However, when an employee causes an accident and it is 


determined that  he or she was on personal business and not acting in 


the course and scope of their employment at the time of the accident, 


then the State’s insurance will only pay the statutory minimum limit of 


the state having jurisdiction. 


IV.  APPLICABILITY:  


 


This policy applies to all employees of the Louisiana Housing 


Corporation. 


 


V. PROCEDURE 


 


LAC 37:3109 contains procedures which must be followed in the event 


of an accident (or other event in which damage occurs) involving a  


State-owned or State-leased licensed vehicle or a privately-owned 


vehicle being operated with proper authorization during the course and 


scope of State employment. The procedural requirements of Title 24, 


Chapter 4 of the LAC 37:3109 are as follows: 


 


1. All claims for liability or physical damage to State-owned 


and leased licensed vehicles are to be reported via email to 


ORM-DA2041@LA.GOV. 



mailto:ORM-DA2041@LA.GOV





 


2. If a loss involves property damage estimated at $5,000.00 or more or 


if a loss involves any bodily injury, the loss is to be reported by 


telephone to the Office of Risk Management’s Transportation Claims 


Unit. 


 


3. All claims are to be submitted on an automobile accident form 


available from the Office of Risk Management, Loss Prevention Unit 


within 48 after an automobile accident. Automobile accident reports 


are to be submitted with as much information as possible; however, if 


certain information is unavailable, the report is still to be submitted 


information which was unavailable can be obtained at a later date. 


 


4. Any objects and/or products which may have caused, contributed to, 


or which are suspected of causing an accident are to be retained and 


preserved as evidence. If possible, obtain photographs of the accident 


scene. 


 


5. If a loss occurs or a claim arises, do not assume any obligation or 


incur any expenses without authority from the Office of Risk 


Management. 


 


VI. RESPONSIBILITY: 


 


A. Supervisors are responsible for: 


 


1. Assuring that each employee, current and new, is made aware 


of this policy and its contents and attachments as well as any 


forthcoming revisions. 


 


2. Insuring compliance with LAC 37:3109 by all employees. 


 


B. Employees are responsible for:  


 


1. Adhering to the stipulations outlined in this policy and its 


Attachments.  


 


2. Assuring that appropriate authorization is obtained prior to operating 


a State-owned or State-leased vehicle.  


 


3. Assuring that appropriate authorization is obtained prior to driving a 


privately-owned vehicle during the course and scope of State 


employment. 


 


4. Complying with the instructions outlined in LAC 37:3109.  


 







5. Bringing to the attention of the Appointing Authority, supervisor or 


the Human Resources Director, any violation of this policy.  


 


 


 


VII. EXCLUSIONS: 


 


Requests for exceptions to this policy should be submitted to the 


Appointing Authority along with specific and compelling justification. 


Any exception to this policy must have the approval of the Appointing 


Authority or his/her delegated representative.  


 


VIII. QUESTIONS: 


 


Questions regarding appropriate authorization to operate a State-owned 


or State-leased vehicle, or authorization to operate a privately-owned 


vehicle during the course and scope of State employment, should be 


addressed to the Appointing Authority. 


 


Questions regarding the reporting of liability and physical damage to 


State-owned and State-leased licensed vehicles, or privately-owned 


vehicles operated during the course and scope of State employment,  


should be  addressed through the employee’s immediate supervisor. 


Other questions regarding this policy should be directed to Human 


Resources. 


 


IX. VIOLATIONS: 


 


Employees found to have violated this policy may be subject to 


disciplinary action 


 


 


 


 


 
Approved by:  


 


 


 


          Date 


 

























LOUISIANA HOUSING CORPORATION 


 


PERSONNEL POLICY NO. 28 


 


SUBJECT: TRAFFIC VIOLATIONS BY STATE EMPLOYEES 


 


I. POLICY: 


 


In accordance with State and local ordinances and State travel regulations (PPM - 49) all drivers 


of State vehicles will be held personally liable for any parking and/or traffic violation levied 


against them while they are responsible for a vehicle. 


 


II. PURPOSE: 


 


To ensure the promulgation of rules governing responsibility for traffic violations, to assign 


responsibility for provisions of the policy, and to explain the process for adhering to the policy. 


 


III. APPLICABILITY: 


 


This policy applies to all employees of the Louisiana Housing Corporation. 


 


IV. PROCEDURE: 


 


Employees who receive speeding citations or who violate parking zones shall pay applicable 


fines or penalties. Tickets or citations given former State employees will be forwarded to the 


proper authorities along with the name of the individual for prosecution as deemed appropriate. 


 


The Corporation is prohibited from paying fines for individual employees. 


 


V. EXCLUSIONS: 


 


There will be no exceptions to this policy. 


 


VI. QUESTIONS: 


 


Questions regarding this policy should be directed to the Human Resources and/or Appointing 


Authority. 


 


VII. VIOLATIONS: 


 


Employees found to have violated this policy may be subject to disciplinary action up to and 


including termination and/or criminal prosecution. 


 


 


 


 







Approved by: 


 


 


             


        Date 








GRIEVANCE FORM 


EMPLOYEE NAME: 


STEP ONE:  DEPARTMENT HEAD 


The grievance must be submitted within seven (7) calendar days of the incident that caused the employee to 
become aggrieved.  Employee should attach the key components of a written grievance:  a grievance statement 
and the relief sought.  The date of the incident must be included in the grievance statement. 


Employee Signature: Date submitted: 


Submit form and attachments to Department Head.  Send copy of form and attachments to Human Resources. 


Department Head Signature: Date received: 


Department Head Response:   
Department Head should attach a response to this form and return it to the employee within 7 calendar days 
following the date received from the employee. 


Employee Response: 


I am satisfied with my Department Head’s response. 


I am not satisfied with my Department Head’s response.  I understand that I have 7 calendar days to 
forward my grievance to the next step. 


