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I Objective

The Americans with Disabilities Act (ADA) and the Americans with Disabilities
Amendments Act (ADAAA) are federal laws that require employers with 15 or more
employees to not discriminate against applicants and individuals with disabilities
and, when needed, to provide reasonable accommodations to applicants and
employees who are qualified for a job, with or without reasonable
accommodations, so that they may perform the essential job duties of the position.

Title I: Prohibits discrimination against qualified individuals with disabilities in all
employment practices, including recruitment, hiring, advancement, compensation,
fringe benefits, job training and other terms, conditions and privileges of
employment. Upon request, LHC shall engage in an interactive process and may
approve a reasonable accommodation, unless the requestor is not a qualified
individual; doing so poses an undue hardship to the agency; or poses a direct
threat to the health or safety of the individual with a disability or others.

Title lI: Ensures qualified individuals with disabilities have equal access to the full
range of programs, services, activities, and facilities of the agency. Upon request,
LHC may provide a reasonable accommodation, unless the requestor is not a
qualified individual; doing so would fundamentally alter the nature of the agency’s
service, program or activity; or poses a direct threat to the health or safety of the
individual with a disability or others.

Il Purpose

The purpose of this policy is to outline LHC standards and procedures for purposes
of ADA compliance.
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lll.  Applicability

This policy shall apply to all employees of LHC, applicants for employment, and
members of the general public that receive services from LHC.

V. Definitions

A. Disability: Under the ADA, an individual with a disability is a person who:
1. Has a physical or mental impairment that substantially limits one or more
maijor life activities;
2. Has a record of such impairment; or
3. Is regarded as having such impairment as described in item #1 above.

B. Impairment: Any physiological, mental, or psychological disorder or condition,
including those that are episodic or in remission, that substantially limits one or
more major life activities when active.

C. Substantially Limits: An impairment that prevents the ability of an individual
to perform one or more major life activities as compared to most people in the
general population when taking into consideration factors such as the nature,
severity, duration, and long-term impact of the condition. Such consideration
must be regardless of any mitigating measures such as modifications, auxiliary
aids, or medications used to lessen the effects of the condition (except for use
of ordinary eyeglasses or contact lenses).

D. Maijor Life Activities:

1. Generally, caring for oneself, performing manual tasks, seeing, hearing,
eating, sleeping, walking, standing, sitting, reaching, lifting, bending,
speaking, breathing, learning, reading, concentrating, thinking,
communicating, interacting with others, and working; and

2. The operation of a major bodily function, including functions of the
immune system, special sense organs, and skin; normal cell growth; and
digestive, genitourinary, bowel, bladder, neurological, brain, respiratory,
circulatory, cardiovascular, endocrine, hemic, lymphatic, musculoskeletal
and reproductive functions. The operation of a major bodily function
includes the operation of an individual organ within a body system.

E. Essential Functions: The fundamental and primary job duties of a position.
Considerations in determining whether a function is essential include such
factors as the written job description; whether the reason the position exists is
to perform that function; the limited number of employees available to perform
that function; and the degree of expertise required to perform the function.
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F. Qualified Individual:

1. Under Title |, an individual with a disability who meets the requisite skill,
experience, and education requirements for the position and who can
perform the essential functions of the position held or applied for, with or
without reasonable accommodation(s).

2. Under Title I, an individual with a disability who meets the essential
eligibility requirements for the receipt of services or the participation in
programs or activities provided by LHC, with or without reasonable
accommodation(s).

G. Reasonable Accommodations:
1. Under Title I, a modification or adjustment to the work environment that
will enable a qualified individual with a disability to:
a. Participate in the testing, application, and/or interview process;
b. Perform the essential functions of the job; or
c. Provide equal opportunity to the benefits and privileges of
employment.
2. Under Title I, a modification that permits an individual with a disability
to effectively communicate with LHC and/or ensure equal opportunity
relative to LHC’S programs, services, activities, and facilities.

H. Undue Hardship: An accommodation that would be unduly costly, extensive,
substantial, or disruptive, in light of factors such as the size of the agency, the
resources available, and the nature of the agency’s business operations.

I. Direct Threat: A significant risk of substantial harm to the health or safety of
an individual with a disability or others that cannot be eliminated or reduced by
reasonable accommodation.

J. ADA Coordinator: The LHC representative responsible for facilitating the
interactive, evaluation process relative to any request for accommodation,
whose name and contact information is provided below.

Name: Deniece Holliday

Section: Department of Human Resources
Address: 2415 Quail Drive, Baton Rouge, LA 70808
Phone #: (225) 763-8715

Email: dholliday2@lhc.la.qov
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V. Policy

It is the policy of LHC to fully comply with the provisions of Title | and Title Il of the
Americans with Disabilities Act (ADA), which ensures equal opportunity in
employment for all qualified persons with disabilities.

Pre-Employment medical examinations are not conducted or required for positions
allocated to the LHC. Any and all medical information and/or records provided to
the LHC subsequent to an offer of employment will be kept separate and
confidential.

All disabled employees and applicants may request reasonable accommodations.
An accommodation will be granted as long as such request does not create an
undue hardship or cause a direct threat to workplace safety. All employment
decisions are based on the merits of the situation in accordance with Article 10 of
the Louisiana State Constitution, Civil Service Rules, applicable court decisions,
and other defined criteria, not the disability of the individual.

Qualified employees with disabilities are entitled to equal pay and other forms of
compensation (or changes in compensation) in job assignments and are eligible
for promotional consideration. Leave of all types will be available on an equal
basis.

All fringe benefits, whether provided or administered by the LHC or another entity
on the LHC's behalf, must be available and accessible to persons with disabilities.
Training, conferences, and professional meetings, as well as allowable financial
support and leave pertinent to such activities, will be equally available and
accessible to all employees.

The LHC is also committed to not discriminating against any employee or applicant
because he/she is related to, or associated with, a person with a disability.

LHC will follow any state or local law that provides individuals with disabilities a
greater protection than the ADA.

This policy is neither exhaustive nor exclusive. The LHC is committed to taking all
other actions necessary to ensure equal employment opportunity for persons with
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disabilities in accordance with the ADA and all other applicable federal, state, and
local laws.

VI.  Procedures for Requesting A Reasonable Accommodation

It is the responsibility of the qualified individual with a disability to request a
reasonable accommodation(s) when needed. To do so, the individual:

e May initiate a request either verbally or in writing. If in writing, the
qualified individual with a disability should complete the Request for
Accommodation Forms. If the individual needs assistance to complete
the request form, LHC will provide such assistance;

e Must submit the request to the appropriate person for the nature of the
accommodation requested (as further explained below); and

e Must timely and cooperatively participate in the interactive process (as
further described therein).

If the accommodation request is from an LHC employee, he/she will be required,
as part of the interactive process, to provide the ADA Coordinator with medical
documentation from their health care provider describing the nature of the disability
and the functional limitations thereof.

A. Employment (Title I)
1. Application/Testing Process

A qualified individual with a disability may address an accommodation request
relative to the application and/or testing process to the following, dependent
upon the Job Type indicated on the vacancy announcement:

e For Classified Jobs: Contact State Civil Service, Test and Recruiting
Office at (225) 925-1911. For more information regarding
accommodations, applicants may go to:
https://jobs.civilservice.louisiana.gov/Testinformation?Accommo

dations.aspx

e For Unclassified Jobs: Contact LHC's Department of Human
Resources

Personnel Policy No. 2
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2. Interview Process

If contacted for an interview, a qualified individual with a disability should notify
the hiring manager at that time if an accommodation is needed to participate in
the interview and, if so, the nature of the accommodation. The hiring manager
shall notify and collaborate with the ADA Coordinator to address the
accommodation request.

3. Performance of Essential Functions

A qualified individual with a disability may address an accommodation request
related to the performance of the essential functions of a job to the following:

a. If needed prior to or at the time of hire for a position, the
accommodation request should be submitted to the person with
whom the individual interviewed.

b. If employed by LHC and needed for the current job held, the
accommodation request should be addressed to Human
Resources.

Such a request must include the duties the individual is unable to perform and
the accommodation(s) requested. Such accommodations may include job
restructuring, use of accrued paid leave (or once exhausted, unpaid leave),
modified or part-time work schedules, acquiring equipment, or reassignment.

4. Benefits and Privileges of Employment

An employee seeking an accommodation related to the benefits and/or
privileges associated with employment should notify Human Resources. Such
requests should include the benefits and/or privileges of employment in which
the individual is unable to participate and the accommodation requested. Such
accommodations may include restructuring work areas, lunchrooms, break
rooms, training rooms, and restrooms to make them available and accessible
to all employees.
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NOTE: Guidelines that govern facility standards are based on the date of the
original construction. Additional guidelines may apply when renovations or
alterations are undertaken. LHC shall coordinate construction and renovation
in conjunction with appropriate state departments, as well as building code,
regulatory, and leasing entities, as applicable.

5. Pregnancy, Childbirth, or Related Medical Condition

In accordance with La. R.S. 23:341-342, an applicant or employee with
limitations arising from pregnancy, childbirth, or related medical conditions may
request an accommodation from Human Resources. Such accommodations
may include but are not limited to: providing more frequent, compensated break
periods; providing a private place, other than a bathroom stall, for purposes of
expressing breast milk; modifying food or drink policy; and other
accommodations that permit the individual to reduce or eliminate the need for
leave.

NOTE: Accommodation requests and information collected during the
associated interactive process shall be limited to only those individuals with a
business need-to-know.

B. Effective Communication (Title II)

A qualified individual with a speech, hearing, or vision impairment may request
accommodation from the ADA Coordinator and will work with the individual so
that the individual can participate equally in LHC’s programs, services, and
activities. Anyone who requires service for effective communication should
contact the ADA Coordinator as soon as possible but no later than 48 hours
before the scheduled event.

C. Modifications to Policies, Procedures, or Facilities (Title Il)

A qualified individual with a disability seeking modifications to policies,
procedures, or facilities for equal opportunity to enjoy LHC's programs,
services, and activities should contact the ADA Coordinator. Such requests
should include the specific program, service, or facility that the individual is
unable to access and the accommodation(s) requested.
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VIl. Roles & Responsibilities

Managers/Supervisors should submit requests for accommodations for their
subordinate employees to the ADA Coordinator within the rules and provisions
outlined within this policy. The submission must contain adequate justification and
documentation to support the request.

Human Resource Staff shall provide accurate and timely information in response
to questions on this policy; assist in the interpretation of rules and regulations
related to this policy; and provide guidance to employees and managers on the
administration of this policy. Human Resource staff shall also be responsible for
conveying all requests for reasonable accommodations in the applications process
to management and civil service, when applicable. Human Resources Staff shall
be responsible for collecting and maintaining documentation of the interactive
process related to accommodations requested and discussed; any equally
effective accommodations identified; business reasons for decisions made; and
actions taken on all accommodation requests. This documentation is necessary in
order to satisfy annual reporting requirements pursuant to La. R.S. 46:2596.

LHC Employees shall report actual and suspected violations of this policy to the
appropriate authority.

VIil. Internal Complaint Procedure

The following internal grievance procedures are available to individuals with
disabilities for resolution of complaints regarding the disposition of an accommodation
request or asserting any action that would be prohibited by the ADA:

A. Employees: LHC employees may file an internal grievance in accordance with
Policy No. 29, Grievances, and elevate the complaint directly to Step 3.

B. Applicants or General Public: Complaints regarding the
application/testing/interview process or accessibility of a program, service, or
activity of the LHC may be addressed to the Human Resources Director, by
writing to: 2415 Quail Drive, Baton Rouge, LA 70808; or calling (225) 763-8700.
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IX. Protections

No individual shall be discriminated or retaliated against, coerced, intimidated,
threatened, harassed, or interfered with for:

e Making an accommodation request;

e Opposing any act or practice made unlawful by the ADA;

e Filing a charge, testifying, assisting, or otherwise participating in an
investigation, proceeding, or hearing to enforce any provision of the ADA,;

e Aiding or encouraging another individual in the exercise of any right granted
or protected by the ADA; or

e Having a family, business, social or other relationship or association with an

individual with a known disability.

X. Questions

Questions relating to this policy and/or the employment provisions of the ADA (Title
I) should be referred to the Human Resources Division.
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Reasonable Accommodation

Request Form Americans with Disabilities Act(ADA)

The purpose of this form is to assist LHC in determining whether, or to what extent, a reasonable
accommodation is required for an employee with a disability to perform one or more essential functions of
his/ her job safely and effectively. This form must be maintained separately from the employee’s official
personnel file and be treated with strict confidentiality.

INSTRUCTIONS

EMPLOYEE: Answer all questions to the best of your knowledge.
Please be sure to sign and date the form. Give completed form and any other documentation relating to
your request (i.e. physician notes, additional sheets, etc.) to the Human Resources Division.

SECTION I: EMPLOYEE INFORMATION

Name Date of Request
Department Personnel #
Job Title Worl #
Supervisor's Name Work #

Reg. Work Schedule:
SECTION Il: ACCOMMODATION REQUESTED
What specific accommodation(s) are you requesting?

Is your accommodation(s) request time sensitive? J YES [0 NO

If you are unable to explain what specific accommodation(s) you are requesting, please list any
suggestions regarding what type of accommodation may be necessary.

What, if any, job function(s) are you having difficulty performing?

What limitations are interfering with your ability to perform your job? (It is not necessary to indicate a
medical diagnosis or condition.)

Have you received any accommodations from previous employers for this same O YES [ NO
limitation? If yes, what were they and how effective were they?

| authorize the release of necessary confidential medical and health information regarding my medical and health
condition to LHC Human Resources. | also attest to the fact that a copy of the job description (SF-3) has been given
to me for review and reference.

Employee Signature Date

L
. Louisiana Housing





Accommodation Medical

Certification Americans with Disabilities Act (ADA)

SECTION 1: For Completion by Human Resources

INSTRUCTIONS:
Please complete Section 1 before giving this form to your employee. The employee's physical demands
and job duties must be attached to this certification for the medical provider to review.

Employee Name Date of Request
Job Title Check box if attached:
[ Job Description
Regular Work Schedule O] Physical
Demands

SECTION 2: For Completion by the Health Care Provider

INSTRUCTIONS:

A request for a reasonable accommodation has been made by the above employee. We are requesting that you
provide feedback to the following questions based on your medical expertise. Please answer each question fully and
completely. Limit your responses to the condition for which the employee is seeking accommodation and you are
specifically treating. Please be sure to sign and date the last page of this form.

The Genetic Information Nondiscrimination Act (GINA) prohibits employers and other entities covered by GINA Title If
from requesting or requiring genetic information of an individual or family member of an individual, except as
specifically allowed by the law. To comply with this law, we are asking that you do not provide any genetic information
when responding to this request for medical information. "Genetic information" as defined by GINA includes an
individual's family medical history, the results of an individual’s or family member's genetic tests, the fact that an
individual's family member sought or received genetic services, and genetic information of a fetus carried by an
individual or an individual's family member or an embryo lawfully held by an individual or family member receiving
assistive reproductive services.

Provider's Name:

Provider's Business Address:

Type of Practice/Medical Specialty:

Telephone Number:

Please review the attached physical demands and job duties to answer the following:

1. Is the employee able to perform the essential job functions of this
position with or without a reasonable accommodation? (] YES 00 NO
If yes, please continue to Question 2.
If no, how long will the employee be unable to perform these job duties?

Num. of Weeks: Num. of Months: Permanent: [
2. Does the employee have a physical or mental impairment?

If no, please sign and date this form and return fo the employee. O YES O NO
If yes, what is the impairment?

3. What limitation(s) is interfering with the patient/employee's ability to perform his/her job functions?

i‘ Louisiana Housing
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Accommodation Medical

Certification Americans with Disabilities Act (ADA)

4. What adjustments to the work environment or positions responsibilities would enable the
employee to perform the essential function of his/her position?

5. What, if any, adjustments need to be made to the employee's regular work schedule (see Section
1) to enable the employee to perform the essential job functions of his/her position?

6. How would your suggestions improve the employee's ability to perform the essential job
functions?

7. How long will the employee need the reasonable accommodation? If unable to provide a date,
when will he or she be medically reevaluated?

Additional Information: Identify question number with your additional answer, if applicable.

Health Care Provider's Signature Date
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LOUISIANA HOUSING CORPORATION PERSONNEL POLICY NO. 3

SUBJECT: STUDENT APPOINTMENTS

Review Dates:

7/2012; 8/2018

Approval: Kevin Brady | Date:
Approval: / / / E‘Kelth Cunningham | Date:
SUMMARY OF CHANGES
Date Author Change Description
Removed specific student pay rates. Pay rates change
and become obsolete too often to document in policy.
Also, some hourly rates are higher than regular classified
employee hourly rates.
07/18 K. Brady Took out references to student employees under the age

of 18; LHC does not hire students younger than 18.
Rewording, acronym, punctuation, and grammar
corrections.

Changed when students receive pay increases.
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II.

III.

Policy

It is the policy of the Louisiana Housing Corporation (LHC) that the employment of
student workers shall serve to enhance services and accomplish the mission of the
Corporation. This policy shall serve to ensure equity and compliance in all student
employment practices in accordance with federal and state laws and Civil Service rules.

Selection and Appointment

1.

To be employed by the LHC, a student must meet the definition of Bona Fide Student
as defined by Civil Service Rules as a person enrolled in an accredited high school,
college, or university in the State, or a person enrolled in a State-operated technical
college, in a sufficient number of courses and classes to be classified as a full-time
regular student under the criteria used by the institution in which the student is
enrolled; or a person enrolled in an off-campus college work-study program in a
proprietary institution of higher education as defined in Section 102(b) of the Higher
Education Act of 1965, as amended.

A bona fide student shall retain full-time status during breaks, which occur in the
course of or between sessions, including summer breaks.

Students may not be employed in the same department as or report to another family
member who is also an employee of the Corporation, as follows: sister, brother, son,
daughter, mother, father, grandchild, grandparent, aunt, uncle, niece, nephew,
stepchild, and stepparent.

Final employment approval is contingent upon receipt and verification of eligibility
as certified by the documentation listed below.
e Application for Student Employment
e Verification of Bona Fide student status from the learning institution’s Registrar’s
Office
Proof of selective service registration for all males between the ages of 18 and 26.
e A satisfactory pre-employment drug test.

Recertification of Student Status

1.

Each student must present documentation at the beginning of each semester to prove
they continue to qualify as a Bona Fide Student. Documentation is obtained from the
Registrar’s Office at the student’s college, university, or school and must be certified.

Personnel Policy No. 03
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Failure to present & current documentation of student status shall result in termination
of student employment.

2. The student shall promptly notify the Human Resources office of any change in status
as a student, including reduction in courses taken, termination of student status, or
scholastic probation.

3. A student who is a Bona Fide Student in the spring semester and plans to be a Bona
Fide Student in the fall semester is not required to attend summer school i-erder to
be eligible to work during the summer. The student would need to prove Bona Fide
status for the spring semester and documentation that they are registered as a Bona
Fide student for the fall semester.

Secondary Employment

Secondary employment should not interfere with the regular work of the student
employee and shall not represent a conflict of interest. Conducting work of a secondary
employment while on the job with the Louisiana Housing Corporation is strictly
prohibited.

Termination of Employment

Student employment is categorized as unclassified service under Civil Service Rules,
which allows the Appointing Authority of the LHC to terminate student employment at
any time.

Students who voluntarily choose to separate employment must provide written notice to
their supervisor and complete an Exit Interview Form prior to the last day of
employment.

Work Hours

1. The number of hours worked by a student shall be limited to 20 hours per week. Any
work schedule resulting in work hours over the established limit must be pre-
approved, in writing, by the Human Resources Director.

2. Students may work up to 40 hours per week during breaks and summer months if
they are not full-time students in the summer months.

3. Students may work an approved schedule for any period between 8:00 a.m. and 4:30
p.m. on a regular workday.

4. Students are not permitted to work overtime unless prior approval from the

Personnel Policy No. 03
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Appointing Authority is obtained.

VII. Pay
Student employees shall be paid on an hourly basis;-and only for those hours actually
worked. Student pay shall be determined by education level, experience, and job duties.

1. Pay Periods
Student employees are paid every other Friday following the last day of the pay

period. Any questions regarding payroll or any detection of an error should be
reported to Payroll.

2. Payroll Deductions
Mandatory payroll deductions result from provisions of law for a student. These
provisions include federal and state income taxes, Social Security, and Medicare tax.

3. Pay Increases
Students may be eligible for a pay increase when they elevate from one classification

to the next, i.e. sophomore to junior.
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1. Objective

The Louisiana Housing Corporation (LHC) is an equal opportunity employer. In
accordance with anti-discrimination law, it is the purpose of this policy to invoke
these principles and mandates. LHC prohibits discrimination and harassment of
any type and affords equal employment opportunities to employees and applicants
without regard to race, color, religion, sex, sexual orientation, gender identity or
expression, pregnancy, age, national origin, disability status, genetic information,
protected veteran status, or any other characteristic protected by law. LHC
conforms to the spirit as well as to the letter of all applicable laws and regulations.

Il. Applicability

The policy of equal employment opportunity (EEQ) and anti-discrimination applies
to all aspects of the relationship between the LHC and its employees, including:

Recruitment.

Employment.

Promotion.

Transfer.

Training.

Working conditions.

Wages and salary administration.

Employee benefits and application of policies.

The policies and principles of EEO also apply to the selection and treatment of
independent contractors, personnel working on our premises who are employed
by temporary agencies, and any other persons or firms doing business for or with
LHC.

Personnel Policy No. 4
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Iv.

Policy

The Louisiana Housing Corporation is an equal opportunity employer. In
accordance with applicable law, we prohibit discrimination against any applicant or
employee based on any legally recognized basis, including, but not limited to: race,
color, religion, sex (including pregnancy, lactation, childbirth or related medical
conditions), sexual orientation, gender identity, age (40 and over), national origin
or ancestry, citizenship status, physical or mental disability, genetic information
(including testing and characteristics), veteran status, uniformed service member
status or any other status protected by federal, state or local law.

Our commitment to equal opportunity employment applies to all persons involved
in our operations and prohibits unlawful discrimination by any employee, including
supervisors and co-workers.

Procedure

LHC administers our EEO policy fairly and consistently by:

= Posting all required notices regarding employee rights under EEO laws in
areas highly visible to employees.

= Advertising that we are an equal opportunity employer on all job postings.

» Posting all required job openings with the appropriate state agencies.

= Forbidding retaliation against any individual who files a charge of
discrimination, opposes a practice believed to be unlawful discrimination,
reports harassment, or assists, testifies, or participates in an EEQ agency
proceeding.

* Requires employees to report to a member of management, any member
of HR, or the Executive Counsel any apparent discrimination or harassment.
The report should be made within 48 hours of the incident.

Harassment

Harassment is a form of unlawful discrimination and violates LHC policy.
Harassment includes unwelcome conduct that is based on race, color, religion,
sex, sexual orientation, gender identity or expression, pregnancy, age, national
origin, disability status, genetic information, protected veteran status, or any other
characteristic protected by law. Harassment becomes unlawful where:

Personnel Policy No. 4
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= Enduring the offensive conduct becomes a condition of continued
employment, or

= The conduct is severe or pervasive enough to create a work environment
that a reasonable person would consider intimidating, hostile, or abusive.

LHC encourages employees to report all incidents of harassment to 2 member of
management or the HR department. LHC conducts sexual harassment prevention
training for all employees and maintains and enforces a separate policy (Policy 8,
Sexual Harassment and Policy 34, Harassment and Workplace Violence) on
harassment prevention, complaint procedures, and penalties for violations. The
LHC investigates all complaints of harassment promptly and fairly, and, when
appropriate, takes immediate corrective action to stop the harassment and prevent
it from recurring.

VL. Violations.
Violations of this policy, regardless of whether an actual law has been violated, will
not be tolerated. LHC will promptly, thoroughly, and fairly investigate every issue

that is brought to its attention in this area and will take disciplinary action, when
appropriate, up to and including termination of employment.

VIl. Questions.

Questions regarding this policy should be directed to Human Resources.

Personnel Policy No. 4
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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
seg. 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)

b)

d)

Report for duty in the physical and mental condition which maximizes his/her
ability to perform assigned tasks in a competent and safe manner;

Promptly and cooperatively submit to drug/ alcohol testing when required by a
supervisor or appointing authority;

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

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)

b)

For purposes of this Policy, a controlled dangerous substance is any drug,
substance, or immediate precursor in Schedules | through V of La. R.S. 40:964 or
Section 202 of the Controlled Substances Act (21 U.S.C. 812).

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.





3)

4)

5)

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.

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.

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.

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;

¢) When the last urine specimen provided by the individual was verified by the
Medical Review Officer as adulterated; or





3)

4)

5)

6)

7)

8)

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.

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.

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.

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.

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).

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.

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





9)

tested in a different DHHS certified laboratory. This split sample testing shall be allowed
if timely requested and performed at the employee’s expense.

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)

2)

3)

4)

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.

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.

An employee occupying a safety-sensitive position will be immediately removed from
performing safety-sensitive functions in the event of a positive alcohol test.

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.

data in

Disciplinary action will be taken after a complete and thorough review of the applicable
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. Ata 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 DWI1 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/fon 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.

Approved by:

Date
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l. Objective

It is the position of the Louisiana Housing Corporation that all employees and
applicants for employment be evaluated based on individual merit, professional
qualifications, and performance and be treated fairly during their employment. This
policy establishes rules for the conduct of personal relationships between
employees, including supervisory personnel, in an attempt to prevent conflicts and
maintain a productive and friendly work environment.

1. Applicability

This policy shall apply to all employees of Louisiana Housing Corporation (LHC),
hereinafter referred to as “LHC”.

. Definitions

1. Immediate Family:

Mother, father, child, sister, brother, spouse, any step-relation, domestic
partner, grandparent, uncle, aunt, cousin, and in-law of the same relation as
any of the foregoing.

2. Household:

Anyone with whom the employee shares a house, apartment, or other similar
living arrangements.

3. Nepotism:

Preference in employment or promotion on the basis of a family relationship
rather than on the basis of merit.

Personnel Policy No. 6
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4. Personal Relationship:

A relationship between individuals who have or have had a continuing
relationship of a romantic or intimate nature.

IV. Policy

An employee who is involved in a personal relationship with another employee
may not occupy a position in the same department, work directly for, or supervise
the employee with whom he or she is involved.

LHC reserves the right to take prompt action if an actual or potential conflict of
interest arises concerning individuals who engage in a personal relationship that
may affect the terms and conditions of employment. Supervisors and managers
are prohibited from dating subordinates and may be disciplined for such actions,
up to and including termination.

When a change in circumstance during the course of employment creates a
conflict with this policy, both employees must report the potential conflict of interest
to his or her Department Head and Human Resources immediately but no later
than ten (10) calendar days of the event. Conflicts that may arise include but are
not limited to:

e colleagues become related as a result of marriage,

e dating,

e living together, or

e an employee is transferred, resulting in an employee being in a position of

unequal authority to another family member or related person

Both affected family members or related persons must take steps to eliminate the
potential or actual conflict within 30 calendar days of the event. The employees
may work with their manager and Human Resources to consider possible
resolutions. If the employees are not able to eliminate the potential or actual
conflict of interest in a manner acceptable to LHC, LHC has sole discretion to
determine the appropriate resolution, including transferring or separating one or
both of the involved employees.
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V. Exceptions

Requests for exceptions to this policy, including situations in which one employee
currently is in a position of unequal authority over a family member or related
person, must be made in writing to the Executive Director for review and approval.
Such requests should identify how potential conflicts of interest are mitigated. Due
to constantly changing circumstances, LHC may withdraw any exception at any
time.

VI. Retaliation

No member of the LHC may retaliate against an individual because of the
individual's good faith participation in:
e Reporting or otherwise expressing opposition to, suspected or alleged
misconduct;
e Participating in any process designed to review or investigate suspected or
alleged misconduct or non-compliance with applicable policies, rules, and
laws.

VIl. Violations

1. Individuals who knowingly or intentionally file a false report or provide false or
misleading information in connection with an investigation may be subject to
disciplinary action up to and including termination of employment.

2. Failure to comply with this policy, including a failure of parties in a personal
relationship to report a nepotism situation or personal relationships as required
by this policy, may result in disciplinary action. When parties to a nepotism
situation or personal relationships fail to participate in the processes described
herein, the matter will be reported to the Executive Director, and disciplinary
action may be imposed.

VIlIl. Questions

Questions regarding this policy should be directed to Human Resources.

Personnel Policy No. 6
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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.

Applicability.
This policy shall be applicable to all LHC employees requesting to fill or applying
for a classified employment vacancy.

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.

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 2 of 7





A

V1.

Louisiana Housing
Corporation

5.

6.

7.

Following receipt of required approvals, the Human Resources Department
will announce the vacancy through the Civil Service LA Careers website.

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.

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.

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.
2.

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

Non-competitive re-employment of a former employee based on prior state
service under provision of Civil Service Rule 23.13 (a).

Demotion of a permanent classified employee.

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

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.

Employees applying for vacancies.

1.

2.

All employees will be informed of the intent to fill vacancies through electronic
postings of classified employment vacancies.

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.

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.

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.

VIIl. 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.

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

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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4.

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.

. 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.

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

Human Resources.

a.

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

. Responds to questions posed by employees and applicants regarding the

application process.

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

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

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

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

for employment.

Employees.

a.

Adhere to the stipulations as outlined in this policy.

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

the LA Careers announcement.

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

. 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.

Personnel Policy No. 7
Page 7 of 7






Louisiana Housing

Corporation

'

LOUISIANA HOUSING CORPORATION POLICY NO. 9
SUBJECT: PERFORMANCE PLANNING and EVALUATION
Review Dates: | 10/20 R

Approval: \_//// / (/\/ St \\ Q%\/V)

Kevin/Brady, Hum_g_nj( R§ssources Director

Approval: v i : v
- Date; N8§
E. Keith Cunningham, Jr., Executive Directo;%/\(\. / g@é@
U <~
SUMMARY OF CHANGES
Date Author Change Description

Added coaching requirements

Changes in grammar and punctuation.

Omitted gender specific pronouns.

Removed references to performance adjustments
Changed format to more closely mirror Civil Service
Rules Chapter 10 Performance Evaluation System

10/20 K. Brady

e & ® o @

Personnel Policy No. 9
Page 1 of 8





B
Louisiana Housin
gl coulsian g

Iv.

Policy.

A good performance evaluation system provides a mechanism for an employer to
evaluate the talent, skills, and abilities of staff. It also provides an opportunity for
the employee and supervisor to have one-on-one discussions of expected job
performance.

In accordance with Civil Service Rules Chapter 10, all classified employees are
evaluated annually on their individual performance goals and standards on a
focused evaluation date, July 1. In addition to the annual focused evaluation
date, coaching sessions are conducted and documented throughout the year in
October, January, and April.

Applicability.
This policy shall be applicable to all classified employees of the Louisiana
Housing Corporation, except When Actually Employed (WAE) employees.

Performance Evaluation System.

The Performance Evaluation System (PES) is the method used to assess the
individual performance of classified employees annually. The standard
evaluation period is July 1 through June 30. The PES requires the components
below.

1. Employees to be given a plan that lists the basis on which their performance
will be evaluated during the year.

2. The supervisor to meet with the employee in a “planning session” to discuss
the expectations for evaluating performance.

3. The use of a standard form on which both the performance plan and the
evaluation are documented.

4. The use of three standard terms to describe an employee’s overall level of
performance and behavior.

5. That all employees have access to instructions on how the PES works.

Evaluators.
1. Evaluating Supervisor: observes, documents, and evaluates an employee’s
performance and behavior. The role of the Evaluating Supervisor includes:

a. Developing a performance plan for the employee stating the expected
performance and behavior expectations for the performance period;
b. Documenting the planning session occurred;
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c. Providing feedback through coaching sessions throughout the
performance period; and

d. Evaluating the overall performance after the performance period has
ended.

2. Second Level Evaluator: reviews the PES documents prepared by the
employee’s Evaluating Supervisor prior to the employee receiving the
documents to ensure they are appropriate and objective. The role of the
Second Level Evaluator includes:

a. Assessing if performance plans and evaluations are developed and
carried out by their subordinate supervisors in accordance with LHC's
mission; and

b. Approving the performance plan and evaluation created by the Evaluating
Supervisor before being discussed with the employee.

V. Performance Planning.
Each performance year, Evaluating Supervisors are required to:
e prepare a performance plan for subordinates;
e discuss the plan with the employee;
e obtain signatures or acknowledgment; and
e deliver a copy of the plan to the employee.

1. The Evaluating Supervisor prepares a performance plan for each employee at
the beginning of the performance period listing the work tasks and behavior
standards for which the employee will be evaluated during the performance
period. The work tasks and behavior standards are written on the planning
document.

2. The Evaluating Supervisor seeks and receives approval from the Second
Level Evaluator before discussing the planning document with the employee.

3. The Evaluating Supervisor conducts a planning session with the employee to
discuss the expectations and gain feedback from the employee. If changes
are required after discussion with the employees, the Evaluating Supervisor
can make necessary changes after ensuring the Second Level Evaluator is
aware of the change.
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4. During the planning session, the Evaluating Supervisor will deliver the
planning document to the employee and discuss the expectations for the
employee’s performance and behavior.

5. The Evaluating Supervisor and the employee will sign (or document
acknowledgment) and date the planning document. The employee is given a

copy.

6. Should the employee refuse to sign the document, the Evaluating Supervisor
shall note this on the form with the date to indicate the planning session
occurred. An employee cannot prevent the planning session from occurring
by refusing to sign the form.

7. The Evaluating Supervisor submits the original planning documents to Human
Resources.

8. Planning sessions are required to be conducted within three months of the
following:
a. The appointment of a new employee;
b. The permanent movement of an employee into a different position, with a
different position number and significantly different job duties; or
c. The beginning of the new performance period.

Performance Coaching.

Over the course of the year, the Evaluating Supervisor monitors the performance
of the employee based on the expectations in the performance plan. The
Evaluating Supervisor should have an on-going communication with the
employee providing support, information, resources, training, and
encouragement. Concerns about performance should be raised as they are
recognized to allow the employee to address the issues and change the
performance.

1. Coaching Sessions are required by October 31, January 315!, and April 30,

2. The Evaluating Supervisor reviews the Performance Planning document for
the employee.

3. The Evaluating Supervisor prepares notes on performance and/or behavioral
expectations. The PES Interim Discussion Form is used to document the
session.
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4. The Evaluating Supervisor conducts a Coaching Session with the employee
to discuss progress and gain feedback from the employee. Additional notes
and expectations should be attached to the Interim Discussion Form during
the discussion with the employee.

5. During the Coaching Session, the Evaluating Supervisor will discuss the
notes and comments.

6. The Evaluating Supervisor and the employee will initial and date the PES
Interim Discussion Form. The employee is given a copy of the form and the
notes. Notes should be dated.

7. The Evaluating Supervisor submits a copy of the PES Interim Discussion
Form only to Human Resources for each Coaching Session by November 7,
February 7', and May 7%. It is not necessary to submit notes until the annual
evaluation is conducted.

8. The Evaluating Supervisor keeps the original form and attachments to use for
the next Coaching Session during the performance period and the final
annual evaluation.

9. The Evaluating Supervisor submits the original PES Interim Discussion Form
and attachments with the annual Performance Evaluation.

Performance Evaluation.

1. At the end of the performance period, the Evaluating Supervisor determines
the overall performance of an employee. The value assigned will be one of
the following:

e Exceptional: work and behavior consistently exceeded the
performance criteria.

e Successful: work and behavior met the performance criteria.

e Needs Improvement/ Unsuccessful: work and/or behavior did not meet
the performance criteria.

2. An Evaluating Supervisor may assign an employee who works less the three
calendar months in the evaluation period a rating of “Not Evaluated.” The
effect of a “Not Evaluated” rating is equivalent to a “Successful” rating. “Not
Evaluated” may only be given when:
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a. The employee is an active employee on June 30"; and

b. The employee has worked less than three months within the
performance period; and

c. The appointing authority determines that not enough time has
elapsed to create an evaluation.

. When it is determined that an employee was evaluated in violation of these
rules, the employee will receive an evaluation of “Unrated”. “Unrated” will
have the same effect as a “Successful” evaluation.

. Official evaluations are required for all classified employees, excluding WAEs.
The evaluation is based on the work tasks, behavior standards, and
expectations as stated in planning and coaching session documents.

. Official evaluations are completed after the performance period and must be
issued to the employee by July 318t. The effective date of the evaluation is
July 1st,

. Evaluations are official the day they are given to the employee. To issue an
official evaluation, the supervisor must:

a. Complete the evaluation form after June 30" of each performance
period;

b. Provide documentation to support an evaluation of “Exceptional” or
“Needs Improvement/ Unsuccessful”;

c. Obtain the Second Level Evaluator's approval prior to discussion with
the employee;

d. Discuss the evaluation with the employee and present the evaluation
to the employee for signature and date; and

e. Ensure the employee receives a copy.

. If the employee refuses to sign the evaluation form, the Evaluating Supervisor
will document this on the form and date it. The employee’s refusal to sign the
evaluation does not prevent the evaluation from being official.

. Evaluations of “Unrated” will be indicated on the final overall evaluation form
by the evaluating supervisor, second level reviewer, or Human Resources.
The Evaluating Supervisor must notify the employee when assigned an
official evaluation of “Unrated”.
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VIIL.

IX.

Effects of Needs Improvement/ Unsuccessful Evaluation

i

An evaluation of “Needs Improvement/ Unsuccessful” is not a disciplinary
action.

Any employee who receives an official evaluation of “Needs Improvement/
Unsuccessful” shall not be:

a. Eligible for promotion or permanent status; or
b. Eligible to be detailed to a higher position without prior approval of the
Director of Civil Service.

An employee whose overall evaluation is “Needs Improvement/
Unsuccessful” may be separated or disciplined in accordance with the Civil
Service Rules applicable to the employee’s status.

Permanent employees have the right to request a review of a “Needs
Improvement/ Unsuccessful” overall rating.

Review Requests.

1.

Agency Review Requests.
a. A permanent employee who receives an overall performance
evaluation of “Unrated” or “Needs Improvement/Unsuccessful” may
request an official review of that evaluation by an agency reviewer.

b. The appointing authority shall designate an agency reviewer. The
reviewer may not be the Evaluating Supervisor or the Second Level
Evaluator for the evaluation under review.

c. The official evaluation may only be changed by the agency reviewer.

d. A request for review must be submitted in writing and postmarked or
received in Human Resources by September 15%. In the request for
review, the employee must explain and provide supporting
documentation for the request.

e. If the request for review is timely, the agency reviewer must review the
employee’s request, the evaluation given and any supporting
documentation provided. The contested evaluation must be discussed
with both the employee and the Evaluating Supervisor.
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The agency reviewer shall give the employee, the Evaluating
Supervisor, and Human Resources written notice of the results of the
review. This notification shall be provided no later than October 15%.
Any change in evaluation shall be retroactive to July 15t

The performance evaluation form, the employee’s request for review,
the agency reviewer’s decision, the supporting documentation attached
to the performance evaluation, and any documents requested during
the review will maintained in the employee’s personnel file.

2. Request for Review by the Director of Civil Service:

a.

A permanent employee who receives an official evaluation of “Needs
Improvement/Unsuccessful” following an agency review may request a
review by the Director of Civil Service.