STEP TWO:  EXECUTIVE TEAM


The grievance must be submitted within seven (7) calendar days following the response of the Department Head.  
The original key components and the Department Head’s response must be attached. 


Employee Signature: Date submitted: 


Submit form and attachments to Executive Team Member.  Send copy of form and attachments to Human Resources. 


Executive Team Signature: Date received: 


Executive Team Response:   
Executive Team member should attach a response to this form and return it to the employee within 14 calendar 
days following the date received from the employee. 


Employee Response: 


I am satisfied with the Executive Team member’s response. 


I am not satisfied with my Executive Team member’s response.  I understand that I have 7 calendar days 
to forward my grievance to the next step. 







GRIEVANCE FORM 


EMPLOYEE NAME: 


FINAL STEP:  EXECUTIVE DIRECTOR


The grievance must be submitted within seven (7) calendar days following the response of the Executive Team 
member.  The original key components, the Department Head’s response, and the Executive Team member’s 
response must be attached. 


Employee Signature:  Date submitted: 


Submit form and attachments to the Executive Director.  Send copy of form and attachments to Human Resources. 


Executive Director Signature:  Date received: 


Executive Director Response: 
The Executive Director shall attach a response to this form and return it to the employee within 21 calender 
days following the date received from the employee. 


The decision of the Executive Director is final. 






















































































































































































































































































































Policy Number 


52 


Policy Name 


Code of Business Conduct 


Louisiana Housing 
Corporat1on 


Original Effective Date 


September 14, 2022 


may result in disciplinary action, including suspension, demotion, or termination of 


employment with LHC. 


A. Rude and Abusive Behavior


LHC endeavors to maintain a work environment characterized by mutual


respect for all individuals. LHC employees are expected to treat one another,


partners, stakeholders, and the general public cordially and respectfully. LHC


will not tolerate rude or abusive behaviors, both verbal and physical, in or out


of the workplace. Unacceptable behavior includes, but is not limited to:


1. Verbal threats toward persons or property, the use of vulgar or profane


language in the presence of customers, co-workers, visitors, and others,


making derogatory comments towards others, verbal intimidation,


exaggerated criticism, practical jokes, name-calling, and yelling at


others


2. Any physical assault, such as hitting, pushing, punching, pinching,


kicking, holding, and impeding or blocking the free movement of another


person


3. Display or dissemination of derogatory or offensive posters, cartoons,


publications, emails, or drawings


B. Harassment or Discrimination


LHC employs a ZERO Tolerance for harassment or discrimination of any sort,


including but not limited to:


1. Based on any non-merit factor:


i. Race


ii. Sex


iii. Disability


iv. National origin


v. Religion


vi. Sexual orientation


vii. Gender identity or expression


viii. Hair


2. Through any medium of communication to include:


i. Verbal


ii. Phone calls


iii. Text messaging


iv. Email (work and private)
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52 
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Code of Business Conduct 
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September 14, 2022 


v. Social media


vi. Display or dissemination of derogatory or offensive imagery


(PhotographsNideos)


3. Through Physical contact


4. Through deliberate intimidation, stalking and/or following


C. Failure to Comply with Attendance Policies and Procedures


LHC operates with the expectation that upon acceptance of employment, each


employee understands and accepts the requirements of attendance. LHC will


not tolerate:


1. Falsification of leave slips, payroll time sheets, doctor's slips, and other


attendance records


2. Misuse of leave; using sick leave when not applicable


3. Leaving the assigned work area during duty time for an extended


amount of time without prior supervisor approval


4. Failure to provide or properly complete payroll documents (i.e., leave


slips, time and attendance forms, overtime requests) with appropriate,


valid approvals or other information required


5. Repeated tardiness (an established pattern) or failure to comply with


established work hours


6. Failure to submit a doctor's certificate when so instructed


7. Loafing/lounging while on duty


8. Failure to follow proper departmental call-in notice procedures. Failure


to notify a supervisor prior to the start of shift when absent from work


according to the specific instructions of a supervisor or department


9. Working overtime without prior approval from a supervisor or other


person in authority


10. Violations of the Leave, Overtime, and Time and Attendance policies


D. Misuse or Abuse of Property


Employees are required to exercise reasonable care in the use of LHC property


and to report any damage or misuse of LHC property or resources to their


supervisors or department heads. Activities that are expressly prohibited by


this Section include, but are not limited to, the following:


1. Use of (or allowing the use of) LHC vehicles, equipment, or property for


personal use without prior approval from the Appointing Authority
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2. Destruction, neglect, or abuse of LHC property or equipment or the


property of others


3. Abuse of LHC's electronic resources, including sending excessive


personal emails during working time or in a manner that interferes with


employees' work performance


4. Theft of any device, vehicle, or proprietary data


5. Tampering with or wantonly destroying LHC's data, records, or other


information, gaining unauthorized access to such information, disclosing


confidential information, or otherwise misusing LHC data or information


E. Unsafe Work Practices.


LHC is committed to providing a safe and comfortable workspace for all


employees. Therefore, the following will activities will not be tolerated:


1. Endangering the safety of or causing injury to others through


carelessness, neglect, or unsafe work habits'


2. Deliberate or negligent disregard of safety regulations or common


safety practices


3. Creating unsafe or unsanitary conditions or contributing to such


conditions by acts of either commission or omission


4. Failure to report accidents or other incidents of concern to a supervisor


promptly


5. Falsely reporting an incident or accident


6. Failure to comply with traffic and automobile parking regulations at


LHC locations


7. Violations of the Safety Program


F. Insubordination


LHC employees are expected to follow all Civil Service Rules, state and federal


laws and to exhibit personal and professional integrity and objectivity at all


times. Employees are expected to follow any reasonable and lawful directive


from a supervisor or superior in the chain of command. An employee's


intentional refusal to obey a supervisor's directive or lack of respect will be


considered insubordination.


There may be circumstances in which an employee's failure or delay to follow 


a directive will not be considered insubordination, as listed below: 
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1. Employees shall not obey a directive they know would require them to


commit an illegal, immoral, or unethical act. An employee with concerns


about the legality or propriety of a directive shall express their concern


to the supervisor or refer the matter to higher-level staff through the


chain of command


2. An employee who is given a directive that conflicts with a previous


directive shall respectfully inform his supervisor of the conflict. If the last


directive is not altered or retracted, the last directive shall stand. If the


last directive is obeyed, the employee shall not be held responsible for


disobeying the previous directive


G. Conduct Unbecoming of a Public Employee, including but not limited to:


1. Unauthorized release of confidential information.


2. Inappropriate or unprofessional behavior or appearance, especially


when dealing with the public.


3. Constant use of personal cell phone usage during working hours.


4. Conduct that violates the Louisiana Code of Governmental Ethics or


participation in prohibited political activities.


5. Failure to cooperate with (or give false information to) authorized


investigations.


6. Indecent or immoral behavior while on duty.


7. Abuse of travel status. Falsification of travel authorizations, expense


reports, etc.


8. Falsification of employment records, including applications or position


descriptions.


9. Falsification of any and all official LHC, federal, or state documents.


10. Carrying firearms, weapons, or dangerous substances at any time, on­


premises owned or occupied by LHC, unless Louisiana law provides


otherwise.


11. Possessing, distributing, selling, transferring, using, or being under the


influence of alcohol or illegal drugs in the workplace. LHC property


includes state or privately owned vehicles while performing assigned


duties.


12. Participating in unauthorized games of chance or gambling on LHC


premises.


13. Soliciting or accepting gratuities or payment of any kind from a client,


customer, or employee.
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14. Sleeping, loitering, visiting, wasting time, or inattention to work while on


duty.


IV. Reporting


Employees can submit questions or concerns about conduct they believe may 


violate our Code, our policies or core values, or the laws and regulations under 


which we do business to: 


• Their supervisor or manager


• Any LHC leader


• Human Resources


• Internal Audit


• The Chief Operating and Legal Officer


• LHC's anonymous and confidential Ethics Hotline at


o Website: https://www.lighthouse-services.com/lhc


o Toll-Free Telephone:
• English-speaking USA and Canada: 855-222-0916
• Spanish-speaking USA and Canada: 800-216-1288


o Email: reports@lighthouse-services.com (must include company


name with report)


o Fax: 215-689-3885 (must include company name with report)


When an employee raises a concern, LHC will maintain confidentiality to the fullest 


extent possible, consistent with applicable legal requirements and the need to 


conduct an adequate investigation or review. Employees can submit concerns 


anonymously and confidentially through Lighthouse Services, LHC's Ethics 


Hotline. 


When raising concerns, we ask that employees provide as much detailed 


information as possible, including the background and history of the concern, 


names, dates and places where possible, and the reasons why the situation is 


cause for concern. This is especially important for concerns raised anonymously 


so that LHC may conduct an appropriate review and, if necessary, begin an 


investigation. 
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A. Human Resources is responsible for distributing an updated copy of the Code


of Conduct to all employees at hiring.


B. Upon changes to the policy, Human Resources is responsible for ensuring


receipt to every currently employed individual via signature, certifying that the


changes are received and understood. Upon confirmation of changes and


receipt, an electronic posting of this policy is to be made not more than 90 days


after the effective date of this policy.


C. Managers and supervisors, with guidance from Human Resources, are


responsible for the enforcement of this policy. Failure to enforce this policy will


result in disciplinary action.


D. All Employees are responsible for familiarizing themselves with this policy as


with all LHC policies.


VI. Retaliation


Retaliation is prohibited against any person by another employee or by the LHC 


for using this complaint procedure, reporting proscribed harassment, objecting to 


such conduct or filing, testifying, assisting, or participating in any manner in any 


investigation proceeding or hearing conducted by a governmental enforcement 


agency. Prohibited retaliation includes, but is not limited to, termination, demotion, 


Suspension, failure to hire or consider for hire, failure to give equal consideration 


in making employment decisions, failure to make employment recommendations 


impartially, adversely affecting working conditions, or otherwise denying any 


employment benefit. 


Individuals who believe they have been subjected to retaliation, or believe that 


another individual has been subjected to retaliation, should report this concern to 


Human Resources. Any report of retaliatory conduct will be investigated 


thoroughly and objectively. If a report of retaliation prohibited by this policy is 


substantiated, appropriate disciplinary action, up to and including termination of 


employment, will be taken 


VII. Progressive Discipline Procedures


Employees who violate this policy are subject to appropriate discipline. LHC 


utilizes a policy of progressive discipline. Outlined below are the steps of LHC's 
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progressive disciplinary process. LHC reserves the right to combine or skip any 


step in the process based on the severity of the incident. 


Step 1: Counseling or verbal warning 


The supervisor will discuss with the employee the nature of the problem or 


the violation of company policies and procedures. The supervisor is 


expected to clearly describe the employee's expectations and steps to 


improve his or her performance or resolve the problem. 


Within five business days, the supervisor will prepare written documentation 


of the verbal counseling. The employee will be provided a copy of the 


document via email. 


Step 2: Improvement Letters 


This notification may be issued as a Letter of Counseling, Letter of 


Reprimand, Letter of Warning, or Supervisory Plans. The reprimand will 


describe the unacceptable conduct and specify needed changes or 


improvements. An employee may respond in writing to an improvement 


letter. However, an improvement letter can only be appealed to Civil 


Service under Rule 13.1 0(b) or (c). A copy of the written reprimand and any 


response will be maintained in the employee's confidential personnel file. 