A request for review must be postmarked or received by the Director no
later than ten (10) calendar days following the date the employee
received the agency reviewer’s decision. In the request, the employee
must explain why they are contesting the decision of the agency
reviewer.

If the request for review is timely, the Director or their designee shall
obtain and review the employee’s performance file. The Director may
either affirm the overall evaluation or change the overall evaluation to
“Unrated”. The Director’s decision shall be final.

The Director will issue a written decision to the employee, evaluating
supervisor, and Human Resources no later than thirty (30) calendar days
following the date the request for review was received.

X. Questions.
Questions regarding this policy should be directed to Human Resources.
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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.

1. PURPOSE:

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

I1l.  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.

V. 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






LOUISIANA HOUSING CORPORATION
POLICY NO. 12

SUBJECT: FAMILY AND MEDICAL LEAVE ACT POLICY

PURPOSE:

The purpose of the Family and Medical Leave Act (FMLA) is to balance the demands of
the workplace with the needs of the family. This policy is designed to inform our employees of
the circumstances under which FMLA leave may be taken or required, and to provide a
consistent procedure for implementing the requirements of the Act.

APPLICABILITY

Eligible employees of the Louisiana Housing Corporation (LFHA) are entitled to the
benefits provided by this Act. To be an “eligible employee”, you must have been employed by
the State of Louisiana for at least twelve months and must have worked at least 1,250 hours
during the previous twelve month period.  Special rules apply to employees returning from
fulfilling National Guard or Reserve military obligations.”

POLICY
I.
Duration of FMLA Leave

The FMLA provides job-protected leave for up to twelve (12) weeks in any twelve (12)
month period. LHC calculates the twelve month period from the date of the employee’s first use
of such qualifying leave. If the employee normally works a part-time schedule or variable hours,
the FMLA leave entitlement is determined on a pro rata or proportional basis.

I1.
Circumstances Under which FMLA Leave May Be Taken

A) For birth of a son or daughter of the employee for the purpose of caring for the
newborn. An employee’s entitlement to this leave expires at the end of the twelve month
period beginning on the date of birth.

B) For placement of a child with the employee for adoption or foster care. An
employee’s entitlement to this leave expires at the end of the twelve month period
beginning on the date of placement.

O) In order for the employee to care for one of the following family members when the
family member suffers from a “serious health condition”:






D)

)

2)

3)

Spouse of the employee;
“Spouse” is defined by state law where the employee resides. Louisiana does not
recognize common law marriages.

Son or daughter of the employee,;

“Son” or “Daughter” includes a biological, adopted or foster child; step-child;
legal ward; or child of a person standing in the place of a parent. A son or
daughter must be either under eighteen years of age or eighteen years of age or
older and incapable of self-care because of a mental or physical disability; or

Employee’s parent.
“Parent” includes biological parents as well as individuals who stood in the place
of an employee’s parent when the employee was under eighteen years of age.

NOTE: An employee’s care for a family member with a serious health condition
encompasses both physical and psychological care. It includes situations where,
for example, because of a serious health condition, the family member is unable
to care for his or her own basic medical, hygienic or nutritional needs or safety, or
is unable to transport himself or herself to the doctor. This also includes
providing psychological comfort and reassurance which would be beneficial to
the family member who is receiving inpatient or home care. Also included are
situations where the employee may be needed to fill in for others who are caring
for the family member, or to make arrangements for changes in care, such as
transfer to a nursing home.

Because of a ‘serious health condition” of the emplovee that renders the employee

unable to perform the functions of his or her position. An employee is “unable to

perform the functions of his or her position” where a health care provider finds that the

employee is unable to work at all or is unable to perform any one of the essential
functions of the employee’s position within the meaning of the Americans with
Disabilities Act and the Code of Federal Regulations. An employee who must be absent
from work to receive medical treatment for a serious health condition is considered to be

unable to perform the essential functions of the position during the absence for
treatment.

it

I
Service Member Family Leave

Eligible employees may be entitled to FMILA leave to deal with exigent circumstances
arising from the active duty or call to active duty of a family member who is not in the regular
military or to care for a service member who has a serious injury or illness. The particulars
concerning Service Member Family Leave are included in a supplement to this policy which can
be obtained from the Human Resources Section. Leave entitlement for Service Member Family
Leave ranges from five days to twenty-six weeks, depending upon the circumstance.

IV.
Spouses Employed By the State of Louisiana

In the event a husband and wife are both employed by the State of Louisiana and both are





entitled to FMLA leave, the combined total number of workweeks of FMLA leave to which they
are jointly entitled is limited to twelve (12) workweeks during any twelve (12) month period if
leave is taken:

A) For birth of a son or daughter of the employee for the purpose of caring for the
newborn;

B) For placement of a son or daughter with the employee for adoption or foster care;
or

C) In order to care for a sick parent when he or she suffers from a “serious health
condition”.

The determination of spouses’ entitlement to FMLA leave is complex and requires
scrutiny of the particular circumstances. Notwithstanding the availability or limitations upon
FMLA leave for certain circumstances, spouses jointly employed by LHC or the State of
Louisiana may request and receive approval to use annual leave at the discretion of the
Appointing Authority/ Appointing Authority.

VQ
What Is A “Serious Health Condition”?

A “serious health condition” is an illness, injury, impairment, or physical or mental
condition that involves either inpatient care in a hospital, hospice, or residential medical care
facility or continuing treatment by a health care provider. A “health care provider” is either a
doctor of medicine or osteopathy certified to practice medicine or surgery or any other person

determined by the Secretary of Labor to be capable of providing health care services.” Leave
due to a “serious health condition” can be categorized as follows:

4. “Inpatient care”: Includes an overnight stay in a hospital, hospice or residential
medical care facility, including any period of incapacity or any subsequent
treatment in connection with the inpatient care. For purposes of the FMLA,
“incapacity” means inability to work, attend school or perform other regular daily
activities due to the serious health condition, treatment thereof or recovery
therefrom,;

B. Absence Plus Treatment: Includes a period of incapacity of more than three
consecutive calendar days, and any subsequent treatment or period of incapacity
relating to the same condition that also involves:

1) Treatment two or more times by a health care provider; or
i) Treatment on at least one occasion by a health care provider which results
in a regimen of continuing treatment under the supervision of the health

care provider;

Pregnancy: Any period of incapacity due to pregnancy or prenatal care;

D. Chronic Condition Requiring Treatment: Includes any period of incapacity or





treatment for such incapacity due to a chronic serious health condition. A
“chronic serious health condition” is one which:

(1) Requires periodic visits for treatment;

(i)  Continues over an extended period of time, including recurring episodes
of a single underlying condition; and

(1))  May cause episodic rather than a continuing period of incapacity (asthma,
diabetes, epilepsy, etc.);

E. Permanent/Long-Term Condition Requiring Supervision: Includes a period of
incapacity which is permanent or long-term due to a condition for which
treatment may not be effective (i.e. Alzheimer’s disease, severe stroke, or
terminal stages of a disease). The employee or family member must be under
continuing supervision of a health care provider;

F. Multiple Treatment for Non-Chronic Condition:  Any period of absence fo
receive multiple treatments (including recovery therefrom) either for a restorative
surgery after an accident or other injury, or for a condition that would likely result
in a period of incapacity of more than three consecutive calendar days in the
absence of medical intervention or treatment, such as cancer (chemotherapy,
radiation), severe arthritis (physical therapy), kidney disease (dialysis), etc.

Excluded Conditions

The Code of Federal Regulations identifies certain conditions which are not considered to
be “serious health conditions” and which are not covered by the Act. The following list of non-
covered health conditions is not intended to be all-inclusive, but is intended simply to give an
employee some insight as to ordinary conditions (which do not result in complications) that
Congress did not contemplate in providing guaranteed leave for “serious health conditions™: (i)
conditions for which cosmetic treatments are administered {most acne treatments or plastic
surgery) unless inpatient hospital care is required; (ii) common cold; (iii) flu; (iv) ear infections;
(v) upset stomach; (vi) minor ulcers; (vii) headaches, other than migraine; (viii) routine dental or
orthodontia problems; and (ix) periodontal disease.

The Code of Federal Regulations lists several other conditions which may be “serious
health conditions” if all other requirements are met. These include (i) restorative dental or
plastic surgery after an injury or removal of cancerous growths; (i1) mental illness resulting from
stress; (iil) allergies; and (iv) substance abuse treatment.

Substance Abuse

Treatment for substance abuse under circumstances which meet the definition of a
“serious health condition” is treated like any other illness under the FMLA. In other words, an
employee will not be denied leave under the FMLA simply because the “serious health
condition” for which leave is sought is treatment for substance abuse (rather than illness of any
other nature). Absence because of an employee’s use of the substance (rather than treatment)





does not qualify for FMLA leave. Treatment for substance abuse does not prevent LHC from
taking action against any employee who violates the Corporation’s substance abuse policy.
Pursuant to that policy, which will be uniformly applied, an employee may be terminated
whether or not the employee qualifies or seeks to use FMLA leave.

VL
Requests For And Notice Requirements for FMLA Leave

A, In any case in which the need for leave is foreseeable based on an expected birth or
placement, the employee shall contact his/her supervisor to request leave and shall
provide LHC with at least thirty (30) days’ notice, before the date the leave is to begin, of
the employee’s need for leave under the Act. If the date of birth or placement
necessitates that leave begin in less than thirty (30) days, the employee shall request leave
as far in advance as is practicable.

When leave due to an employee’s or family member’s serious health condition is
foreseeable or based on planned medical treatment, the employee shall notify his/her
supervisor, request FMLA leave and shall:

1) Make a reasonable effort to schedule treatment so as not to unduly disrupt the
operations of LHC; and

2) Provide LHC with at least thirty (30) days’ notice, before the date the leave is to
begin, of his or her intention to take leave. If the date of treatment requires leave
to begin in less than thirty (30) days, the employee shall provide such notice as is
practicable.

An employee shall initiate the leave request process and shall provide notice of
foreseeable FMLA leave to his/her immediate supervisor, who shall be responsible for
immediately providing notification to the Human Resources Section.

B. For leave that is unforeseeable, the regular LHC leave usage procedure should be
followed (i.e. timely and properly contact a supervisor to request approval to use leave).
Supervisors are not authorized to approve FMLA leave; rather, they must immediately
provide notice of the request for FMLA leave to the Human Resources Section. Human
Resources’ personnel will be responsible for contacting the employee to obtain the
information necessary to determine employee eligibility. Approval or denial of FMLA
leave shall be handled by the Human Resources Section in consultation with the
employee’s Appointing Authority/Appointing Authority.

VIIL
Placement of an Employee Off on FMLA Leave

LHC has the duty to determine whether a leave request is FMLA-qualifying, to designate
it as such, and provide notice of the designation to the employee. In the case of intermittent or
reduced schedule, only one notice is required unless circumstances regarding the leave have
changed. In order to determine whether leave is FMLA-qualifying, LHC has the right to make
reasonable and necessary inquiries of the employee regarding the reason for the leave.” The





employee must explain the reason for the leave sufficiently for LHC to determine whether the
leave qualifies under the Act. If the employee fails to do so, additional leave may be denied.
Once it is determined that leave is FMLA-qualifying, the procedures set forth in Section VIII
below regarding health care provider certification will apply.

In most cases, the need to code an employee’s absence as FMLA-qualifying will be
readily discernable. However, supervisors are responsible for monitoring leave usage and
notifying the Human Resources Section of employee absences that may be FMLA-qualifying
and should be so designated. Accordingly, supervisors are required to contact the Human
Resources Section when an employee has been absent due to illness for more than three
consecutive days, routinely misses work for medical appointments, or routinely requests annual
leave to care for a family member. Once notified, Human Resources’ personnel will contact the
employee to determine the propriety of coding the absences as FMLA-qualifying.

VIII.
Certification of Need and Eligibility for Leave

LHC will require that a request for leave due fo the serious illness of an employee or an
employee’s designated relative be supported by written certification issued by a qualified health
care provider. ~ When the employee is requesting leave for his or her own serious health
condition, LHC has the right to provide a statement of the essential functions of the employee’s
position to the health care provider for review., The employee shall provide certification to LHC
at the time FMLA leave is requested, or as soon thereafter as practicable. The leave certification
form is attached hereto. Additional forms may be obtained from the Human Resources Section.

In any case in which LHC has reason to doubt the validity of the certification provided by
the health care provider, the Corporation may require, at its expense, that the employee obtain
the opinion of a second health care provider designated or approved by LHC.  Where the
second opinion differs from the opinion in the original certification, the Corporation may require,
at its expense, that the employee obtain the opinion of a third health care provider designated or
approved jointly by the Corporation and the employee. Any such third opinion shall be
considered final and binding on LHC and the employee.

LHC may require re-certification on a reasonable basis. Generally, once the employee
has been off from work for six weeks, re-certification will be required every thirty days. Re-
certification may be required more often if an extension of leave is requested or if a change in
circumstance comes to the attention of LHC.

For purposes of confirmation of a family relationship, LHC may require the employee to
provide reasonable documentation to support the family relationship.

Upon receiving any request for leave under the Family and Medical Leave Act, LHC will
advise the employee as soon as practicable (generally within five business days) of whether he or
she is eligible for the requested leave.

IX.
When and How Leave Is To Be Taken

FMLA leave due to the birth of a child or the placement of a child with the employee for
adoption or foster care cannot be taken intermittently; however, a reduced leave schedule for





these reasons may be approved by the Appointing Authority/Appointing Authority."”

Leave due to an employee’s or family member’s serious health condition can be taken
intermittently or on a reduced leave schedule when the health condition or need is only
intermittent or the employee’s condition necessitates a modified work schedule.

Employees needing intermittent FMLA leave or a reduced leave schedule must attempt to
schedule leave so as not to disrupt the operations of LHC.

If an employee requests intermittent leave or a reduced leave schedule that is foreseeable
based on planned medical treatment, LHC may require the employee to transfer temporarily to
an available alternative position for which the employee is qualified and that: (a) has equivalent
pay and benefits and (b) better accommodates recurring periods of leave than the employee’s
regular position. Any alternative position will be comparable in assignments and hours to the
employee’s regular position.

For leave requests under the FMLA in cases involving care of a newborn, child
placement or the serious health condition of a son, daughter, spouse or parent, LHC will require
the employee to utilize all accrued compensatory leave earned at the hour-for-hour rate and all
annual leave before LWOP will be granted.  Accumulated sick leave cannot be used for
absences of this nature.

For leave requests under the Act in cases involving the employee’s own serious health
condition, LHC will require the employee to utilize all accrued sick leave, all accrued
compensatory leave earned at the hour-for-hour rate and all annual leave before LWOP will be
granted.

FMLA leave shall run concurrently with any leave usage qualifying under the worker’s
compensation laws of the State of Louisiana where the condition of the employee meets the
criteria of a serious health condition. Under no circumstance can an employee be compelled to
utilize compensatory leave earned at the time and one-half rate.

X.
FMLA Protections and Limitations

An eligible employee who takes FMLA leave shall be entitled, upon return from such
leave, to be restored:

a) To the position of employment he or she held when the leave commenced; or
b) To an equivalent position with equivalent employment benefits, pay and other
terms and conditions of employment.

The taking of FMLA leave shall not result in the employee’s loss of any employment
benefit accrued prior to the date on which the leave commenced. Restored employees are not
entitled to any right, benefit or position of employment other than any right, benefit or position to
which the employee would have been entitled had leave not been taken. An employee’s use of
FMLA leave cannot impact his/her entitlement to a merit increase.

If an employee is unable to perform an essential function of his or her position, he or she
has no right under the FMLA to restoration to another position. Such employee’s rights are





governed by the Americans with Disabilities Act.

The FMLA prohibits interference with an employee’s rights under the law, and with legal
proceedings or inquiries relating to an employee’s rights. An employee cannot waive his/her
rights under the FMILA.

In compliance with law, LHC has posted notices throughout its offices explaining the
Act’s provisions and providing information concerning the procedure for filing complaints of
violations of the Act with the Wage and Hour Division of the U.S. Department of Labor.

XL
Insurance Benefits

Upon an employee’s commencement of FMLA leave, the employee will be provided
written notice regarding the maintenance of insurance benefits. The Act requires maintenance of
insurance policies which gualify as a benefit of employment (i.e. employer-sponsored group
health and group life insurance) on the same terms and conditions as if leave had not been taken.
Insurance which is not employer-sponsored need not be maintained at the employer’s expense;
instead, the employee must arrange with the insurer to maintain such benefits. LHC employees
are responsible for maintenance of all non-group health and life insurance policies. The
following provisions shall apply only to the Corporation’s group health insurance policies:

A. Maintenance: For the duration of an employee’s FMLA leave, his/her insurance
coverage existing under the Corporation’s group health plan on the date that leave
commences shall be maintained at the same level and under the same conditions.

B. Premium Payments: When the employee’s FMLA leave is unpaid, the employee must
contact the Human Resources Section to arrange for payment of the employee portion of
insurance premiums. An effort will be made to accommodate the financial situation of
the employee and administrative concerns of the Corporation.

Should the employee fail to pay the employee portion of the group health insurance
premium, LHC shall continue to submit the employee’s portion under the following
conditions:

1) LHC shall pursue repayment of premiums upon the employee’s
return to duty, as allowed by the FMLA; and

i) Repayment shall be pursued from employees whe do not return to
duty unless the failure to return was due to the continuation,
recurrence or onset of a serious health condition or other
circumstance beyond the employee’s control, all as provided under
the Act.

C. When Coverage Is Dropped: LHC shall cease payment of the employee portion of
health insurance preminms under the following circumstances:

i) The employee informs the Corporation of his/her intent to not
return from leave;





ii) The employee fails to return from leave, thereby terminating
employment; or

iit)  The employee exhausts his/her FMLA leave entitlement.

(NOTE): In some situations, the employee may be entitled to continue health
care coverage under COBRA.

X1L
Certification to Return to Duty Following Leave
for Employee’s Own Serious Health Condition

As a condition of an employee’s restoration upon return io duty from FMLA leave taken
due to his/her own serious health condition, LHC requires that the employee produce written
certification from a health care provider that the employee is able to return to duty and resume
his/her customary duties. Return to duty certification forms can be obtained from the Human
Resources Section.

XIIL.
Other Laws

Employees may be entitled to leave, accommodation, etc. under other state and federal
laws. The purpose of this policy is to apprise employees of their rights as they exist solely under
the FMLA. Questions concerning this policy or other rights afforded by law not answered after
reference to this policy should be addressed to the Human Resources Section.

End Notes

1. “Hours worked” does not include hours spent on paid or unpaid leave. “Hours worked”
are determined according to the principles established under the Fair Labor Standards Act
for determining compensable hours of work.

2. USERRA requires that the employee be credited with the hours of service that would
have been performed but for the period of military service in determining whether he/she
worked the required 1,250 hours.

3. The term ‘essential functions” means the fundamental job duties of the employment
position the individual with a disability holds or desires. A function may be essential
because the reason the position exists is to perform that function; because of the limited
number of employees available among whom the performance of that job can be
distributed; and/or the function may be highly specialized so that the incumbent in the
position is hired for his/her expertise or ability to perform the particular function.

4. Others capable of providing healthcare services include only: (1) Podiatrists, dentists,
clinical psychologists, optometrists, chiropractors (limited to freatment consisting of
manual manipulation of the spine to correct a subluxation as demonstrated by x-ray)





authorized to practice in the State and performing within the scope of their practice under
State law; (2) Nurse practitioners, nurse-midwives and clinical social workers authorized
to practice under State law and who are performing within the scope of their practice as
defined under State law; (3) Christian Science practitioners listed with the First Church of
Christ, Scientist in Boston, Massachusetts. Where an employee receives treatment from a
Christian Science practitioner, he or she cannot object to LHC’s requirement that the
employee or family member submit to examination to obtain a second or third
certification from a healthcare provider other than a Christian Science practitioner except
as provided under applicable State or local law or collective bargaining agreement; (4)
Any healthcare provider from whom an employer or the employer’s group health plan’s
benefits manager will accept certification of the existence of a serious health condition to
substantiate a claim for benefits; and (5) A healthcare provider listed above who practices
in a country other than the United States, who is authorized to practice in accordance with
the law of that country, and who is performing within the scope of his or her practice as
defined under such law.