Step 3: Disciplinary Action 


The Appointing Authority will notify the employee via writing and allow an 


opportunity to respond. The decision on the type of discipline and length 


will be based on the severity of the offense, the employee's performance, 


and disciplinary record. This action is appealable to Civil Service. A copy 


of the written reprimand and any response will be maintained in the 


employee's personnel file. 


Outlined below are the types of discipline that may be implemented at this 


step. 


1. Suspension without pay- Temporarily excludes an employee from the


work place, without pay, for disciplinary reasons not to exceed 176 work


hours.
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2. Reduction in Pay - Reduces an employee's pay to a lower amount in the


pay range for his or her classification. The employee's classification


does not change. (Civil Service Rule 1.33.02)


3. Involuntary Demotion - Moves the employee into a different position that


has a classification with a lower maximum. (Civil Service Rule 1.11) and


requires at least a 7% reduction in pay.


Step 4: Termination 


Termination is the final step in LHC's progressive disciplinary procedure. It 


is a disciplinary action that stems from severe violations of LHC policy or 


failure to correct behavioral deficiencies. Single incidents of certain 


offenses are severe enough to warrant separation from the LHC. This 


action is appealable to Civil Service. 


Examples of the types of offenses that may result in immediate 


consideration for termination include, but are not limited to, the following: 


• Physical altercations, whether or not injury occurs;


• Sexual assault or engaging in consensual sexual activity in the


workplace;


• Possession, use, or being under the influence of illegal substances


on LHC property or while engaged in business;


• Theft of LHC property or resources;


• Viewing, possessing, or distributing child pornography; and


• Falsification of LHC or public records including the misrepresentation


of credentials to gain employment or promotion.


Persons who violate this policy may also be subject to civil damages or criminal 


penalties. 


VIII. Questions


Questions regarding this policy should be directed to Human Resources via email


at hr@lhc.la.gov.
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Louisiana Housing Corporation 
Telework Plan and Agreement Form 
 


 


Page 1 of 2 
 


 
 
This document is intended to ensure that both the supervisor and the staff (“employee”) have a clear, shared understanding of the 
employee’s telework arrangement. Each telework arrangement is unique depending on the needs of the position, supervisor, and employee. 
This form can be adapted to unit requirements as necessary. 
 
This telework agreement is not a contract of employment and does not provide any contractual rights to continued employment. It does 
not alter or supersede the terms of the existing employment relationship.  
 


Employee Telework Information 
Employee Name:       


Job Title:       


Department:       


Supervisor:       


Arrangement requested by:  Employee  Employer  


Location where telework will be performed:  


Telework arrangement 
effective dates: 


      —       


 
Job Duties 
The general expectation for a telework arrangement is that the employee will effectively accomplish their regular job duties, regardless of 
work location. The employee’s current position description is attached hereto. If there are telework-specific job duties and/or 
expectations or modifications to the employee’s position description, specify them in the box below, or enter N/A. 
 
 
 
 


Sample text:  Employee will communicate daily with the employee’s supervisor or designee while teleworking as directed by the 
supervisor. In-person attendance at required in-person meetings is expected. The employee will provide any documentation reasonably 
requested by the supervisor to corroborate work performed.  


 
Work Schedule and Location         


Day of Week Work Hours Work Location 
Monday   
Tuesday   
Wednesday   
Thursday   
Friday   


  
Telework Arrangement Modification 
The supervisor may cancel the telework arrangement at any time upon notice to the employee. All employee-proposed changes are subject 
to departmental approval. 
 
Ad-hoc modifications to this agreement should be discussed between the employee and supervisor. Substantive modifications should be 
documented by revising this agreement. 
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Telework Review  
Specify a date to meet and discuss the effectiveness of the telework arrangement, or enter N/A. 
 


Telework plan review date:  


 
Equipment and technology access 
The employee and employer agree to work together to ensure that the alternate worksite is safe and ergonomically suitable. Specify any 
equipment or technology access the employee will need to telework and whether it will be employee or employer provided. If equipment 
failure or service interruption occurs, the employee must notify the employer immediately to discuss alternate assignments or other 
options. All agency equipment should be secured at all times.   
 


       Equipment           Provided by                   Responsible for loss or damage 
   
   
   
   
   


 
Confidentiality and Security 
All agency documents, materials, and data that are removed from the office are the responsibility of the employee and must be kept 
confidential and secure at all times. 


 
Policies and Procedure Acknowledgement                  
                             Employee’s Initials 
I have read and understand LHC’s Telework Policy.  


I have read and understand LHC’s Use of State Resources Policy.  
 
 
Employee’s Signature: __________________________________________________________ Date: ___________________________ 
 
 
Supervisor’s Signature: __________________________________________________________ Date: ___________________________ 
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I. Objective


To establish a formal policy and guidelines for telework.


II. Applicability


This policy shall apply to all employees of Louisiana Housing Corporation (LHC),
hereinafter referred to as "LHC."


Ill. Policy


IV. 


This policy aims to establish the administrative procedures for employees
within the Louisiana Housing Corporation (LHC) to participate in the Telework
Program.


In accordance with SCS Rule 11.4.1, it is the policy of LHC to provide telework as
a viable, flexible work option when both the employee and the employee's position
are suitable for such arrangement. . LHC aims to increase efficiencies while also
sustaining the recruitment and retention of highly qualified employees. Telework
is not an entitlement, and it in no way changes the terms and conditions of
employment.


Definitions


1. Alternative Worksite:


An approved worksite other than the employee's primary worksite in which an
employee is authorized to conduct telework. The alternative worksite will be in
the employee's home in most cases.


2. Official Domicile.


• For an employee assigned to an office, the official domicile is the parish
in which the office is located.


• For an employee in the field, the official domicile is the parish where the
majority of work is performed, provided that in all cases, such
designation must be in the ·agency's best interests and not for the
employee's convenience. The official domicile for an employee that


Personnel Policy No. 53 
Page 1 of 10 

















































		scan (019).pdf

		scan (01A).pdf














 
 
  LOUISIANA HOUSING CORPORATION 


Policy Number 
54 


Policy Name 
CRISIS LEAVE 


Original Effective Date 
April 5, 2023 


 


Personnel Policy No. 54 
Page 2 of 6 


 


c. Prevents the eligible employee from performing his duties for ten (10) 
or more consecutive days and forces him to exhaust all applicable 
paid leave, resulting in the need to request leave without pay. 


2. Crisis Leave Committee - A committee comprised of the Executive Director or 
their designee, the Chief Financial Officer, the Chief Operating Officer, the 
Benefits Human Resources Specialist, and the Human Resources Director. 


3. Crisis Leave Pool Policy Year- For the LHC, the crisis leave pool policy year 
shall be the calendar year beginning January 1 and ending December 31. 


4. Eligible Employee - A permanent classified employee or unclassified LHC 
employee eligible to earn leave. Eligible employees must have attained 
permanent status in the classified service or occupy a position in the 
unclassified service established by Constitutional authority or in accordance 
with Civil Service Rule 4. l(d)2. 


5. Eligible Family Member - An individual who: 
a. Is living in the same household and is related to the eligible employee 


by kinship, adoption or marriage, or a foster child so certified by the 
Louisiana Office of Children's Services; or 


b. Is not living in the same household, is related to the eligible employee 
by kinship, adoption or marriage, and is totally dependent upon the 
employee for personal care or services on a continuing basis. 


6. Leave Donor - An LHC employee who occupies a leave-earning position that 
has volunteered and is approved to donate annual leave to the Crisis Leave 
Pool. 


7. Leave Pool Manager -The Human Resources Director or their designee. 


8. Leave Recipient -An LHC employee who occupies a leave-earning position 
who has had a catastrophic injury or illness or who has an eligible family 
member who has had a catastrophic illness or injury, has exhausted all 
appropriate paid leave and is approved to receive leave from the Crisis Leave 
Pool. 


9. Licensed Medical Service Provider (LMSP) - A practitioner, as defined in 
Louisiana State Licensing Law (relative to the LMSP's field of service), who is 
practicing within the scope of his or her license. This includes licensed 
physicians or Medical Doctors, Doctors of Osteopathy or DO, or licensed 
Chiropractors, Counselors, or Therapists, as recognized and licensed by the 
appropriate state boards or authorities. 
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V. Procedures 


 
1. Donating to the Leave Pool  


Donations to the Crisis Leave Pool are strictly voluntary; no employee shall be 
coerced or pressured to donate leave. Donations can be made at any time 
during the Crisis Leave Pool Policy Year. Only eligible employees can donate 
to the Crisis Leave Pool. An employee donating to the pool may not designate 
a particular employee to receive the donated time. Donations are accumulated 
in a pool and awarded to eligible employees on a first-come, first-served basis. 
Donations are limited to the following terms: 


a. An employee may donate a minimum of hour (4) hours of annual leave 
(not sick or compensatory leave) at any given time. Donations must be 
made in whole-hour increments. 


b. The donor must have a balance of at least 120 hours of annual leave 
remaining after the contribution. 


c. Donations are limited to up to 240 hours of annual leave per employee 
per calendar year. 


d. Donations will be deducted from the donor's leave balance and credited 
to the Crisis Leave Pool following the approved donation leave form in 
the first pay period. Leave will not be restored or returned to the donor 
once it has been transferred to the pool. 


e. Unused crisis leave donations are rolled forward to the following year. 
f. Donations are not automatic. A new donation leave form must be 


submitted if an employee chooses to donate in consecutive years. 
g. To donate, an employee must complete an Application for Leave form 


and indicate "Donation to the Crisis Leave Pool" in the remarks section 
of the form. The form must be submitted to the Leave Pool Manager for 
approval. 


 
2. Eligibility Requirements 


a. An eligible employee may apply to receive leave from the Crisis Leave 
Pool if all of the following requirements are met: 


I. The eligible employee or employee's eligible family member 
suffers from a catastrophic injury or illness, 


II. The eligible employee has exhausted all applicable paid leave, 
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III. The eligible employee has exhibited regular attendance prior to the 
onset of the illness or injury that has triggered the need for crisis 
leave, 


IV. The eligible employee is not currently absent from work due to 
disciplinary reasons, and 


V. The appropriate documentation from an LMSP is provided to the 
Leave Pool Manager. 


b. An employee is not required to donate leave to the pool in order to 
receive a leave benefit from the pool 


c. The Crisis Leave Committee determines the amount of leave actually 
granted to an employee. The amount of leave granted to an employee is 
limited to: 


I. An employee shall not be granted more than 240 hours of Crisis 
Leave per calendar year. 


II. The value of the leave paid to an employee shall not exceed 75% 
of the pay that he would have received in a regularly scheduled 
workweek. 


 
3. Requests for Crisis Leave  


All information associated with a request for Crisis Leave is confidential and 
should be maintained as such and marked confidential by the eligible employee, 
supervisor and/or Leave Pool Manager. 


a. To request Crisis Leave, an eligible employee must complete a Crisis 
Leave Request form. The request must be submitted to the Leave Pool 
Manager with a copy of the employee's Certification of Physician or 
Practitioner (FMLA-1) form. When possible, a request is to be submitted 
at least 10 days before the crisis leave is needed. The Leave Pool 
Manager reviews the request to make sure that the employee is eligible 
to receive crisis leave. The employee requesting crisis leave must provide 
all requested information necessary to make a final determination of 
eligibility.  


b. Upon eligibility verification, the Leave Pool Manager will schedule a 
meeting of the Crisis Leave Committee within five (5) business days from 
the date a request was received (with required documentation). The 
committee members will review the request and either approve it as 
requested, approve a modified version, or deny it. The Leave Pool 
Manager will notify the eligible employee of the outcome. 


c. If the request is approved, the Leave Pool Manager will work with Payroll 
to ensure that the leave is credited to the employee for use. If the 
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employee was on leave without pay prior to the approval, paid leave 
granted under this policy will be applied retroactively to the first date the 
employee was on leave without pay. Any other usage of crisis leave must 
be requested and approved per standard leave-taking procedures. 