Approved by:

On occasion, it may be impossible for the employee to personally contact LHC regarding
such leave requests. In such event, the employee’s spokesperson must provide sufficient
information and answer all inquiries necessary for a proper determination of whether the
leave request is FMLA-qualifying.

A “reduced leave schedule” is a part-time work schedule whereby the employee regularly
works less than a full-time schedule. Reduced leave schedules are most commonly
utilized when an employee is ill or recovering from illness and cannot physically manage
a full-time schedule.

/ / Date

HM Joly 2010
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.. Employee’s Name: Date:

LOUISIANA HOUSING CORPORATION
FAMILY AND MEDICAL LEAVE ACT
PHYSICIAN’S CERTIFICATE TO RETURN TO DUTY

. The Employee named above has been off from work due to a “Serious Health Condition” within

the meaning of the Family and Medical Leave Act. The employee has requested to return to
work. In regard to that request, please answer the following questions:

A) Have you reviewed a written description of the essential functions of the employee’s job

prepared by the Louisiana Housing Corporation? —No Yes ...

if “Yes” please go to “C” below.

B) Has the employee described his position to you and related to you the essential

functions of his/her position? _No ____Yes

If “Yes” please describe what essential functions were related to you:

C) Based upon your examination of the employee, is he/she able, without accommodation,

to perform all of the essential functions of his/her position? No Yes

Is he/she released to return to full duty without restriction? No Yes

If the answers to both subparts of “C” are "Yes”, please sign this form where indicated
below.

If either answer is “No”, please describe the essential functions of the employee’s
position he/she cannot perform and/or the restrictions you are placing on the
employee’s return to duty:

Please state the duration of time any such restrictions and/or limitations will persist:

Please describe the accommodation(s), if any, which would enable the employee to
perform the essential functions of his/her position:

Printed Name/Signature of Health Care Provider

Type of Practice/Specialization Date

Address Telephone Number
HRFM 5





HRFMLA1
LLOUISIANA HOUSING CORPORATION

FMLA CERTIFICATION OF HEALTH CARE PROVIDER
FOR EMPLOYEE’S SERIOUS HEALTH CONDITION

SECTION I: For Completion by the EMPLOYER

Employer name:

Employer contact: Telephone Number:

Employee’s job title: Regular work schedule:

Employee’s essential job functions:

Is job description attached: No Yes

SECTION II: For Completion by the EMPLOYEE

INSTRUCTIONS to the EMPLOYEE: Please complete Section Il before giving this form to your
medical provider. The FMLA permits the employer to require that you submit a timely, complete,
and sufficient medical certification to support a request for FMLA leave due to your own serious
health condition. Your response is required to obtain or retain the benefit of FMLA protections.
=ailure to provide a complete and sufficient medical certification may result in a denial of your
MLA request. This form must be completed and returned within 15 calendar days.

Your hame:

First Middle Last

SECTION lil: For Completion by the HEALTH CARE PROVIDER

INSTRUCTIONS to the HEALTH CARE PROVIDER: Your patient has requested leave under the FMLA.
Answer, fully and completely, all applicable parts. Several questions seek a response as to the
frequency or duration of a condition, treatment, etc. Your answer should be your best estimate
based upon your medical knowledge, experience, and examination of the patient. Be as specific as
you can; terms such as “lifetime,” “unknown,” or “indeterminate” may not be sufficient to
determine FMLA coverage. Limit your responses to the condition for which the employee is seeking

leave. Please be sure to sign the form on the last page.

Provider’s business address:

Type of practice / Medical specialization:

felephone: ( ) Fax:( )





PART A: MEDICAL FACTS

1. Approximate date condition commenced:

Probable duration of condition:

Mark below as applicable:

Was the patient admitted for an overnight stay in a hospital, hospice, or residential medical
care facility? __No ___Yes.

If so, dates of admission:

Date(s) you treated the patient for condition:

Will the patient need to have treatment visits at least twice per year due to the condition?
_No___ Yes.

Was medication, other than over-the-counter medication, prescribed? __No ___ Yes.

Was the patient referred to other health care provider(s) for evaluation or treatment (e.g.,
physical therapist)? No Yes.

" s0, state the nature of such treatments and expected duration of treatment:

2. Is the medical condition pregnancy? ___No __Yes.

If so, expected delivery date:

3. Use the information provided by the employer in Section | to answer this question. If a list of
the employee’s essential functions or a job description is not provided, answer these questions
based upon the employee’s own description of his/her job functions:

Is the employee unable to perform any of his/her job functions due to the condition:
No Yes.

If so, identify the job functions the employee is unable to perform:






4. Describe other relevant medical facts, if any, related to the condition for which the employee
seeks leave (such medical facts may include symptoms, diagnosis, or any regimen of continuing
treatment such as the use of specialized equipment):

PART B: AMOUNT OF LEAVE NEEDED

5. Will the employee be incapacitated for a single continuous period of time due to his/her medical
condition, including any time for treatment and recovery? ___No ___ Yes.

If so, estimate the beginning and ending dates for the period of incapacity.

Beginning: Ending:

6. Will the employee need to attend follow-up treatment appointments or work part-time or on a
reduced schedule because of the employee’s medical condition? _No __Yes.

If so, are the treatments or the reduced number of hours of work medically necessary?
No Yes

_stimate treatment schedule, if any, including the dates of any scheduled appointments and the
time required for each appointment, including any recovery period:

Estimate the part-time or reduced work schedule the employee needs, if any:

hour(s) per day; days per week, hours from a.m./p.m.
through a.m./p.m.

7. Will the condition cause episodic flare-ups periodically preventing the employee from
performing his/her job functions? No Yes.

Is it medically necessary for the employee to be absent from work during the flare-ups? No
Yes. If so, explain:






Based upon the patient’s medical history and your knowledge of the medical condition, estimate
the frequency of flare-ups and the duration of related incapacity that the patient may have over
the next 6 months (e.g., 1 episode every 3 months lasting 1-2 days):

Frequency: times per week(s) month(s).

ration: hours or ____ day(s) per episode.

ADDITIONAL INFORMATION: IDENTIFY QUESTION NUMBER WITH YOUR ADDITIONAL ANSWER.

Signature of Health Care Provider

Printed Name of Health Care Provider

Date

HRFMLA 1
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LOUISIANA HOUSING CORPORATION

FMLA CERTIFICATION OF HEALTH CARE PROVIDER
FOR FAMILY MEMBER’S SERIOUS HEALTH CONDITION

SECTION I: For Completion by the EMPLOYER

Employer name:

Employer contact: Telephone Number:

SECTION II: For Completion by the EMPLOYEE

INSTRUCTIONS to the EMPLOYEE: Please complete Section |l before giving this form to your family
member or his/her medical provider. The FMLA permits the employer to require that you submit a
timely, complete, and sufficient medical certification to support a request for FMLA leave to care
for a covered family member with a serious health condition. Your response is required to obtain
of retain the benefit of FMLA protections. Failure to provide a complete and sufficient medical
certification may result in a denial of your FMLA request. This completed form must be returned
within 15 calendar days.

Your name:

FIRST MIDDLE LAST

Name of family member for whom you will provide care:

Relationship of family member to you:

If family member is your son or daughter, date of birth:

Describe care you will provide to your family member and estimate leave needed to provide care.

“mployee Signature Date

SECTION llI: For Completion by the HEALTH CARE PROVIDER





INSTRUCTIONS to the HEALTH CARE PROVIDER: The employee listed above has requested leave
under the FMLA to care for your patient. Answer, fully and completely, all applicable parts below.
Several questions seek a response as to the frequency or duration of a condition, treatment, etc.
Your answer should be your best estimate based upon your medical knowledge, experience, and

xamination of the patient. Be as specific as you can; terms such as “lifetime,” “unknown,” or
“indeterminate” may not be sufficient to determine FMLA coverage. Limit your responses to the
condition for which the employee will be providing care for your patient needs leave. Page 3
provides space for additional information, should you need it. Please be sure to sign the form on
the last page.

Provider’s business address:

Type of practice / Medical specialization:

Telephone:
( ) Fax:( )

PART A: MEDICAL FACTS

1. Approximate date condition commenced:

Probable duration of
condition:

Yas the patient admitted for an overnight stay in a hospital, hospice, or residential medical care
cacility? __No ___ Yes.

If so, dates of admission:

Date(s) you treated the patient for condition:

Was medication, other than over-the-counter medication, prescribed? __No Yes.

Will the patient need to have treatment visits at least twice per year due to the condition?

No Yes

Was the patient referred to other health care provider(s) for evaluation or treatment (e.g.,
physical therapist)? No Yes.

If so, state the nature of such treatments and expected duration of treatment:

Is the medical condition pregnancy? ___No ___Yes.





If so, expected delivery date:

3. Describe other relevant medical facts, if any, related to the condition for which the patient
needs care (such medical facts may include symptoms, diagnosis, or any regimen of continuing
-eatment such as the use of specialized equipment):

PART B: AMOUNT OF CARE NEEDED: When answering these questions, keep in mind that your
patient’s need for care by the employee seeking leave may include assistance with basic medical,
hygienic, nutritional, safety or transportation needs, or the provision of physical or psychological
care:

4. Will the patient be incapacitated for a single continuous period of time, including any time for
treatment and recovery? ___No ___Yes.
Estimate the beginning and ending dates for the period of incapacity:

Beginning: Ending:

Auring this time, will the patient need care? __ No __ Yes.

Explain the care needed by the patient and why such care is medically necessary:

5. Will the patient require follow-up treatments, including any time for recovery? ___No __ Yes.

Estimate treatment schedule, if any, including the dates of any scheduled appointments and the
time required for each appointment, including any recovery period:

Explain the care needed by the patient, and why such care is medically necessary:

6. Will the patient require care on an intermittent or reduced schedule basis, including any time
for recovery? __No __ Yes.





Estimate the hours the patient needs care on an intermittent basis, if any: hour(s) per day;

days per week, hours from a.m./p.m. through a.m./p.m.

explain the care needed by the patient and why such care is medically necessary:

7. Will the condition cause episodic flare-ups periodically preventing the patient from participating
in normal daily activities? No Yes.

Based upon the patient’s medical history and your knowledge of the medical condition, estimate
the frequency of flare-ups and the duration of related incapacity that the patient may have over
the next 6 months (e.g., 1 episode every 3 months lasting 1-2 days):

Frequency: times per week(s) month(s)
Duration: hours or ___ day(s) per episode
Does the patient need care during these flare-ups? No Yes.

Explain the care needed by the patient, and why such care is medically necessary:

ADDITIONAL INFORMATION: IDENTIFY QUESTION NUMBER WITH YOUR ADDITIONAL ANSWER.

Signature of Health Care Provider Date

Printed Name of Health Care Provider

{RFM 4





HRFMLAZ
LOUISIANA HOUSING CORPORATION

FAMILY AND MEDICAL LEAVE ACT
NOTICE OF ELIGIBILITY AND RIGHTS AND RESPONSIBILITIES

Part A - NOTICE OF ELIGIBILITY

TO:
Employee
FROM:
Employer Representative
DATE:
On , you informed us that you needed leave beginning
on for:

The birth of a child, or placement of a child with you for adoption or foster care;
Your own serious health condition;

Because you are needed to care for your spouse; child; parent due
to his/her serious health condition;
Because of a qualifying exigency arising out of the fact that your spouse;

son or daughter; parent is on active duty or call to active duty status in
support of a contingency operation as a member of the National Guard or Reserves;

Because you are the spouse; son or daughter; parent;
next of kin of a covered servicemember with a serious injury or illness.

This Notice is to inform you that you:

Are eligible for FMLA leave (See Part B below for Rights and Responsibilities)
Are not eligible for FMLA leave, because:

You have not met the FMLA’s 12-month length of service requirement. As of the first
date of requested leave, you will have worked approximately ___ months towards this
requirement.,

You have not met the FMLA’s 1,250-hours-worked requirement.

If you have any questions, contact the Human Resources Division.

PART B-RIGHTS AND RESPONSIBILITIES FOR TAKING FMLA LEAVE





As explained in Part A, you meet the eligibility requirements for taking FMLA leave and still have
FMLA leave available in the applicable 12-month period. However, in order for us to determine

~ whether your absence qualifies as FMLA leave, you must return the following information to us in
ifteen days or by

If sufficient information is not provided in a timely manner, your FMLA leave request may be
denied.

Sufficient certification to support your request for FMLA leave. A certification form that
sets forth the information necessary to support your request is/ is not enclosed.

Sufficient documentation to establish the required relationship between you and your
family member.

Other Information needed:

If your leave does qualify as FMLA leave, you will have the following responsibilities while on FMLA
~ leave (only checked blanks apply):

Contact at to
make arrangements to continue to make your share of the premium payments on your health
insurance to maintain health benefits while you are on leave. You have a minimum 30-day
grace period in which to make premium payments. If payment is not made timely, your
group health insurance may be cancelled, provided we notify you in writing at least 15 days
before the date that your health coverage will lapse or, at our option, we may pay your
share of the premiums during FMLA leave, and recover these payments from you upon your
return to work.

You will be required to use your available paid sick, annuat, and/or

other leave during your FMLA absence. This means that you will receive your paid
leave and the leave will also be considered protected FMLA leave and counted against your
FMLA leave entitlement.

While on leave you will be required to furnish us with periodic reports of your status and
intent to return to work upon notice.

If the circumstances of your leave change, and you are able to return to work earlier than the date
indicated on the reverse side of this form, you will be required to notify us at least two workdays
prior to the date you intend to report for work.

If your leave does qualify as FMLA leave, you will have the following rights while on FMLA leave:





o You have a right under the FMLA for up to 12 weeks of unpaid leave in a 12-month period
calculated as a “rolling” 12-month period measured backward from the date of any FMLA leave
usage.

o You have a right under the FMLA for up to 26 weeks of unpaid leave in a single 12-month
period to care for a covered servicemember with a serious injury or illness. This single 12-month
period commenced on

o Your health benefits must be maintained during any period of unpaid leave under the same
conditions as if you continued to work.

o You must be reinstated to the same or an equivalent job with the same pay, benefits, and
terms and conditions of employment on your return from FMLA-protected leave. (If your leave
extends beyond the end of your FMLA entitlement, you do not have return rights under FMLA.)

o If you do not return to work following FMLA leave for a reason other than: 1) the
continuation, recurrence, or onset of a serious health condition which would entitle you to FMLA
leave; 2) the continuation, recurrence, or onset of a covered servicemember’s serious injury or
iltness which would entitle you to FMLA leave; or 3) other circumstances beyond your control, you
nay be required to reimburse us for our share of health insurance premiums paid on your behalf
during your FMLA leave.

Once we obtain the information from you as specified above, we will inform you, within 5 business
days, whether your leave will be designated as FMLA leave and count towards your FMLA leave
entitlement. If you have any questions, please do not hesitate to contact Human Resources.

HRFM 2
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LOUISIANA HOUSING CORPORATION

FAMILY AND MEDICAL LEAVE ACT
DESIGNATION NOTICE

To:

Date:

We have reviewed your request for leave under the FMLA and any supporting documentation that
you have provided.

We received your most recent information on and decided:

Your FMLA leave request is approved. All leave taken for this reason will be designated
as FMLA ieave.

The FMLA requires that you notify us as soon as practicable if dates of scheduled leave change
or are extended, or were initially unknown. Based on the information you have provided to
date, we are providing the following information about the amount of time that will be counted
against your leave entitlement:

Provided there is no deviation from your anticipated leave schedule, the following number of
hours, days, or weeks will be counted against your leave entitlement:

: Because the leave you will need will be unscheduled, it is not possible to provide the hours,
days, or weeks that will be counted against your FMLA entitlement at this time. You have
the right to request this information once in a 30-day period (if leave was taken in the 30-
day period).

Please be advised (check if applicable):

You have requested to use paid leave during your FMLA leave. Any paid leave taken for
this reason will count against your FMLA leave entitlement.

We are requiring you to substitute or use paid leave during your FMLA leave.

You will be required to present a fitness-for-duty certificate to be restored to employment.
If such certification is not timely received, your return to work may be delayed until
certification is provided. A list of the essential functions of your position __is __is not
attached. If attached, the fitness-for-duty certification must address your ability to
perform these functions.





Additional information is needed to determine if your FMLA leave request can be approved:

The certification you have provided is not complete and sufficient to determine
whether the FMLA applies to your leave request. You must provide the following
information within seven calendar days, unless it is not practicable under the

particular circumstances despite your diligent good faith efforts, or your leave may
be denied.

(Specify information needed to make the certification complete and sufficient)

We are exercising our right to have you obtain a second or third opinion medical
certification at our expense, and we will provide further details at a later time.

Your FMLA Leave request is Not Approved.

» The FMLA does not apply to your leave request.

You have exhausted your FMLA leave entitiement in the applicable 12-month period.

EMPLOYER REPRESENTATIVE DATE

~ MRFM 6
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Policy.
In compliance with all aspects of State and Federal Laws and Civil Service

Rules, it is the policy of the Louisiana Housing Corporation (LHC) that all
employees be informed of the rules regarding time and attendance and leave
usage, and that these rules shall be enforced in a fair and consistent manner in
accordance with this policy.

Purpose.
This policy is intended to ensure that each employee understands his/her

responsibility in the area of leave and to the extent possible, to allow supervisors
more control over their employees’ work schedule while maintaining an efficient
and effective operation. Excessive leave creates an unnecessary handicap to
those who are responsible for accomplishing departmental tasks. It is necessary
for the effective operation of business that supervisors are aware when their
employees are present and able to perform their job duties when expected.

Applicability.

This policy shall be applicable to all full-time and part-time regular unclassified
employees and classified employees serving on permanent, probationary, and
job appointments. This policy shall not apply to employees on student, WAE, or
contract appointments.

Types of Leave.
Employees shall request the utilization of any type of leave, including leave

without pay (LWOP). The employee’s supervisor must approve the leave
request before the leave can be charged.

Family and Medical Leave (FMLA) is not a type of leave; it provides a reason to
take extended applicable leave for health or military reasons. Eligibility and other
specifics are addressed in LHC Policy 12: Family and Medical Leave Act.

Annual and sick leave are the only two (2) types of leave earned. All other types
of leave are administered to eligible employees as requested and approved.

1. Annual and sick leave.
a. Earning of annual and sick leave: Annual and sick leave shall be earned
by each eligible employee according to their length of state service as
outlined below.

Leave
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Length of Service Hourly Rate Biweekly Rate
Less than 3 years .0461 hours 3.688 hours
3 <5 years .0576 hours 4.608 hours
5 <10 years .0692 hours 5.5636 hours
10 < 15 years .0807 hours 6.456 hours
15 years and above .0923 hours 7.384 hours

b. No employee shall be credited with annual or sick leave:

I
i.
iif.

iv.

For any overtime hour(s);

For any hour(s) of LWOP;

For any hour(s) in on-call status outside the employee’s regular duty
work hours;

For any hour(s) of travel or other activity outside the employee’s
regular duty work hours; or

For any hour(s) of a holiday or other non-work day which occurs while
on leave without pay.

c. Use of annual leave.

Annual leave is for the rest and recreation of the employee. It is also used
when the employee needs time off to care for a sick family member.
Other than when the employee is sick or has an appointment with a health
care practitioner, annual leave is used for nearly all other absences.