 
4. Changes in Status Affecting Crisis Leave 


a. Crisis leave is awarded to an eligible employee solely for the purpose of 
addressing the catastrophic injury or illness reported on the request for 
leave. If any changes occur in the nature or severity of the illness or injury, 
or of any other factor on which the approval was based, the employee 
must immediately provide documentation describing the change to the 
Leave Pool Manager.  


b. The hours granted from the Crisis Leave Pool may only be used for the 
reasons stated in the approved request. The use of leave from the Crisis 
Leave Pool for reasons other than those stated in the request, or not in 
accordance with the procedures and requirements of this policy, may 
constitute payroll fraud and could result in disciplinary action, up to and 
including termination. 


c. An eligible employee may request additional crisis leave subject to the 
limitations and process outlined in this policy. Extensions of crisis leave 
are not automatic. Each extension will be considered on a first-come, first-
served basis as it relates to the availability of leave from the pool. 


d. Employees who can return to work or terminate employment before using 
all of the leave granted to them from the Crisis Leave Pool must return 
such unused leave to the pool. 


 
5. Compensation and Benefits 


a. Crisis leave will be paid to the eligible employee at his base rate of pay, 
not to exceed 75% of his pay for a regular workweek. 


b. An employee who is on crisis leave will be considered in partial paid leave 
status and will continue to be eligible for benefits associated with their 
position, as appropriate. However, an employee on crisis leave will not 
accrue paid leave while on crisis leave pursuant to Civil Service Rule 11.5 
(a). 


 
VI. Appeals  


 
The decision to approve or deny a request for crisis leave by the Crisis Leave Pool 
Committee is final and not subject to appeal.  
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VII. Responsibilities  
 


1. Executive Team/Leadership Team 
LHC Executive and Leadership Teams are responsible for ensuring that the 
procedures, privileges and requirements outlined in this policy are applied 
equitably among LHC employees. 
 


2. Managers/Supervisors 
Managers and supervisors are responsible for approving leave and 
monitoring employee leave balances as it relates to the implementation of 
this policy. Each is also responsible for maintaining accurate documentation 
of leave used by their employees for this purpose. Managers are also 
responsible for maintaining the confidentiality of all discussions and 
documentation related to requests for leave from the pool. 
 


3. Employees 
Employees are responsible for adhering to all aspects of this policy and 
ensuring that documentation for donation of leave and requests for use of 
crisis leave are submitted in their proper form. Employees who utilize the 
crisis leave pool are responsible for ensuring that all leave used from the pool 
is for the specific reason stated in the request. 


 
4. Human Resources 


Human Resources is responsible for maintaining the confidential 
documentation in a separate medical file for all employees who apply for 
leave from the Crisis Leave Pool. Human Resources is also responsible for 
preparing an annual report that will be provided to the Executive Team of 
Crisis Leave Pool activity for each year. 
 


VIII. Violations 
 
If a determination is made that any privilege afforded in this policy is being abused, 
such abuse may result in forfeiture of the privilege(s) and possible disciplinary 
action, up to and including termination. Failure to comply with any aspect of this 
policy may also result in disciplinary action.  
 


IX. Questions 
 
Questions regarding this policy should be directed to Human Resources. 


 







CRISIS LEAVE REQUEST FORM 


Please submit to Human Resource, 2415 Quail Drive, Baton Rouge, LA 70808 
or via fax to (225) 763-8896, or email to hr@lhc.la.gov. 


*The request must be accompanied by the FMLA form.


An eligible employee may apply to receive crisis leave if the following requirements are met: 


• The employee or employee's eligible family member suffers from a catastrophic illness or
serious injury; or


• the employee has a significant other or child who is still financially supported by the
employee, or a dependent parent for whom the employee is the primary caregiver who
experiences a catastrophic illness or serious injury; or


• the employee experiences the birth or adoption of a child and does not have sufficient
annual, sick, or compensatory time to cover a minimum of six weeks of parental leave
immediately following the birth or adoption; and


• the employee has exhausted all appropriate leave in accordance with this policy; and
• the employee has exhibited satisfactory attendance (with no history of leave abuse), and


is not absent from work due to disciplinary reasons; and
• the catastrophic illness or serious injury is not occupationally related (therefore making


that employee eligible for workers' compensation) and was not attained in the
commission of an assault or felony; and


• the employee is unable to perform his/her duties for a period of more than ten (10)
consecutive days and the employee is forced to exhaust all appropriate leave
described in other parts of this policy and to lose compensation from the state; and


• the appropriate documentation from a LMSP, along with the FMLA form is provided
to the Leave Pool Manager.


I (or family member/relation) have a crisis situation that may qualify for crisis leave. Please see 
attached Family Medical Leave Act (FMLA) form, which includes physician’s certificate, and 
provides information about the patient’s condition, nature of illness/injury, relevant medical history, 
type of treatment prescribed, prognosis, and their ability to return to work. 


Name (Please Print): Work Number: _
Mobile Phone:   Personnel # ________________________ 


Home Address: 


I am requesting crisis leave for the following dates: (start date) to (end date). 


I understand that the value of the annual leave granted as crisis leave cannot exceed 75% of my pay 
in a regular work week and that crisis leave is limited to 240 hours per calendar year. Furthermore, I 
understand that I will not accrue leave while using crisis leave. 


Employee Signature: Date: 


Requests should be made at least 10 days prior to the need for crisis leave, if possible. Human 
Resources will contact the employee within five working days regarding the status of the request. 



mailto:hr@lhc.la.gov.





 Signature/Initials Date 


HR Approval   
Payroll Processing   


 


 


CRISIS LEAVE DONATION FORM 
 


 
Please submit to Human Resource, 2415 Quail Drive, Baton Rouge, LA 70808 


or via fax to (225) 763-8896, or email to hr@lhc.la.gov. 
*The request must be accompanied by the FMLA form. 


 


The criteria for the donation of annual leave to the crisis leave pool shall be the following: 


1. Classified employees must have attained permanent status to be eligible to donate to the leave 
pool. 


2. Individual employees of the Louisiana Housing Corporation may donate no more than 240 
hours of annual leave to the crisis leave pool per policy year.  


3. Employees of the Louisiana Housing Corporation shall retain a balance of 120 annual leave 
hours after the leave donation. 


4. The donation of annual leave to the agency crisis leave pool shall be made by the employee 
at his own discretion and without the use of coercion or pressure to donate leave. 


5. Your identity as a donor will be kept confidential. 
6. You may not stipulate who is to receive the donation of leave.  
7. The donation of annual leave to the agency crisis leave pool is irrevocable. 


 
 


Donation 
Year 


Employee 
ID 


Number 
Employee Name 


Number 
of Hours 
before 


donation 


Number 
of 


hours 
being 


donated 


Number 
of hours 
retained 


after 
donation 


Total 
number of 


hours 
donated in 
donation 


year 
       


 


 
By signing this form, I hereby acknowledge that I am making a donation of monetary value in the 
form of annual leave to the agency crisis leave pool and that I do so at my own discretion and 
without pressure or coercion to do so. I also understand the donation of this leave is irreversible. 
 
Employee Signature: Date:   
 
Requests should be made at least 10 days prior to the need for crisis leave, if possible. Human 
Resources will contact the employee within five working days regarding the status of the request. 
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STATECMLSERVICE


PAYPOLICY


APPROV  AL FORM
Revised  5/2023


AGENCY Louisiana  Housing  Corporation PERSONNEL  AREA  0404


POLICY TYPE Premium  Pay
SCS RULE


REFERENCE
6.16(a)


APPROVAL  TYPE & NEW €  AMENDMENT


CATEGORY Retention


PARAMETER Years  of  Experience


APPROVAL


AUTHORITY
[]  SCS Compensation  Division  (via delegated authority)  G SCS Director


The  Louisiana  Housing  Corporation  (LHC) is requesting  to establish  a Premium  Pay policy for Accountant  1-4, Environmental


Impact  Specialist  1-3, and Environmental  Impact  Manager  positions  effective  August 1, 2023, The agency is requesting  to


establish  this  policy to address recruitment  and retention  difficulties  within  their  agency. This policy  will  only  apply  to classified


incumbents  in the  applicable  job titles.  This policy shall apply with  the following  parameters:


Job  Code Job  Title Pay  Level Rate  type Hourly  Amount


160180 Accountant  I AS 612


Up To


0 months to 2 years: !>1.00  per hour


2 years to 4 years: !>1.50  per hour


4 years or greater: 52.00 per hour


139350 Accountant  2 AS 613


139370 Accountant  3 AS 615


171400 Accountant  4 AS 617


141060 Environmental  Impact  Specialist  1 TS 308


141050 Environmental  Impact  Specialist  2 TS 309


141740 Environmental  Impact  Specialist  3 TS 311


141030 Environmental  Impact  Manager  1 TS 314


State Civil Service (SCS) has previously  approved  the premium  pay amounts  for Accountants  1-4 at the Department  of


Environmental  Quality,  effective  7/10/2023.


The SCS Commission  has previously  approved  the  premium  pay  amounts  for  the  Environmental  Impact  job  titles  at the


Department  of Transportation  and Development,  effective  3/1/2023.







The policy  has  been  reviewed  and  contains  all necessary requirements per SCS rules, policies and procedures. The policy is


hereby  approved  by  SCS.


APPROVED  EFFECTIVE DATE: 8/1/2023


xa,=smmvavemr>tmvv%""' 7/24/2023


Consultant/Supervisor  Signature
Date


7, 3/. !OZ'3,
Date
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1. Objective


The purpose  of this policy is to provide the Louisiana  Housing Corporation,


hereinafier  referred  to as &'LHC," with a tool that allows for ffexibility  in pay for


recruitment  and retention  purposes.  The policy will establish  a premium  for


cfassified  positions  within various  departments  of Louisiana  Housing  Corporation


in accordance  with the requirernerits  set forth in this policy.


It. Applicability


This poJicy shall  apply  to full-time  classified  employees  within  the Accounting  and


Environmental  departments  who occupied  approved  tittes as listed in the policy


section.


Ill.  Poajcy


In accordance  with the provisions  of Civil Service  Rule 6.'l6(a),  it is the poicy  of


the LHC to implement  Premium  Pay for the folJowing:


Job  Title
Accouritant  I
Accountant  2
Accountant  3
Accountant  4
Envirorbmental  Impact  Specialist  I
Environmental  mpact  Specialist  2
Environrnental  Impact  Specialist  3
Environmental  Impact  Mana er 'l


AI  eligible  employees  in the above  job titles  wifl receive  the following  for all hours


actuallyworked  based  on the current  length  ofempfoymentwith  LHC. Please  note


that re-hire  service  wifl be calculated  for  the most  recent  hire date.
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Poaicy  Number


55


Polk,y  Name


PREMIUM  PAY FOR LONGEVITY


Oraginal  Effective  Date


August  'I, 2023


LHC Years  of  Servfee
0 months  to less than  2 years
2 years  to ess than 4 years
4 or greater


IV. General  Prov#sjons  and  Procedure


LHC erraployees and their respective  career  experiences  are essential  to the


mission. Therefore,  the LHC believes  that providing  premium  pay to eligible


employees  enhances  the recruiting  endeavors  and retains  seasoned  employees.