An employee must request prior approval from their supervisor and the
supervisor must approve the utilization of annual leave.

. Annual leave shall not be charged for non-work days.
iii. The minimum charge to annual leave records shall be fifteen (15)

minute increments.
Annual leave shall not be advanced.

d. Use of sick leave.

ii.
iii.

Sick leave can only be used when an employee’s own illness or injury
prevents them from performing their regular duties or when an
employee has an appointment with a health care practitioner. Sick
leave also covers the travel time to and from the appointment, if it
occurs during the employee’s regular schedule.

Sick leave should be requested in advance when possible.

Sick leave shall not be charged for non-work days.

Leave
Page 3





® ¢ o o
Louisiana Housing

Cc

Lorporation

iv. Employees shall complete a sick leave request to document the
absence. The employee’s supervisor may require a statement from a
health care practitioner that the employee suffered an illness or injury
and was unable to report to work.

v. If an employee is in sick leave status for three (3) or more consecutive
work days, then upon return to work, the employee is required to
present medical certification that they are able to return to full duty,
noting the return date.

vi. The minimum charge to sick leave records shall be fifteen (15) minute
increments.

vii. Sick leave shall not be advanced.

viii. An employee’s immediate supervisor has discretion to place an
employee on sick leave after an employee asserts the need to be
absent from work due to an injury or illness.

e. Carrying leave forward.
Any annual or sick leave an employee has earned and not used by
December 31%!, shall be carried forward to the next calendar year as long
as the individual is employed in a position eligible to earn annual and sick
leave.

2. Civil, Emergency, and Special Leave
LHC employees shall be given time off, without loss of pay, annual leave, or
sick leave in the circumstances listed below. Employees shall complete a
leave request to document the use of Civil, Emergency, and Special Leave.
Proper documentation to verify utilization may be required by LHC.

a. Performing jury duty; requires a jury subpoena and proof of jury
assignment.

b. Appearing as a summoned witness before a court, grand jury, or other
public body or commission; requires a subpoena.

c. Performing emergency civilian duty in relation to national defense; requires
orders.

d. Participating in a State Civil Service examination or taking a required
examination pertinent to the employee’s state employment before a state
licensing board, during the employee’s regular work schedule; requires
proof that the employee sat for the exam.
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e. The Appointing Authority determines an Act of God or an event beyond the
Corporation’s control prevented the performance of the duties of the
employee; no documentation by employee necessary.

f. The employee is ordered to report for a pre-induction physical examination
incident to possible entry into the Armed Forces of the United States;
requires military orders.

g. The employee is a member of the National Guard and is ordered to active
duty incident to a local emergency, an Act of God, a civil or criminal
insurrection, a civil or criminal disobedience, or a similar occurrence of an
extraordinary and emergent nature which threatens or affects the peace or
property of the people of Louisiana or the United States; requires military
orders.

3. Funeral Leave
a. An employee will be granted time off for sixteen (16) consecutive work
hours without loss of pay, annual leave, or sick leave, for attendance at
the funeral or burial rites of a parent, step-parent, child, step-child, brother,
step-brother, sister, step-sister, spouse, mother-in-law, father-in-law,
grandparent, or grandchild.

Bereavement time for domestic partners, friends, and other relatives not
listed above is not covered by Funeral leave. Supervisors should consider
these personal relationships when employees request to use annual leave
on these occasions.

b. As soon as possible, the employee should inform their supervisor of the
need to take Funeral Leave and the prospective dates. The relationship to
the employee shall be indicated on the leave request.

c. Additional time greater than two (2) days may be requested using a
different type of leave, but approval is at the discretion of the employee’s
supervisor.

d. Employees serving on job appointments are not eligible for Funeral Leave.
Supervisors shall allow the use of annual leave in lieu of funeral leave for
employees serving on job appointments.

Leave
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4. Holiday Leave
a. Eligible employees are granted from twelve (12) to fourteen (14) holidays
per calendar year, which are categorized as statutory, proclaimed, or
designated holidays.

b. Eight (8) hours of holiday leave are earned for employees for each
holiday. Employees who do not have a 5 day/ 8 hour per day work
scheduled are required to convert to a 5 day/ 8 hours per day work
schedule during weeks when Holiday Leave is applied.

c. An employee required to work on an official holiday is entitled to overtime
compensation in accordance with LHC Policy 14: Overtime.

5. Compensatory (K) Leave
a. When an employee works overtime, they are generally compensated with
Compensatory (K) leave either at the straight rate or time-and-one-half
rate according to their FLSA status.

b. When an employee requests annual leave and has K leave balances, LHC
utilizes the K leave before annual leave.

c. LHC has the authority to force an employee to utilize their accumulated K
leave.

6. Educational Leave
a. Eligible employees may request educational leave to obtain formalized
training that will materially assist them in conducting their work without
using their own leave. The training and education authorized by this
policy must be job-related such that completion of the coursework
materially assist the employee in performing the essential functions of
their position.

While personally benefiting the employee, this training/ education must
also further the business operations of LHC. The benefits of this policy
will not be extended to non-work related training or education.

b. This policy does not apply to training workshops, conventions, seminars,
CPTP courses, or attendance at meetings of professional organizations,
which generally occur during regular duty hours.

Leave
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c. Eligibility. The employee:

Shall be serving with permanent status at the time of the request;
Shall have been employed at LHC for a minimum of two (2)
consecutive years at the time of the request; and

Shall have received a rating of ‘Successful’ or higher on their most
recent Performance Evaluation.

d. Educational leave is optional at the appointing authority's discretion and
may be approved as designated below.

Leave without pay for the period equivalent to an employee’s actual
attendance for the training/ education.

. Educational leave with pay for a maximum of thirty (30) calendar days

in a calendar year.

Educational leave with pay for ninety (90) days (720 hours) in one
calendar year, if the training is required by LHC.

e. Procedure.

.

Educational leave requests must be submitted to the supervisor in
advance so that final approval will be received before the course start
date.

i. The request for Educational Leave shall include:

1. Educational institution providing the course;

2. A description of the course;

3. The course dates and times; and

4. A thorough narrative explaining how the coursework is directly
related to the employee’s current job, and how it will enhance the
employee’s performance in their position.

The department head shall carefully consider the job-relatedness of
the request, along with the impact of the employee’s absence from
duty on the department’s operations.

Once approved by the department head, the request shall be
submitted to Human Resources for review.
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v. Human Resources will review employee eligibility, ensure all
documentation is included, and makes a recommendation to the
Appointing Authority for final approval.

f. Under no circumstances should an employee assume that educational
leave will be granted prior to receiving the approval.

7. Military Leave.
When an employee is ordered to military duty, the employee shall give prompt
and immediate notice to their supervisor.

a. An employee who is serving in a leave earning position and who is a
member of a reserve component of the U.S. Armed Forces or National
Guard, shall be granted a leave of absence from their position, without loss
of pay or deduction of leave, when ordered to military duty for a period not to
exceed fifteen (15) working days in any one (1) calendar year.

In addition, the Executive Director may grant annual leave, compensatory
leave, LWOP, or a combination of these leave types for a period which
exceeds fifteen (15) working days in one (1) calendar year, in accordance
with state and/or federal law.

b. An employee who is serving in a position that earns sick and annual leave
and who is inducted into or ordered to military duty to fulfill a reserve
obligation or ordered to active duty in connection with reserve activities for
an indefinite period or for a period in excess of annual field training, is
eligible for leave with pay as required by state and/or federal law.

8. Voluntary Disaster Service Leave.
A full-time probationary or permanent classified employee may be granted up
to fifteen (15) fifteen working days off with pay to participate in an American
Red Cross relief effort in the State of Louisiana. The employee must have
received a certification from the Red Cross as a Trained Disaster Volunteer.
The request from the employee must be to the appointing authority in writing.

9. Leave Without Pay (LWOP).
a. While on LWOP, employees do not earn annual or sick leave, nor do they
receive benefit of any holidays that occur during their absence.
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b. If an employee has no applicable compensatory, sick, and/or annual
leave, then the employee must request LWOP. Applicable leave balances
must be less than .25 before LWOP is applied.

i. The immediate supervisor may approve LWOP if an employee is
within the first six (6) months of state employment and has low
balances of annual and sick leave.

ii. All other LWOP requests must be presented in writing and approved
by the Appointing Authority prior to use.

c. If an employee has applicable compensatory, sick, and/or annual leave,
then the employee cannot elect LWOP in lieu of applicable leave.

d. The supervisor may approve LWOP if an employee is late, takes a lengthy
lunch, or leaves their work station during the regularly scheduled work day
without prior approval. Supervisors may also discipline the employee for
the violation.

Leave upon separation

The provisions of this section allow an employee to be paid for up to 300 hours of
accrued annual leave when they separate from state service. Leave payout is
the state’s form of severance pay.

1. Annual leave:

a. When an employee separates, whether voluntarily or involuntarily, by
termination, resignation, or retirement, the employee is paid up to three
hundred (300) hours of their accrued annual leave balance, providing the
employee was not dismissed for theft of agency funds or property.

b. The leave is paid at the employee’s hourly salary rate at time of
separation. If the employee is detailed, the employee is returned from
detail to their regular position and the leave is paid at the hourly salary
rate of the employee’s regular position.

c. When an employee who has been paid for up to 300 hours of annual
leave is reemployed in the classified service, the employee shall pay the
re-hiring department an amount equal to the number of workdays paid
upon separation minus the value of any intervening workdays between the
date of separation and the date of rehire. The employee must be re-
credited the number of hours of annual leave repaid.
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d. Any remaining annual leave balance remains on the employee’s records.
Employees who are rehired into a probationary or permanent position
within five years of separation should have all annual leave re-credited to
them, unless the last separation was by dismissal or resignation to avoid
dismissal.

2. Sick leave:
a. No sick leave is paid upon separation.

b. An employee'’s sick leave balance remains on the employee'’s records.
Employees who are rehired into a probationary or permanent position
within five years of separation should have all annual and sick leave re-
credited to them, unless the last separation was by dismissal or
resignation to avoid dismissal.

VL. Use of annual leave upon notification of retirement
1. Eligible employees may request use of not more than 480 hours of annual
and/or compensatory leave immediately prior to the retirement date. The
request is subject to approval by the appointing authority, who shall take into
consideration the employee’s attendance history, budget availability, staffing
needs, deadlines, workload, and the impact of the employee’s absence upon
the Corporation’s operations.

2. Eligibility. The employee making the request:
i. Shall be eligible for retirement;

ii. Shall have submitted an application for retirement with the appropriate
retirement system;

iii. Shall have submitted a retirement date to their supervisor and Human
Resources;

iv. Shall have a balance of annual leave greater than 300 hours at the
time of the request; and

v. Shall have used no more than a total of 300 hours of annual,
compensatory and/or sick leave during the 12 months immediately
preceding the effective date of the request.

3. Administrators/Managers/Supervisors are responsible for:
i. Evaluating all requests for leave in conjunction with retirement and
submitting the request, along with a recommendation, to the appointing
authority, and

Leave
Page 10





L ¢ o o
Louisiana Housing

Corporation

ii. Making recommendations based on non-discriminatory, job related
considerations.

4. Employees are responsible for:
i. Making a written request and submitting this request in a reasonable

time prior to the expected commencement of the leave;

ii. Not engaging in conduct during the period of leave which would be
prohibited during regular employment by the Code of Ethics, Civil
Service Rules, or Corporation regulations; and

iii. For returning to work immediately upon begin notified that the leave is
rescinded.

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

VIl. Violations.
Failure to follow any provisions of this policy may result in disciplinary action.
Particularly, reporting an incorrect type of leave, not reporting leave when taken,
or supporting leave with fraudulent documentation is considered payroll fraud,
which is addressed through disciplinary action, up to and including termination.
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l. Objective

This policy provides guidelines for the consistent management of overtime
compensation for required approved work performed in addition to the employee’s
regularly scheduled hours during a workweek.

This policy applies to all classified employees of the Louisiana Housing
Corporation (LHC). Employees in regular unclassified positions do not earn
overtime.

L. Applicability

This policy shall apply to all employees of Louisiana Housing Corporation (LHC),
hereinafter referred to as “LHC”.

1. Policy

Overtime and the related crediting of compensatory leave (K-time) or payment of
wages must be authorized in writing on LHC’s Overtime Form prior to the hours
being worked. Employees are not authorized to work overtime at their own
discretion. Supervisors manage and control overtime hours, which are authorized
based upon business necessity.

Employee compensation for overtime is in accordance with the Civil Service Rules
and the Fair Labor Standards Act (FLSA).

IV. Definitions.
1. Qvertime: Time actually worked by an employee at the direction of and with
supervisory approval:
a. In excess of their regularly scheduled hours in a 40-hour workweek:
b. On aday observed as a holiday; or
c. On a day the office is officially closed.

Personnel Policy No. 14
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2. Workweek: The LHC workweek begins at 12:00 a.m. on Monday and ends at
11:59 p.m. on the following Sunday.

3. Compensation for overtime: Overtime is paid as compensatory time (K-time).
Cash payment at the appropriate rate in lieu of K-time may be requested and
requires the approval of the Appointing Authority.

4. Non-exempt position: A position covered by the overtime provisions of the
FLSA; not exempt from FLSA overtime provisions.

5. Exempt position: A position not covered by the overtime provisions of the
FLSA; exempt from FLSA overtime provisions.

6. FLSA overtime rate: Earned by employees in FLSA non-exempt positions only.
e Overtime compensation calculated at the time and one-half rate for all time
physically worked greater than 40 hours in a workweek.

7. Straight overtime rate: Earned by employees in both non-exempt and exempt
positions.
e Exempt. compensation rate for overtime worked.
e Non-exempt: compensation when an employee works beyond their
scheduled workweek, but does not physically work greater than 40 hours
due to a holiday or use of leave.

V. FLSA status, category designations and compensation.

LHC’s Human Resources Department is responsible for determining and properly
classifying positions as exempt and non-exempt under the FLSA. The
classification determines the manner in which an employee is compensated for
overtime, if at all. The determination of each position’s status is tracked by Human
Resources.

1. Non-exempt positions: Employees in non-exempt positions earn overtime at
the time-and-one-half rate when they physically work greater than 40 hours is
one workweek.

Personnel Policy No. 14
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Approved overtime hours worked by employees in non-exempt positions shall
be compensated as K-time or cash payments as detailed below.

a. FLSA overtime rate for time actually worked in excess of 40 in a
workweek.

b. Straight overtime rate for time worked beyond the regularly scheduled
workweek when 40 hours have not been actually worked due to holiday
or use of leave.

c. FLSA overtime rate for all time previously approved to work on official or
designated holidays and during official office closures due to emergency
situations.

2. Exempt positions: These are positions exempt from the overtime provisions of
the FLSA. Overtime worked by employees in exempt positions may be
compensated K-time or cash payments within the parameters listed below.

a. Compensatory time shall be earned in 15 minute increments.

b. Straight overtime rate for all hours previously approved to work beyond
40 in a workweek.

c. Straight overtime rate for all hours previously approved to work on
official or designated holidays and official office closures due to
emergency situations.

The Appointing Authority must provide prior approval for cash payments for overtime.
Cash payments are subject to budget availability and will be approved on a case-by-case
basis. Blanket approval will not be given.

VI.  Overtime for lunch.

Designated lunches are not considered work time and employees in non-exempt
positions are not allowed to work during their scheduled lunch period. If a
supervisor requires an employee in a non-exempt position to work during lunch
and it causes overtime, then overtime compensation at the appropriate rate is
required.
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VIL.

Employees in FLSA exempt positions are not eligible for overtime when working
through lunch.

Overtime for travel.

1. Conferences, conventions, training programs.

a. When employees in non-exempt positions attend conferences,
conventions, training programs, or other overnight stay activities, either
on weekends, overnight or outside normal work hours, all time attending
programs should be designated as time worked for which compensation
at the appropriate rate is required. Non-exempt employees also receive
compensation at the appropriate rate for all time spent in travel status.

Attendance at receptions is not considered work time.

b. Employees in FLSA exempt positions do not earn overtime when
attending conferences, conventions, training programs, and other
overnight stay activities.

Exempt employees required to travel on weekends shall earn no greater
than 8 hours per day overtime.

2. Regular business or single-day.
When an employee eligible for overtime compensation is on regular business
that requires overnight stays or on a single-day trip, overtime is granted for time
spent outside scheduled work hours in transit to and from the destination.
Overtime compensation at the appropriate rate is applied if the workweek is
extended by additional travel time.

3. Travel for call back:
If an employee eligible for overtime compensation has gone home after
completing work for the day and is subsequently called back to work at night or
is called to work on a weekend, time spent travelling to and from the work site
from their regular domicile is considered work time for which the employee will
receive overtime compensation at the appropriate rate.
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Vill. Caps on accumulation of K time.
1. ELSA overtime rate: The FLSA permits the accumulation of K-time earned at
FLSA overtime rate up to a maximum cap of 240 hours. The employee shall
receive payment of wages at the time and one-half rate for any overtime above
the 240-hour cap during the pay period the cap is reached.

2. Straight overtime rate: The FLSA permits the accumulation of K-time earned
at the straight overtime rate in excess of 360 hours, but not more than a total
of 360 hours can be carried forward from one fiscal year to the next. This
applies to both exempt and non-exempt employees.

3. Payment of K-time over the cap:

a. For employees in non-exempt positions whose K-time at the straight
overtime rate balance exceeds the 360-hour cap, payment shall be
made within 90 days of the beginning of the following fiscal year for
the leave in excess of 360 hours.

b. Payment of K-time balances exceeding the 360-hour cap for
employees in exempt positions may be made at the discretion of the
Appointing Authority. Payment may be made within 90 days of the
beginning of the following fiscal year for the excess K-time. If
payment is not made, the K-time in excess of 360 hours shall be
cancelled.

c. The Appointing Authority may authorize cash payment for all or part
of an employee’s K-time balance at any time.

d. Supervisors should make every effort to ensure that employees are
aware of these provisions, and that they allow or compel the
employee to use the accrued K-time rather than be paid for any
excess or have any excess cancelled at the end of the fiscal year.

IX. Employee use of K-time.
An employee who has been credited with K-time may be required to take all or part
of such leave at any time.
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Xl.

K-time is utilized prior to annual leave being charged or leave without pay begin
applied.

K-time upon separation.
1. Unused K-time earned at the FLSA overtime rate shall be paid upon transfer or
separation from the Corporation.

2. Unused K-time earned at the straight overtime rate by employees in non-
exempt positions shall be paid upon transfer or separation from the
Corporation.

3. Unused K-time earned at the straight overtime rate by employees in exempt
positions will not be paid upon transfer or separation by the Corporation. All
such unused K- time will be cancelled and will not be re-credited upon

Responsibilities.

1. Supervisors:
a. Supervisors shall ensure that employees adhere to designated work

schedules and do not work overtime without prior approval, including
during lunch.

b. Supervisors shall ensure that employees:
1. Request prior approval of overtime;
2. Document the overtime on the Overtime Form; and
3. Record overtime worked accurately on timesheets.

c. Supervisors are responsible for recommending appropriate corrective
action for employees who work overtime without prior approval.

d. Supervisors are responsible for ensuring employees do not accumulate
greater than 240 hours of K-time accrued at the FLSA overtime rate or
360 hours of K-time accrued at the straight overtime rate.

e. Supervisors are responsible for obtaining approval from the Appointing
Authority prior to authorizing cash payments for overtime. Supervisors

Personnel Policy No. 14
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should also confirm that there is sufficient funding budgeted for overtime
pay prior to submitting a request.

2. Employees:
a. Employees are required to work overtime at the direction of their

supervisors.

b. Employees shall ensure that they only work overtime that is pre-
approved. When prior approval is not possible due to extreme
circumstances, employees shall notify their supervisor of the overtime
hours worked, the reason for the overtime, and the reason prior approval
could not be obtained.

c. Employees are required to fully document and record all overtime hours
on the LHC’s Overtime Form and on their bi-weekly timesheets.