Premium  pay granted  under  this policy is not generatfy  included  in retirement


calculations,  but that depends  on the retirement  system  of which  the employee  is


a member.  Additionally,  premium  pay is paid in addition  to the amount  of the base


saary  or hourly  pay of an employee  but is not incorporated  in base pay.


Premiurri  pay ends  when  an employee  vacates  a position  designated  to receive


premium  pay.


The Human  Resources  Division  shall maintain  a record  of all positions  efigible  to


receive  premium  pay. Human  Resources  shafl maintain  a record  of  all employees


who occupy  positions  eligible  to receive  premium  pay.


This  poicy  is not imended  to create  any property  rights.  The  agency  may re-assess


"need"  and the allocation  of funding  resources  at any time and may rescind  or


charxge the amount  given with prior  SCS Commission  approval.  Sufficient  notice
must  be provided  to the ernpoyee.


V. Quesffons


Questions  regarding  this policy  should  be directed  to Human  Resources.
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If an employee becomes aware of a co-worker's physical or mental health 
condition that may impact their fitness for duty, they should report it to their 
supervisor or Human Resources department confidentially. 


 
C. Confidentiality 


 
All information obtained through Fitness for Duty Evaluations, including medical 
records and assessments, will be kept confidential to the extent permitted by 
law. 


 
Access to employee medical information will be restricted to individuals 
involved in the evaluation process on a need-to-know basis. 


 
D. Reasonable Accommodations 


 
The organization will make reasonable accommodations for employees with 
documented physical or mental health conditions to enable them to perform 
their job duties effectively, unless doing so would impose an undue hardship 
on the organization. 


 
Employees requesting accommodations must submit appropriate 
documentation from a qualified healthcare professional to support their 
request. Please refer to LHC Policy 2, American with Disabilities Act, on 
procedures required for requesting an accommodation.  


 
E. Return to Work Process 


 
Employees who have been on leave due to a physical or mental health 
condition must obtain clearance from their healthcare provider before returning 
to work.  


 
IV. Definitions 
 


A. Fitness for Duty – An employee’s ability to perform the essential functions of 
their job in a safe manner, without posing a direct threat to the health or safety 
of themselves or others.  



Nakesla Blount

Take a look at 
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B. Essential Functions – The core duties and responsibilities of a job that an 
employee must be able to perform, with or without reasonable accommodation. 


C. Impairment - Any physical or mental condition that could adversely affect an 
employee's judgment, coordination, performance, or behavior, and could 
create a safety risk. Impairment may be caused by factors including, but not 
limited to: 


• Use of alcohol or drugs (legal or illegal) 
• Fatigue 
• Illness or injury 
• Prescription or over-the-counter medication 
• Stress or other emotional factors 


D. Licensed Medical Service Provider (LMSP) - A practitioner, as defined in 
Louisiana State Licensing Law (relative to the LMSP's field of service), who is 
practicing within the scope of his or her license. This includes licensed 
physicians or Medical Doctors, Doctors of Osteopathy or DO, or licensed 
Chiropractors, Counselors, or Therapists, as recognized and licensed by the 
appropriate state boards or authorities.  


 
V. Procedures 
 


A. Identification of Concerns 


The need for a Fitness for Duty Evaluation may arise from various sources, 
including but not limited to: 


a. Observable behaviors indicating impairment or inability to perform job 
duties safely and effectively. 


b. Reports from colleagues or supervisors regarding concerning behavior 
or performance. 


c. Reported medical or mental health issues that may impact job 
performance. 


Any concerns should be documented, including specific incidents or 
observations that led to the consideration of a Fitness for Duty Evaluation. 


B. Consultation 
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The immediate supervisor or manager should consult with the HR Director and, 
if necessary, legal counsel to discuss concerns and determine the appropriate 
course of action. 


The HR Director and/or legal counsel will provide guidance on the legal and 
ethical considerations involved in requesting a Fitness for Duty Evaluation. 


C. Notification 


Human Resources will notify the employee in question both verbally and in 
writing of the requirement to undergo a Fitness for Duty Evaluation. 


The notification, Request for Fitness for Duty form, will clearly outline the 
reasons for the evaluation and any relevant policies or procedures. The 
employee will also be provide a current copy of his/her job description.  


The employee shall be required utilize their sick and annual leave until the 
evaluation is complete and a decision is made for them to return to work.  


D. Selection of Evaluator 


The employee may take the Fitness for Duty Evaluation form to their healthcare 
provider for completion. 


E. Evaluation Process 


The Fitness for Duty Evaluation will involve a comprehensive assessment of 
the employee's physical and/or mental fitness to perform their job duties safely 
and effectively. 


The evaluation may include medical examinations, psychological 
assessments, interviews, and review of relevant medical records. 


F. Documentation 


All documentation related to the Fitness for Duty Evaluation, including 
correspondence, evaluation results, and any recommendations, will be 
maintained in the employee's confidential file. 


Documentation will be kept in compliance with applicable laws and regulations 
governing employee medical records. 


G. Follow-Up Actions 


Based on the results of the Fitness for Duty Evaluation, appropriate follow-up 
actions will be taken. 
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If the employee is deemed fit for duty, they will be informed accordingly, and 
no further action may be necessary. 


If the evaluation identifies concerns or limitations, HR and management will 
work with the employee to determine appropriate accommodations, 
rehabilitation, or other interventions as needed. 


 
VI. Violations of Policy 
 


Employees who fail to meet the physical or mental fitness requirements for their 
job duties or who fail to comply with the reporting requirements outlined in this 
policy may be subject to disciplinary action, up to and including termination of 
employment. 


 
VII. Questions 
 


Questions regarding this policy should be directed to Human Resources. 
 
 
 





		scan (004).pdf

		Draft Fitness For Duty r 4.2.24.pdf












