Xll. Violations.
Working overtime without prior approval is a violation of this policy. Reporting
incorrect overtime information on payroll documents is considered payroll fraud
and is a violation of this policy. Employees found to have violated this policy may
be subject to disciplinary action up to and including termination.

Xlll. Questions

Questions regarding this policy should be directed to Human Resources.
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LOUISTANA HOUSING CORPORATION
POLICY NO. 15

SUBJECT: PAY UPON PROMOTION REALLOCATION

I POLICY:

1t is the policy of the Louisiana Housing Corporation that the rate of pay upon promotion
be fair and consistent with the rules promulgated by Chapter 6 of the Civil Service Rules.
Therefore,

(a) When an employee is promoted to a position in a higher grade, his pay shall increase
by at least 7 percent. (Subject to the provisions of subsections (a)l. (Civil Service
Rule 6.7)

(b) When an employee is given a one grade promotion his pay shall increase by 7
percent. When an employee is given a two grade promotion his pay may be increased
in an amount not to exceed 10 % percent. When an employee is given a three or more
grade promotion his pay may be increased in an amount not to exceed 14 percent. An
employee shall not be paid below the minimum of the higher range. (Subject to the
provisions of subsections (b), (¢) & (d))

(c) Eligibilities gained but not received at the time of promotion may be given
prospectively at any time within three years from the effective date of the promotion.

(d) When an employee has been detailed with a pay to a higher job and is promoted to
that same job directly from the detail, his pay eligibility on promotion shall not be
less than he received on detail. (Subject to the provisions of subsection (b))

(e) When an employee is promoted from a job assigned to one pay schedule to a job
assigned to another pay schedule with a higher minimum, his pay shall be adjusted as
follows:

(Subject to the provision of subsection (c) )

1. If the minimum of the job to which he is being promoted is less than 14%
above his current minimum, his pay shall be increased by 7%.
2. If the minimum of the job to which he is being promoted is at least 14% but
less than 21% above his current minimum, his pay shall be increased at least
by 7% but not to exceed 10.5%.
3. If the minimum of the job to which he is being promoted is equal to or greater
than 21% above his current minimum, his pay shall be increased by at least
7% but not to exceed 14%.
(f) When an employee, whose rate of pay falls within the base supplement for his current
position, promotes to a position which has no base supplement, his salary for purpose





of pay calculation upon promotion shall be the range maximum of this current
position for which the base supplement is authorized.

I1. PURPOSE:

To set forth rules governing pay upon promotion or reallocation.
III.  APPLICABILITY:

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

It is feasible that budgetary constraints at some point in the future could prevent
continued implementation of this policy. In this event, the president may limit the percentage
pay increase upon promotion or reallocation to some lesser amount allowed within the Civil
Service Rules.

V. QUESTIONS:

Questions should be directed to the Human Resources Director.

Approved by:

DMMM J Q\U\ Ly 012
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Policy.

It is the policy of the Louisiana Housing Corporation (LHC) that any injury which
occurs during the course of a work day or is in anyway a result of the
performance of an employee's job duties must be reported to the employee's
supervisor within twenty-four hours. Supervisors should immediately file a written
report of the incident with the Office of Risk Management (ORM) through
Facilities Operations. Workers’ Compensation pays medical expenses for job-
related injuries. Should an employee be out of work due to an occupational
medical condition for thirty (30) days or greater, then the Corporation will
consider all available options for returning employees, including temporary detail,
to a modified duty assignment.

The requirement for Transitional Return to Work is pursuant to LA R.S. 39:1547.

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

Workers Compensation.
1. Medical Costs.

a. To qualify to receive Workers’ Compensation medical costs, the employee
must complete the required ORM paperwork. [f drug testing is required,
then the results must be received prior to receiving Workers'’
Compensation benefits.

b. In cases where medical expenses need to be reimbursed, the employee
must present all claim documentation to the ORM and/ or the state’s
Workers’ Compensation provider.

c. After seeking initial treatment, all communication concerning Workers’
Compensation is conducted between the employee and the ORM and/or
the state’s Workers’ Compensation provider.

2. Leave.
When an employee is absent from work due to disabilities for which they are
entitled to worker's compensation, the employee:

Workers’ Compensation/ Transitional Return to Work
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a.

C.

shall, to the extent of the amount accrued to their credit, be granted sick
leave not to exceed the amount necessary to receive total payments for
leave and worker's compensation equal to their regular salary;

may, to the extent of the amount accrued to their credit, be granted annual
leave or a combination of annual and sick leave not to exceed the amount
necessary to receive total payments for leave and worker's compensation
equal to their regular salary; and/or

may be granted leave without pay.

Transitional Return to Work.
Procedure.

1

a.

Once an employee has been absent from work for thirty days due to a job
related injury or iliness, they are required to obtain and produce from a
certified health care provider, a fitness for duty certificate which identifies
any restrictions or limitations which prevent them from returning to full
duty.

Fitness for duty information is to be provided directly to the employee’s
supervisor. Re-certification will be required periodically thereafter, as
required by the Appointing Authority.

Human Resources will coordinate efforts with the employee, the
employee’s physician, ORM, supervisory personnel, and the Department
of State Civil Service to facilitate the employee’s return to their regular
position, with or without modification, or to an alternative duty position.

All final decisions regarding transitional return to duty will be made by the
Appointing Authority.

Although every effort will be made to return an employee to duty as early
as medically permissible, the Corporation cannot guarantee alternative
placement or the availability of a modified duty assignment.

2. Plan.

The LHC follows the State of Louisiana Office of Risk Management
Transitional Return to Work Plan for State Agencies. This plan is attached as
an appendix to this policy.

Workers’ Compensation/ Transitional Return to Work
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V. Responsibility.
A. Supervisors are responsible for:
1. Holding accountable the persons under their supervision for adhering to all aspects
of this policy.

2. Submitting written reports to ORM documenting employees' injuries through
Facilities Operations.

3. Assuring that each employee under their supervision, current and new:

e is made aware of this policy and its contents as well as any
forthcoming revisions;

e isinformed that they must abide by the terms of the policy as a
condition of employment; and

e s informed of the consequences of violation of this policy.

4. Providing for formal review of this policy with all employees on a cyclical
basis.

5. Dealing with violations and grievances in a fair and consistent manner.

B. Employees are responsible for:
1. Reporting injuries to their supervisors in compliance with this policy;

2. Submitting to a post-accident drug test if required; and

3. Providing medical documentation to ORM and/or the state’'s Workers'
Compensation provider in a timely manner.

VIl. Questions.
Questions should be directed to Human Resources.

VIIl. Violations.
Employees found to have filed bogus Workers’ Compensation claims, refuse to
participate in post-accident drug testing, reporting misinformation concerning
injuries, or violating this policy in any other way may be subject to disciplinary
action, up to and including termination.

Workers’ Compensation/ Transitional Return to Work
Page 4






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





STATE OF LOUISIANA

OFFICE OF RISK MANAGEMENT

TRANSITIONAL RETURN TO WORK PLAN

FOR

STATE AGENCIES





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.

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:

e 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.

e Requests for additional time beyond the initial six months may be made by the
appointing authority to the Director of State Civil Service.

e Appointing authorities also have the option of using a Detail to Special Duty in
which to return the employee to work.

e 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.





Review the Return to Work plan with all new hires during the new hire
orientation.

Report Work Related Accidents / llInesses

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

Report work related injuries or illnesses immediately or no later than 48 hours
using the TPA’s online claims management system.

Provide the employee with a Physicians’ Modified Work Information sheet to
give to the treating physician.

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.

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.
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Team scope:

complete transitional return to work plans,

review of job modifications,

job tasking,

task identification,

comply with the State’s requirement for a transitional return to work plan,
oversight of plans,

facilitate success of plans,

report transitional return to work plan results.

Team composition:

human resources representative,

immediate supervisor,

safety personnel,

management representative,

Claim Adjuster for the ORM TPA,

ORM TPA RTW coordinator,

ORM TPA Vocational Rehabilitation Counselor as needed.

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:

Responsible for the overall coordination and day-to-day administration of the
disability management plan.

Develop, facilitate and monitor return to work plan.

Develop and facilitate accommodations.
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Work with the employee and the employer to facilitate RTW plans.
Monitor RTW plan and provide progress reports to appropriate individuals.

Frequency of Team Meetings
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
Team meetings will not be necessary if there are no active lost time claims.

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.

2.
3.
4.

Job tasking should begin before the accident occurs or once an injury has
occurred that leads to lost time.

Compile a master list of transitional tasks for each position.

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

Consult with first-line supervisors to ensure employees will not be worked outside
of restrictions placed by the treating physician.

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

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

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:

Modified Work —Includes modification to the job tasks, functions, hours of work,
frequency of breaks, worksite, or any combination of these.

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.

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.

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

THE RETURN TO WORK PROCESS

N =

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:
Specific job tasks identified,

Hours to be worked,

Duty assignment,
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Physical restrictions,
The plan shall be reviewed and approved by each member of the team.

Eligibility for Return to Work

When reviewing an individual worker’s eligibility for return to work options, the
following criteria should be followed:

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

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

Review other services or tasks that can be performed which would improve the
overall function of the agency.

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

The Office of Risk Management’s TPA will be available to identify transitional
return to work tasks if needed.

Before the Return to Work

The agency will hold a return to work meeting with the employee to review the
plan before the employee returns to work.

Once the meeting has taken place, an offer of transitional duty employment shall
be made to the injured employee in writing.

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

The Return to Work Offer

The offer of transitional return to work employment shall include the following:
Offer must be made in writing,

Certified mail return receipt request or electronic mail,

A specific return to work date and time,

Duty assignment,

Who to report to,

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.

Employee Responsibility

Return the Physicians Modified Information sheet to the immediate supervisor
within 24 hours of receipt of the signed form from the treating physician.
Accept the transitional return to work offer.

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

Work within the restrictions provided by the physician.

Comply with medical treatment and keep all scheduled medical appointments.
Advise the immediate supervisor and ORM’s TPA RTW Coordinator if the
transitional work is physically too difficult.





VI.

VII.

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.

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

The Office of Risk Management’s TPA will be responsible for communications
with medical personnel.

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.
2.

3.
4.

5.

Maintain documentation of failed transitional return to work employment.
Maintain documentation of efforts made to identify transitional return to work
tasks.

Maintain documentation of barriers in identifying transitional return to work.
Documentation shall include evidence that transitional return to work tasks could
not be identified, if applicable.

Notify the RTW Coordinator for the ORM TPA when an injured worker is removed
from work or the accommodations are no longer available.

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.
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. Objective

Louisiana Housing Corporation (LHC), hereinafter referred to as “LHC”, strives to
maintain a professional and respectful workplace appearance that aligns with the
LHC values and standards. As part of that effort, the company requires employees
to present themselves professionally, ensuring a cohesive and comfortable
environment for all employees and visitors.

Il Applicability

This policy shall apply to all Louisiana Housing Corporation (LHC) employees and
all contractors assigned to work physically at LHC.

L. Policy

The image LHC projects to the public is reflected in the appearance of our
employees. Employees are expected to dress in smart casual attire unless the task
requires otherwise. Smart casual attire includes but is not limited to dressy
blouses/tops, dress shirts, dresses, skirts, chinos/slacks, clean sneakers, dark-
colored jeans, and hats (not including baseball/athletic hats, bonnets, skull caps,
or brimless hats). Simply stated, employees should look well-groomed and present
themselves in a neat, clean, and professional manner during business hours and
when representing LHC. Employees are expected to use good judgment in their
appearance and grooming, keeping in mind the nature of the work, their safety
and, the safety of co-workers, and their need to interact with the public.

Employees performing fieldwork are required to wear company-logoed shirts while
in the field. The LHC will provide company logoed shirts to all employees
performing fieldwork. There are two categories of employees working with LHC
clients in the field: substantial and occasional fieldwork. Those employees
requiring a substantial amount of fieldwork are those employees assigned to

Personnel Policy No. 17
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Compliance, Contract Administration MOR, and Energy Assistance field staff. The
Corporation shall provide five shirts in a twelve-month period, three golf and two
denim shirts to these employees. Occasional fieldwork consists of those other
employees who occasionally work in the field who will receive two shirts, a golf
shirt and a denim shirt, in a twelve-month period.

We encourage employees to seek the advice of their supervisor or Human
Resources if they have questions regarding appropriate dress or appearance at
work. Employees who report to work improperly dressed or groomed may be
instructed by their supervisor to return home to change. The time that employees
are absent for this purpose will be unpaid unless state law requires otherwise.

Here are some general guidelines to follow with respect to the Dress for the
Workplace Policy:
e Your appearance must always be neat and professional.
o Dress appropriately for the nature of the work and the location of the work
being performed, i.e., on client-facing days employees should dress
business casual.

e Your appearance should not cause a disruption or distraction to fellow
employees in the workplace.

o Personal appearance should include cleanliness. If an employee shaves,
then the employee’s facial hair should be clean-shaven or trimmed. If an
employee does not shave, facial hair should be clean.

e Hats can not be worn on client-facing Zoom calls and/or other virtual
meetings.

e All hats must be worn with brims forward. No brimless headwear, athletic
hats, or baseball hats are allowed (bandanas, skullcaps, bonnets, etc.) If
your hat is deemed inappropriate, you will be asked to remove it.

e Cologne and perfume should not be excessive.

Personnel Policy No. 17
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Appropriate Inappropriate
Slacks

« Sweatpants, leggings, exercise wear

e Khakis or corduroys « Shorts, low-rise or hip-hugger pants or

« Jeans (must be clean and free of jeans
rips, tears and fraying; may not

Torn, frayed or ripped pants or jeans
be excessively tight or revealing) ’ Bl ‘

« Jogging suits
« Skorts, capris g9gIn9

Shirts

o T-shirts or sweatshirts
« Polo collar knit or golf shirts

o Oxford shirts

o Sports jerseys

o Low cut, unnecessarily revealing, or too
« Company logo wear tight blouses or shirts

¢ Short-sleeved or sleeveless « Exercise wear

blougssior shitts « Crop tops, tank tops, clothing showing

e Turtlenecks midriffs, spaghetti straps

« Blazers or sports coats o Clothing with inappropriate or offensive

words or imagery
« Jackets or sweaters

Shoes

» Boating or deck shoes,
moccasins

e Flip-flops or slides
« Sandals, open-toe shoes

o Athletic shoes, uncleaned tennis shoes
o Casual, low-heel, open-back

shoes (e.g., mules, slingbacks) « Slippers

o Clean/dressy tennis shoes

Personnel Policy No. 17
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Nothing in this policy is intended to prevent employees from wearing facial hair or
hairstyle that is consistent with their cultural, ethnic, or racial heritage or
identity. This policy will be interpreted to comply with applicable local, state, or
federal law.

IV.  Addressing Workplace Attire and Hygiene Problems

Violations of the policy can range from inappropriate clothing items to offensive
perfumes and body odor. If an employee comes to work in inappropriate dress, he

or she will be required to go home, change into conforming attire or properly groom,
and return to work.

If an employee’s poor hygiene or use of too much perfume/cologne is an issue, the
supervisor should discuss the problem with the staff member in private and should
point out the specific areas to be corrected. If the problem persists, supervisors
should follow the normal corrective action process.

V. Reasonable Accommodations of Religious Belief or Medical Conditions

LHC recognizes the importance of individually held religious beliefs to persons
within its workforce. LHC will reasonably accommodate an employee’s religious
beliefs regarding workplace attire unless the accommodation creates an undue
hardship. Those requesting a workplace attire accommodation based on religious
beliefs should be referred to the Human Resources Department.

LHC also recognizes that accommodations to the dress code may be necessary
due to certain medical conditions. Employees should refer to LHC Policy 2,
Americans with Disabilities (ADA), on procedures of how to request an
accommodation due to a medical need.

VL. Questions

Questions regarding this policy should be directed to Human Resources.

Personnel Policy No. 17
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LOUISIANA HOUSING CORPORATION

POLICY NO. 18

SUBJECT: NOTIFICATION TO THE POLICE OF LOSS AND/OR DAMAGE
TO STATE INSURED PROPERY

II.

HIL

1Vv.

POLICY:

When it is suspected that an employee is involved, no reports of theft or
vandalism/damage to State property shall be made to police without prior
notification to and approval of the Appointing Authority.

When there is no reason to believe that a State employee is involved, reports of
theft or vandalism/damage to State property must be made to police with prior
notification to and approval from the Appointing Authority.

PURPOSE:

The blanket crime coverage provided by the Office of Risk Management (ORM)
is amended to include a mandatory requirement that the police be notified as soon
as possible when there is reason to believe that loss of, or damage to, covered
property involves any violation of law.

To preclude erroneous accusations of State employees, this policy mandates that,
if employee involvement is suspected, all such police reports be approved by the
Appointing Authority after review and approval by the Legal Department.

To assign responsibility for aspects of the policy and to explain the process for
adhering to the policy.

APPLICABILITY:

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

PROCEDURE:

In the event that it is discovered that there has been theft of State property or
vandalism to State property, and employee involvement is suspected, this
information shall be immediately communicated up the line of management to
the director. The director shall notify the Appointing Authority as soon as
possible.

Staff of the Legal Department shall review the available information, conduct any
investigation they deem appropriate, and make a recommendation to the
Appointing Authority regarding the appropriateness of making a police report.





No police report shall be made without express approval from the Appointing
Authority an employee is suspected.

V. RESPONSIBILITY:

Employees are responsible for:

L Immediately reporting any suspected theft or damage to State
property to the supervisor or manager or director.

2 Cooperating in any investigation which is conducted to the best
of his/her ability.

3.

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

V1. 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.

VIIL. QUESTIONS:
Questions regarding this policy should be directed to the Appointing Authority.

VIII. VIOLATIONS:

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

Approved by:
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LOUISIANA HOUSING CORPORATION
PERSONNEL POLICY NO. 20
SUBJECT: PERSONAL ACTIVITIES DURING WORK

L POLICY:

It shall be the policy of the Louisiana Housing Corporation that activities engaged in by
employees during work hours are related to the mission and intent of the Corporation. Only
essential personal activities should be conducted during regular hours of office operation.

Telephone usage for both incoming and outgoing personal calls are to be restricted in
regard to number, frequency, and duration to that level which is reasonable.

Personal mail deliveries at the work location are discouraged and the employees are
advised to notify senders to refrain from sending correspondence to the Corporation’s address.

I1.  PURPOSE:
» To s;at forth rules governing personal activities during work hours.
III. APPLICABILITY:
This policy shall be applicable to all employees of the Louisiana Housing Corporation,
IV. RESPONSIBLITY:

A. Appointing Authority is responsible for:
Holding accountable the supervisors under their supervision for adhering to all
aspects of this policy.

B. Supervisors are responsible for:
1. Assuring that each employee under his/her supervision, current and new:
¢ Is made aware of this policy and its contents as well as any forthcoming
revisions, and
e Is informed that he/she must abide by the terms of the policy as a
condition of employment, and
o Is informed of the consequences of violation of this policy.

2. Providing for formal review of this policy with all employees on a cychcal
basis.





3. Assuring that work assignments are appropriate and reasonable, and that
proper time management is observed for all employees.

4, Providing for informal discussions of grievances and complaints in an
effort to resolve problems prior to the filing of a formal complaint.

5. Dealing with violations and grievances in a fair and consistent manner.
C. Employees are responsible for:

Restricting activities of a personal nature during work periods as outlined in this
policy.

V. EXCLUSIONS:

Exceptions to this policy may be requested from the Appointing Authority along with
compelling written justification.

VL. QUESTIONS:
Questions should be directed to the Appointing Authority
VII. VIOLATIONS:

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

Approved by:
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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.

Il. 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.

I11. 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.

Il. 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.

I11. 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:
* Qutside 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.

VIl 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

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.

PURPOSE:

To set forth rules governing the appropriate use by employee of equipment, materials,
services and other Corporation resources.

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

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.
VIlI. 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.

l. 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.

1. 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.

I11. 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.

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





VII.

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.

All other reportable events as defined in Section 1V 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.

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.

VIII.

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;

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

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.

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
V1.), 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
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I Applicability

This policy shall apply to all employees of Louisiana Housing Corporation (LHC),
hereinafter referred to as “LHC.”

Il Policy

LHC is committed to fostering a productive and collaborative work environment.
This policy ensures consistent work schedules, efficient time reporting, and fair
treatment of all employees regarding attendance and leave.

111. Work Schedules

The LHC business operating hours are 8:00 a.m. until 4:30 p.m., Monday through
Friday. Managers and above are responsible for ensuring adequate staff under
their supervision to provide service during all regular business hours, perform its

mission, and meet deadlines. As such, the LHC offers the following flexible
schedule options:

e Standard Workweeks
o Five 8-hour days.
e Compressed Workweeks
o Four 10-hour days with one day off per week.
o Four 9-hour days and one 4-hour day per week.
o Flexible Hours: Start times between 7:00 am. and 9:00 a.m. with
corresponding end times and adjusted lunch breaks.

Work schedules include a thirty (30) minute or one (1) hour lunch break.

Schedules are documented on an Employee Work Schedule Election Form. The
form must be completed within the first week of hire. The form must also be
completed when an employee requests a schedule different from the one they

Personnel Policy No. 25
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currently work. Schedule requests must be submitted no less than five (5) working
days before the schedule change.

Schedules Consistency

Schedules must be adhered to unless formally changed through the supervisor.
Supervisors may adjust schedules with reasonable notice, except for immediate
changes based on discipline or performance.

During a week that includes a holiday, all employees automatically convert to an 8
hour per day schedule.

V. Call-in Procedures

Employees are required to follow their department’s call-in procedure when:
e Arriving late or absent, and leave not previously requested.
* Leaving the building for lunch and unexpectedly unable to return timely.

Department call-in procedures shall be communicated to the employee during the
first week of hire. The call-in protocol shall include a method of communication and
a timeline for communication. If an employee does not receive a timely response
from their supervisor, then the employee should contact the next higher supervisor
in the chain of command. In the event that the department has not developed call-
in procedures, employees are required to contact their immediate supervisor at
least one hour, when practical, before the start of their shift for a late arrival or
absence.

Supervisors may deny leave requests or, with appointing authority approval,
impose leave without pay for non-compliance with call-in procedures. Whether or

not leave is approved, documentation of the reason for the tardiness or absence
may be required.

V. Job Abandonment

Job abandonment occurs when an employee fails to report to work for an extended
period without prior notification or justification. At our organization, employees are
expected to communicate any absences promptly and maintain regular contact
with their supervisor or manager. In the event of unforeseen circumstances
preventing attendance, employees must follow the call-in procedures. Failure to

Personnel Policy No. 25
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adhere to these guidelines and prolonged absence of three (3) days or more
without communication may be considered job abandonment and could result in
disciplinary action, up to and including termination of employment.

VI.  Time Reporting

e Employees document hours worked and leave approved on the LHC
timesheet bi-weekly, submitting them on the last Thursday of the pay period.
Leave should match requests in SharePoint.

e Timesheets are completed bi-weekly. Pay periods begin on Mondays and
end on Sundays. Timesheets shall be submitted by 4:30 p.m. on the last
Thursday of the pay period. The timesheet deadline is subject to change on
weeks when holidays shorten Payroll processing time.

e Timesheets should be named in the following format:
<Last name><space><First Name><space><6-digit payroll date>
= Example: Employee Test 021824

e Supervisors shall approve leave for direct reports and ensure timesheets
accurately reflect attendance, overtime, funding, and FMLA hours with
supporting documentation. The supervisor's signature on the timesheet is a
certification that it has been reviewed and is in compliance with all rules,
regulations, and policies.

e If an employee is not able to submit a timesheet by the bi-weekly deadline,

then the supervisor shall complete and submit the timesheet for the
employee.

VIl. Responsibilities

Employee responsibilities:
* Regularly report to work as scheduled and adhere to call-in procedures.
¢ Request leave and overtime before utilizing them.
e Report attendance, leave approved, and FMLA hours on the LHC timesheet
and include support documentation for leave approved or overtime worked.
e Submit timesheet to direct supervisor timely.

Personnel Policy No. 25
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Managers/supervisors responsibilities:

e Approve a work schedule for a new employee during the first week of
employment.

e Ensure that service is provided during all regular business hours and that
employee attendance is timely.

e Inform new employees of the Department's Call-in Procedure and
leave/timesheet processes.

» Review and correct time sheets of direct reports, submitting them to Payroll
by the deadline.

e Complete time sheets for absent employees.

e Counsel and recommend appropriate corrective action for call-in procedure

violations, habitual tardiness, inaccurate timesheets, and any other policy
infractions.

VIll. Questions

Questions regarding this policy should be directed to Human Resources.

Personnel Policy No. 25
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LOUISIANA HOUSING CORPORATION

PERSONNEL POLICY NO. 26

SUBJECT: JOB-RELATED AUTOMOBILE ACCIDENTS

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.

PURPOSE:
To set forth rules governing job related automobile accidents.
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.

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 37:31009.





5. Bringing to the attention of the Appointing Authority, supervisor or
the Human Resources Director, any violation of this policy.

VIl. 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.

VIl 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

POLICY NO. 27

SUBJECT: SAFETY PROGRAM

L. POLICY:

It is the policy of the Louisiana Housing Corporation to provide to all employees a work
environment which is as safe and accident free as possible. Employee safety is a legal and
moral obligation, and is therefore, one of the top priorities of this Corporation. It is hereby
instructed that each employee devote daily attention to making safety an integral part of his/her
routine operations.

II. PURPOSE:

To authorize the implementation of a safety program for all employees which will:

« promote a safe, productive work environment for all employees, and

« prevent injuries which are painful and potentially disabling. To be in compliance with Title 39
of the LA Revised Statutes, §§ 1527 - 1544, which mandates that "... all State agencies must
implement a program to prevent and reduce employee job related accidents, injuries and loss of
State property, thereby reducing the direct and indirect costs to the State of Louisiana.

IIL. APPLICABILITY:

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

IV. RESPONSIBILITY:

The Appointing Authority is responsible for:

1. Creating a safe wotk environment for all employees in their area of supervision.

2. Holding all supervisors accountable as an aspect of job performance for the establishment and
maintenance of an effective safety program in his/her section.

3. Insuring compliance with the policy and procedures of the safety program by all supervisors
and employees under his/her immediate supervisor.

4. Appointing a safety manager for his/her section and providing that appointee the necessary
authority to implement and manage a successful safety program.





5. Communicating and demonstrating support for the safety program and the safety manager.

6. Holding the safety manager accountable as an aspect of job performance for the management
of a successful safety program.

7. Authorizing necessary expenditures for the implementation of the safety program whenever
possible.

8. Supporting efforts to remedy unsafe work conditions existing in work environments under
his/her area of supervision.

9. Periodically participating in safety meetings of supervisors and safety managers.
Supervisors are responsible for:
1. Bstablishing and maintaining a safe work environment for all employees in his/her section.

2. Being accountable as an aspect of job performance for the establishment and maintenance of
an effective safety program in his/her unit.

3. Communicating and demonstrating support for the safety program.

4. Facilitating any training necessary to assure safe operation of equipment or performance of job
duties by employees in his/her section.

5. Insuring compliance with the policy and procedures of the safety program by all employees.

6. Authorizing necessary expenditures for the implementation of the safety program whenever
possible.

7. Supporting efforts to remedy unsafe work conditions in his/her work areas.
8. Periodically participating in safety meetings called by safety manager.

9, Assuring that each employee, current and new, is made aware of this policy and its contents as
well as any forthcoming revisions.

10. Assuring that all safety rules and procedures are distributed to and understood by his/her
employees through training, meetings, discussions, etc.

11. Counseling with employees regarding safety violations or unsafe work habits, documenting
counseling and recommending disciplinary action where appropriate.

12. Immediately report any and all unsafe conditions and practices to the safety manager.

13. Correcting any unsafe conditions in the work area if it is within his/her means to do so.





14. Obtaining prompt first aid to injured individuals.

15. Investigating all accidents which occur in his/her areas of responsibility during the shift upon
which the accident occurred, assuring that the proper investigation procedure is followed, and
that corrective action is recommended, immediately after assuring care of any individual injured.
16. Reporting all accidents by completing and signing the Employers' First Report of Injury.

The Safety Manager is responsible for:

1. Development, implementation, and coordination of the safety program for the Corporation.

2. Development and communication of the best feasible operations, procedures, technology and
policies for an efficient, successful safety program.

3. Monitoring the safety program and coordinating safety activities through the safety managers
(one will be appointed on each floor).

4. Acting as liaison between employees the Corporation, and the Office of Risk
Management/State Loss Prevention Program.

5. Facilitating training, whenever possible, on safety issues for employees of the Corporation.

6. Compiling and routing to the appropriate authority all applicable reports reflecting safety
performance and accident trends.

Employees are responsible for:

1. Recognizing that safety will be considered an aspect of job performance in periodic
performance evaluations.

2. Exercising safe work habits as an element of satisfactory work performance.

3. Observing all safety rules and regulations.

4. Accepting personél responsibility for his/her own safety and well being.

5. Reporting any potentially unsafe condition and/or work practice to the immediate supervisor.

6. Seeking training or instruction prior to operation of any office equipment or machinery he/she
cannot operate or prior to performing any duty he/she is not trained to perform.

7. Asking for assistance or further explanation in safety related matters when needed.





8. Taking all available and effective action to minimize risk to self and others when hazards are
recognized.

9. Helping achieve goals of preventing personal injury and avoiding loss of State property due to
accidents.

10. Making suggestions to improve safety.
11. Reporting to the supervisor immediately if involved in an accident or injury.

12. Completing the Employer's First Report of Injury with the assistance of the supervisor if
involved in an accident or injury.

13. Completing his/her portion of the required Accident Report when involved in an accident.

14. Reporting to the supervisor after providing any necessary assistance if a witness to an
accident or injury.

V. EXCLUSIONS:
There will be no exceptions to this policy.
VL. QUESTIONS:

All questions concerning this policy should be directed to the Safety Manager and the Human
Resources Department.

VII. VIOLATIONS:

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

Approved by:
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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.

Il. 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.

I11. 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
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Corporation

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:

| am satisfied with my Department Head’s response.

| am not satisfied with my Department Head’s response. | understand that | 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:

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

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

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.
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Objective

In public and private organizations, employment conditions, practices, and
decisions create dissatisfaction and misunderstanding among employees. By
affording employees an effective procedure for expressing their concerns,
employee morale and productivity will increase. Additionally, the free expression
of employee concern allows management to review and modify practices, policies,
and workplace decisions.

Applicability

This policy shall apply to all employees of Louisiana Housing Corporation (LHC),
regardless of status or position. This policy does not apply to all concerns,
incidents, or actions occurring within the workplace, certain of which must be
appealed directly to the State Civil Service Commission or the Director of the
Department of State Civil Service. Employees are encouraged to contact Human
Resources to resolve any uncertainty about the procedure to be used or for
assistance in processing a grievance.

Policy

It shall be the policy of the Louisiana Housing Corporation to have an equitable
grievance system. Employee grievances earliest possible opportunity after
concerns are recognized. To resolve issues, each employee at the LHC shall have
access to the grievance procedure, without fear of reprisal.

Definitions

A. Grievance:
The term "grievance" shall mean any claim or allegation by any employee or
group of employees, hereinafter referred to as "grievant." Grievances occur in
the instances listed below.
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e An employee has been treated unfairly, inequitably, or in a manner that
is arbitrary, capricious, unjust, unreasonable, or discriminatory.

e There is a violation of the implementation, enforcement, administration,
application, and/or interpretation of any applicable law, rule, regulation,
administrative directive, policy, or practice of the agency or its agent(s).

e There exists a condition, situation, or circumstance jeopardizing the
health or safety of any employee or adversely affecting any such

person's welfare and interest.

B. Key Components:

Two (2) key components in forming a grievance are the Grievance Statement
and the Relief Sought Statement.

a) Grievance Statement: a description of the situation, incident, or action
that caused the employee(s) to be aggrieved (what is the issue?). This
should include all pertinent information and a list of any witnesses.

b) Relief Sought Statement: there has to be a relief sought in a grievance
—what does the employee seek as a result of the grievance. This should
include the actions that need to happen to resolve the issue.

V. General Provisions of the Grievance Procedure

In any organization, it may be expected that conditions leading to dissatisfaction
and misunderstanding may arise among employees. Every effort will be made to
afford all employees a means to resolve grievances. Discussing concerns openly
between employees and supervisors through the utilization of a grievance
procedure may serve as a basis for review and change of policies and procedures.

The Human Resources Director is available to consult with employees freely and
informally and assist them in adequately presenting their grievances.
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VI.

A. Although encouraged, the decision to utilize this grievance procedure shall be
the voluntary decision of the individual employee.

B. Nothing herein shall be construed as depriving a classified employee of the
right to appeal to the Director of Civil Service or the Civil Service Commission
in appropriate cases or to alter or extend the time within which an appeal is
required to be filed with the Civil Service Commission, or to alter in any way
Civil Service Rules.

C. If a grievance hearing is conducted under this procedure, the party against
whom the grievance complaint is made shall have the right to appear and testify
at the hearing.

D. The grievant shall be given notice at least five (5) calendar days in advance of
the hearing unless the grievant waives this.

E. The Executive Director's decision shall be final in all cases subject to this
grievance procedure.

Non-Grievable Issues

This grievance procedure does not apply to those actions directly appealable to

the State Civil Service Commission or the Director of the Department of State Civil

Service. Employees should review Chapters 10 and 13 of the Civil Service Rules

to determine those actions that are appealable directly to the Civil Service. In

general non-grievable issues include:
e An allocation or reallocation decision

The rejection of an application

A determination that an applicant lacks the minimum qualifications

e A Reviewer's decision concerning a PES given to a permanent employee
(must be handled through Civil Service Rules Chapter 10)

e A suspension without pay, reduction in pay, involuntary demotion, or
dismissal of a permanent employee

e A non-disciplinary removal of a permanent employee

e An employment action/decision that discriminates against an employee
because of their political or religious beliefs, sex, or race

e A layoff of a permanent employee

L]
L]
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e An employment action/decision that violates a Civil Service Rule other than
a rule in Chapter 10 or the Civil Service Article (Article X, Part 1 of the state
constitution)

Additionally, complaints about letters of warning, reprimand, or counseling are
handled by written response and not through the grievance process.

The filing of a grievance does not extend the time within which an appeal must be
filed with the Commission or Director of Civil Service.

VIl. Grievance Procedure

The Human Resources Director (or designee) is responsible for administering the
grievance procedure and maintaining all grievance records. Therefore, at each
Step of the process, the grievant and reviewing official are required to consult the
Human Resources Director.

The grievance procedure consists of an informal meeting with the supervisor,
followed by three formal written steps, if necessary. If the grievance is against the
grievant's direct supervisor or person in the grievant's chain of command, the
grievant may skip the grievance step that would directly involve that individual and
may proceed to the next Step.

Step 1

All grievances should be presented within seven (7) calendar days from the date
the grievant first became aware of, or should have become aware of, the cause
of such a grievance. The grievant should include the key components and support
documentation to the form. Ensure to succinctly set forth all concerns, as the
Grievance Statement may not be revised nor expanded upon during the grievance
process.

In collaboration with the Human Resources Director, the immediate supervisor will
review the information provided, afford the grievant an opportunity to present their
concern and render a written decision within (7) calendar days of receipt of the
grievance.
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Step 2

If the grievant is not satisfied with the Step 1 response or if the decision is not
rendered within the prescribed time limit, the grievant should check the appropriate
box on the grievance form and, within seven (7) calendar days, present their
grievance in writing to the department head of their section. The grievant must
also submit a copy of the form to Human Resources.

The department head must investigate and afford the grievant an opportunity to
present their viewpoint. The department head must furnish the grievant with a
written statement of their finding and recommendations within 14 calendar days of
receipt of the Step 2 grievance.

Step 3

If the grievant is not satisfied with the Step 2 response or if the decision is not
rendered within the prescribed time limit, the grievant should check the appropriate
box on the grievance form and, within seven (7) calendar days, present their
grievance in writing to the Executive Director. The grievant must also submit a
copy of the form to Human Resources.

The Executive Director may conduct a hearing or investigate as necessary. The
Executive Director shall issue a written decision notifying all applicable parties
within 21 calendar days following the date the grievance entered the final Step.

A Step in the grievance procedure may be bypassed if the grievance concerns
actions by the grievant's immediate supervisor or the Department Head. Similarly,
a Step in the grievance procedure may be bypassed if the relief sought cannot be
granted at Step 1 or Step 2 level. Additionally, grievances by the same employee
or on the same issue(s) may be consolidated for review.

VIll. Summary Disposition of a Grievance

At any time after the filing of a written grievance, the Executive Director may
dismiss the grievance on any of the following grounds:
e The action is appealable to the Director of Civil Service or the Civil Service
Commission.
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e The grievant does not work for the agency.

e The person against the grievance is filed does not work for the agency.

e The grievance has not been made in the required manner or within the
prescribed period.

e A decision on the grievance would be ineffective or moot.

e The remedy requested cannot be granted.

e The grievance is determined to be frivolous.

e The grievance is being used to impede the efficient operation of the agency.

e The grievant did not appear for the grievance hearing.

e The grievant has withdrawn or abandoned the grievance.

When an Executive Director dismisses a grievance, the grievant and all applicable
parties shall be notified in writing.

IX. Retention of Grievance Documents

Grievance documents shall be maintained in the Human Resources department
in accordance with LHC Human Resources retention guidelines.

X. Retaliation

LHC prohibits retaliation or reprisal towards any employee who has made a good
faith grievance in compliance with this policy. Retaliation towards an employee for
filing or participating in a grievance is strictly prohibited. Those found retaliating
as a result of the grievance shall be subject to the violation provisions below.

XI. Violations

LHC considers the grievance process to be invaluable means by which employees
are free to express their concerns and seek redress regarding workplace decisions
and conditions. To facilitate and maintain the integrity of the grievance process,
any employee found, after investigation, to have engaged in the following behavior
will be subject to corrective action, up to and including termination, as authorized
by Civil Service Rules:

e Harasses, discriminates or retaliates against any employee who files a
grievance or participates in the grievance process;
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e Uses his/her position to influence the grievance process or anyone involved

therewith; or
e Misuse or abuse of the grievance procedure, including the filing of frivolous

grievances.

Xll. Questions

Questions regarding this policy should be directed to Human Resources.
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05/19 K. Btally e Added section on lump sum payments for exceptional
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Authority.
Louisiana Department of Civil Service Rule 6.16.1.

Philosophy.

Under the provisions of Civil Service Rule 6.16.1, Rewards and Recognition, the
Louisiana Housing Corporation (LHC) Rewards and Recognition Policy acknowledges
and rewards outstanding employee performance, professional development, and work
related achievement. By formally recognizing the accomplishments of our employees,
we acknowledge the individual’s value and contribution to the section and the LHC as a
whole.

Policy.

It is the policy of the LHC to maintain a program of rewards and recognition for
individual employees (or employee groups) for significant work related achievement,
which should not ordinarily be required or expected. The rewards may be monetary or
non-monetary. If monetary, no single reward, nor the sum of multiple rewards, shall total
more than the maximum percentage of an employee’s base salary allowed by Civil
Service in a fiscal year. Monetary rewards are not considered and shall not increase base
pay, and will not be reported to the retirement system. If non-monetary rewards are
given to employees, the section head should report to the Human Resources Department
the reward description, the effective date of the reward, the reason for the reward, and an
approximate dollar value of the reward.

All rewards shall be dependent upon availability of funding. This policy shall be
effective June 5, 2019.

Payments for exceptional performance

1. Rewards for employees who receive an exceptional rating on their annual
Performance Evaluation shall be limited to a lump sum of up to 3% of the employee’s
base pay, not to exceed $2,500.

2. All employees who receive an exceptional rating shall receive the same percentage
lump sum payment.

3. Rewards for exceptional performance are disbursed no earlier than September 1% of
the Fiscal Year, but can be paid no later than June 30" of the Fiscal Year.
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Criteria for Nominations.

Nominations for rewards will be made by a section head and must be approved by the
Appointing Authority. With the exception of rewards for Training/ Education and
Certification, and the Retirement Recognition Reward, rewards will be made for efforts
expended after implementation of this policy.

All rewards shall be dependent upon availability of funding. No employee shall receive a
reward under this policy during any Performance Evaluation System (PES) rating period
in which the employee has a rating, which is less than “successful” or equivalent. An
employee who is “unrated” shall be considered to have a “successful” rating for the
purpose of this policy.

Nomination for rewards may be made for the reasons listed below.

1. Special Projects. Rewards not to exceed the maximum percentage of an employee’s
base salary allowed by Civil Service in a fiscal year may be made for various special
projects. Special projects would include outstanding work on a special project that
results in a major benefit such as cost savings, service improvement, and improved
productivity/ efficiency to either the LHC or any of its customers. The proposal must
contain an in-depth summary of the project and delineate how the work resulted in a
major benefit to the section or the LHC as a whole. The proposal should contain a
proposed reward amount and justification of the amount requested.

NOTE: The project must not be a regular and recurring responsibility of the
employee’s position.

Section Heads wishing to nominate employees under the special projects provision
should submit the documents listed below to the Appointing Authority.

a. A completed Special Projects/ Innovations/ Significant Achievement
application form,;
b. Any required attachments/ documentation.

Employees nominated to receive rewards for special projects must not have been
compensated for work on those special projects under and other LHC policy or Civil
Service pay rule (e.g., detail to special duty, premium pay, optional pay, cash
overtime, etc.). Further, rewards will not be granted for special projects completed
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when the project is a portion of a requirement for a certification which may be
rewarded under this policy (such as a CPTP certification).

2. Innovation/ Significant Achievement. Rewards not to exceed the maximum
percentage of an employee’s base salary allowed by Civil Service in a fiscal year may
be made for an innovation, development of a new idea/ procedure, improvement upon
an existing idea/ procedure, or a significant achievement that either resulted in
savings to the Corporation through reduced cost, increased productivity, efficiency, or
increased client satisfaction. Rewards may be given to individuals or groups. In the
case of a group reward, the total reward shall be split among the participants.

The nomination shall contain an explanation of the idea/ procedure or significant
achievement, as well as a clear representation of the impact, be it fiscal, productivity,
or public relations. The proposal shall also contain a recommended reward amount
and a justification for the amount requested.

Section heads wishing to nominate employees under the Innovation/ Significant
Achievement provision should submit the following documentation to the Appointing
Authority:

e A completed Special Projects/ Innovation/ Significant Achievement
application, and
e Any required attachments/ documentation.

An employee or group of employees nominated to receive rewards for a n innovation/
significant achievement must not have been compensated for the innovation/
significant achievement under any other Civil Service pay rule of LHC policy.

3. Retirement after Service with the LHC. Employees who retire from State service
under the Louisiana State Employees Retirement System while an employee of the
Louisiana Housing Corporation will receive a retirement plaque or the equivalent.

4. Education/ Training and Certification.
a. Rewards not to exceed $1,500 may be made for various training that meets the
following criteria:
i. The training is recognized nationally and testing is required, and
ii. It must be directly related to the employee’s job or job series, and
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iii. The training is not a part of the Minimum Qualification Requirements for
the job or job series, and

iv. It cannot be post-secondary higher education, e.g. college hours and/or
degrees and courses at secretarial or technical colleges.

b. Rewards of up to $2,000 may be made for attainment of a professional
certification (example: the passing of all required tests for an applicant for the
Certified Public Accountant status) that meets all the criteria listed in D.1. above,
if it is nationally recognized and a baccalaureate degree is required to apply for
the certification. This reward requires a substantial amount of study and a
comprehensive exam. This type of reward may be given only once to an
employee.

c. Rewards not to exceed $1,000 may be made for attainment of certain Certified
Public Training Program (CPTP) certificates. The maximum total reward amount
an employee may be given for earning multiple CPTP certifications is $3,500.
Employees are not eligible for nomination to receive reward money until all
required coursework, testing, and completion of the certificate project is approved
and designated as complete by the section head and/or manager and the CPTP
Policy Board. Human Resources and the Appointing Authority must review the
nomination and approve the CPTP certificate is qualifying and note such on the
Education/ Training and Certification application.

d. Rewards ranging from $250 up to $700 may be made for certifications/ training
not listed in this policy, that are job-related, with approval by the Appointing
Authority. The Human Resources Department will maintain an ongoing list of
these approved certifications and training.

Section heads wishing to nominate employees under the Education/ Training and
Certification provision should submit the following documents to the Appointing
Authority:
e A completed Education/ Training and Certification application (located on
the LHC intranet site), and
e A completed Personnel Action Request (PAR) form, and
e Any required attachments/ documentation.
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Procedure.

Nominations for rewards must be approved by and submitted by a section head to the
Human Resources Director along with a recommended amount of the reward. Initially,
the section head making the nomination should review the available budget for his/her
section to determine if funding is available for the reward. If funding is not available in
the section’s budget, the section head should request funding from the Appointing
Authority. The Human Resources Director will review the award request for required
documentation and policy requirements. Once approved by the Human Resources
Director, the request will be forwarded to the Appointing authority for consideration and
approval accordingly. The Appointing Authority will determine approval or disapproval
and the amount of any award.

Nominations should be made on the appropriate Rewards and Recognition application
available from the LHC intranet site or the Human Resources Department. The
nomination should include a completed Personnel Action Request (PAR) form along with
supporting documentation justifying the request.

Non-Monetary Awards.
Awards for Commitment to the Corporation may be given annually according to the
following:

5 years Service Award (approximate value $30.00)
10 years Service Award (approximate value $50.00)
20 years Service Award (approximate value $100.00)
30 years Service Award (approximate value $150.00)

Retirement  Plaque and Service Award (approximate value $200.00)

Applicability.
This policy shall be applicable to all employees in all sections of the Louisiana Housing
Corporation.

Responsibility.

LHC administrators and equivalent are responsible for:

Holding managers and section heads under their supervision accountable for adhering to
all aspects of this policy.
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Human Resources is responsible for:

Maintaining an on-going listing of rewards ranging from $250 up to $700 for
certifications and training approved by the Appointing Authority and not specifically
listed in this policy and ensuring this listing is available for review.

Maintaining the official supporting documentation and reports for all awards under this
policy for a period of five years for the purpose of audits by Civil Service.

Providing a report to Civil Service between July 1 and July 31 of each years, which lists
all award recipients for the previous fiscal year with the reason for the reward and a
description of the reward.

Providing this policy and future revisions as well as information on rewards, which have
been made annually to section heads for posting.

Accounting Services is responsible for:
Ensuring that all requests for rewards and recognition approval by the Human Resources
Department and the Appointing Authority prior to processing the awards.

Reviewing any annual rewards and recognition reports prepared by the Human Resources
Department that may be required by Civil Service.

Department Heads are responsible for:

1. Taking into consideration an employee’s performance and the documentation of the
PES before recommending an employee for a project that would result in eligibility
for a reward.

2. Evaluating the performance of staff in an equitable and fair manner, to determine if
there are employees worthy of nomination for rewards in any applicable category. If
such is found, evaluating budget status to determine if funds are available for reward.

3. If funds are available, preparing and submitting the necessary paperwork to nominate
the employee(s). IF funds are not available, preparing and submitting the necessary
paperwork to nominate the employee(s), including a request for the Appointing
Authority to provide the funds.

4. Nominating employees for wards in accordance with the policy and not in excess of
the stated limits unless the request for an exception to the policy is noted.
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Employees are responsible for:
Calling to the attention of the section head any effort on his/ her part or on the part of
other employees, which might be worthy of nomination for reward under this policy.

Submitting requests for awards in accordance with the policy and not in excess of the
stated limits unless an exception to the policy is noted.

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

Violations.
Employees found to have falsified information required by this policy may be subject to
disciplinary action.

Required Posting by Human Resources.

Human Resources will assure that this policy, as well as any revisions, is posted
continually in a manner that assures its availability to all employees in accordance with
Civil Service Rules. Human Resources will prepare a list of all reward recipients, and
assure it is immediately posted in the section in an accessible and conspicuous manner
and remains posted for at least thirty days.

Exceptions.
Requests for exceptions to this policy shall be justified, documented and submitted to the
Appointing Authority for consideration.
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Review Dates: | 07/2012; 31’20.1_7;_5{29 18
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SUMMARY OF CHANGES
Date Author Change Description

e Changes made as required by Civil Service for the 2018
Compensation Redesign Program.

e Employees at range max are not eligible for Optional Pay

05/18 K. Brady to Match a Job Offer, recruitment, or compression.

e Civil Service capped Optional Pay for Additional Duties
at 5%. No additional can be requested from the Civil
Service Commission.

e Correct punctuation and grammatical errors.

e Adjust optional pay amounts in compliance with Civil

03/17 K. Brady Service revised rules.

e Clarify the types of optional pay and the reasons to
request.
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Policy.

In accordance with State Civil Service Rule 6.16.2 Optional Pay Adjustments, it is the
policy of the Louisiana Housing Corporation (LHC) that the appointing authority may, at
his own discretion, grant individual pay adjustments for the recruitment and retention of
employees.

Applicability.

This policy applies to all permanent classified employees of LHC with a minimum
“Successful” overall rating or the equivalent on their most recent annual Performance
Evaluation.

No employee shall receive more than the maximum amount allowed by State Civil
Service Rule 6.16.2 within a fiscal year.

Implementation.
This and subsequent revisions shall become effective on the date approved by the State
Civil Service Commission.

Types of Optional Pay.
Provided that funding is available, LHC may consider granting optional pay in either base
pay or lump sum adjustments to eligible employees for the reasons below.

1. Matching a job offer.
To provide for the retention of employees deemed essential to the agency.

An employee deemed by the Appointing Authority to be essential to the LHC may
receive a base pay increase of up to 10% of the employee’s base salary to match a
written and verified salary offer from a private employer, for an unclassified position
at another state agency, or a position at a non-state government entity.

Employees at range maximum shall not be eligible for a payment under this
provision.
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2. Compression.

The Appointing Authority may grant a base pay increase of up to 10% to an
employee to reduce pay compression.

Employees at range maximum shall not be eligible for a payment under this
provision.

Salary compression may occur when managers/ supervisors are paid at a rate lower
than those they supervise. It is perfectly logical that a 20-year employee in a staff
level position will have a higher salary than a supervisor with just seven years of
service/ experience. However, if the supervisor has 20 years of service/ experience
and makes less than the subordinate with 7 years of service, an agency may want to
give an increase to the supervisor.

Salary compression may also be caused when there is only an insignificant difference
in pay between employees in the same job series, despite significant differences in
merit factors such as length of total state service, time in current job series, skills and
experience, education/ credentials, or performance.

This often happens when the current employee pay hasn’t kept up with increases in
the market pay rate resulting in a situation in which new hires are hired at levels
similar to employees who have been with the state for many years. Merit factors
should always be taken into consideration and only LHC employees should be
compared.

If an agency is planning to pay a large group of employees, give compression to the
same employee in multiple fiscal years, or would like to address something the
agency feels is compression specifically not listed above, then prior notification to
Civil Service is required.

Human Resources maintains information documenting compression pay including
text about the employee, the comparable employee(s), reason for the payment, and
any merit factors used to determine that the compression payment is justified.
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3. Additional duties.
To provide compensation for employees who perform additional duties.

a. Permanent additional duties.
The Appointing Authority may grant a base pay increase or lump sum of up to 5%
to an employee who is assigned additional duties on a permanent basis. Such
permanent duties shall be documented in an official position description and
processed by State Civil Service within thirty (30) days prior to granting the
adjustment.

An employee may not receive more than 10% in base pay increases for additional
duties within three (3) consecutive years.

b. Temporary additional duties.
The Appointing Authority may grant a lump sum payment of up to 5% to an
employee who is assigned additional duties on a temporary basis. Payment of
such a lump sum may be made in one payment at the end of the duration of the
duties or may be spread among pay periods for the duration of the assignment not
to exceed one year. If the duration of the assignment exceeds one year, a request
for payment must be resubmitted to the Appointing Authority for approval.

Employees at range maximum who are assigned additional duties shall only be
eligible for a lump sum payment under this provision. Employees who are at range
maximum cannot receive lump sum payments in consecutive years, even if the
reasons for the payments are different.

An employee shall not be eligible for either a lump sum or base pay increase for
additional duties is he has already been compensated according to another State Civil
Service Rule.
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4. Recruitment.
To recruit employees into difficult to recruit jobs.

The Appointing Authority may grant a base pay increase of up to 10% to an
employee, in additional to any other compensation granted under State Civil Service
Rule 6.7, to recruit employees into a position for which recruiting is difficult.

Employees at range maximum shall not be eligible for a payment under this
provision.

V. Posting and reporting.
This policy shall be posted in a manner that assures its availability to all employees along
with a listing of all employees who receive payments according to this policy.

An annual report shall be submitted to the Department of State Civil Service by July 31
detailing payments made to employees under State Civil Service Rule 6.16.2 during the
previous fiscal year ending June 30",
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LOUISIANA HOUSING CORPORATION POLICY NO. 34
SUBJECT: HARASSMENT and VIOLENCE FREE WORKPLACE
Review Dates: | 11/20 / 7~\

Approval: < = ’
PP \ / Date: U/ [ 4{ 20
Kevin Bracfy, Hurﬁn Resources Director

Approval: - o
E. Keith éhnninghéhfd'r., Executive Director

Date: IQ/:y/a[s;,m

SUMMARY OF CHANGES
Date Author Change Description
e Changes in grammar and punctuation.
11/20 K. Brady © Formatted to new pol_lc':y template.
e Omitted gender specific pronouns.
e Combined with Policy 33 Workplace Harassment.
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I Policy.
Employees are the State of Louisiana's most valuable resource. The safety and
security of employees takes priority above all else. The Louisiana Housing
Corporation (LHC) prohibits harassment and violence towards its employees,
regardless of reason. This policy defines harassment and workplace violence
and outlines the procedures for reporting incidents. Employees shall be
protected against retaliation from making a complaint and/ or taking part in an
investigation in relation to this policy.

Il. Applicability.
This policy shall be applicable to all LHC employees, clients, Board Members,
customers, visitors, and other persons who come into contact with LHC
employees in the course of performing their job responsibilities.

ll. Definitions.
1. Credible Threat of Violence: A statement or action that causes a reasonable
person to fear for his personal safety or that of another.

2. Dangerous weapon: Firearms, knives, explosive devices and any gas, liquid
or other substance which, in the manner used, may or is likely to produce
bodily harm or death.

3. Harassment: Conduct that creates an intimidating, hostile, or offensive work
environment. This can include spreading false or malicious information or
rumors; threatening, intimidating, or coercing another employee; and
intimidation through direct or veiled threats.

a. Verbal: unwelcome name calling, obscene or other abusive language,
epithets, slurs, negative stereotyping.

b. Written: pictures, signs, posters, emails, books, magazines.

c. Physical: obscene gestures, invading another's space, abusive
movements, fist shaking, throwing objects, physical contact.

4. Violence: Fighting or behavior of any type, which is unprofessional,
inappropriate, disturbing, abusive, or injurious to employees or others on
agency premises. This behavior can include pushing, shoving, slapping,
hitting, punching, or other physical action, made with or without the use of a
dangerous weapon, which endangers or threatens to endanger the safety of
any individual in the workplace.

Personnel Policy No. 34
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Procedure.

Any harassment, perceived harassment, violence, and perceived violence is
unwelcome and will not be tolerated at the LHC. Employees are prohibited from
possessing a dangerous weapon on LHC premises and making any statement or
engaging in any behavior that constitutes an act of violence or credible threat of
violence.

. All complaints regarding harassment, credible threats of violence, and acts of

violence must be immediately reported to supervisory personnel, the Human
Resources Director, or the Executive Director. An employee victimized by
conduct believed to constitute harassment in violation of this policy has a right
and a duty to immediately report any such conduct.

. Supervisory personnel, will in turn, immediately notify the Human Resources

Director.

. All acts of violence and credible threats of violence will be viewed seriously

and immediately investigated by Human Resources. Employees are required

‘to cooperate in the investigative process.

. The Corporation prohibits retaliation or reprisal towards any employee who

has made a good faith complaint of conduct believed to be violating this
policy. Retaliation towards an employee reporting harassment, an act of
violence, or credible threat of violence is strictly prohibited. Employees
participating as witnesses in the investigative process will likewise be
protected from retaliation.

. Due consideration will be afforded employees experiencing an act of violence

or credible threat of violence. Where appropriate, employees will be afforded
confidential referrals to counseling and assistance in filing worker's
compensation claims.

. Any employee found to have engaged in harassment or violence in violation

of this policy will be appropriately disciplined in accordance with the Civil
Service Rules, up to and including termination.

. The Executive Director will determine whether a reported act of violence or

credible threat of violence will be reported by the agency to law enforcement
authorities. The victim of any such behavior; however, also has the right to
notify law enforcement authorities.

Personnel Policy No. 34
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V. Questions.
Questions regarding this policy should be directed to Human Resources.
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LOUISIANA HOUSING CORPORATION
PERSONNEL POLICY NO. 35

SUBJECT: COMPUTER RESOURCE USE

I. PURPOSE:

To ensure that computers, word processors, telephones, and related equipment are used for
business purpose only. Email, Internet, and telephone use at LHC is a LHC resource, and its use
is subject to compliance with this policy. Compliance with this policy will ensure that the
business affairs of this Corporation are conducted orderly, efficiently and professionally. It is the
responsibility of the user to make sure that all use of the Email and Internet is authorized,
appropriate and to the benefit of LHC.

The use of the Internet is a privilege, not a right, which can be revoked at any time.

11. POLICY:

A. Computer equipment and services are the property of the State of Louisiana to be used
only for legitimate business purposes. Accordingly, those subject to this policy may
NOT:

« forward chain letters, including ANY e-mail message that asks one to “forward
this message to “X” number of people” or other similar Janguage.

« abuse one’s Internet privileges by accessing illegal or inappropriate web sites.

+ download and/or install any programs or software on LHC computers without
prior permission from LHC Information Technology staff.

B. Content of communications involving one subject to this policy shall not violate any
workplace discrimination or harassment policy and shall not express one’s personal
opinions about Corporation policies or procedures.

Communication on LHC systems shall not contain content that could be considered to be
defamatory, offensive, harassing, disruptive, or derogatory. This includes, but is not
limited to, sexual comments or images; racial or ethnic slurs, or other comments or
images on gender, national, origin, religion, political beliefs, or disability, that would
offend someone.

Workplace discrimination and harassment prohibitions equally apply to all written, e-
mail and other verbal/ non-verbal communications. The recipient of any improper
communication is to notify the sender to discontinue transmissions.

Additionally, users shall not use LHC resources to express any opinions pertaining to
operations/ policies of the Corporation, personnel in the Corporation, personal





opinions, political views, religious beliefs or personal solicitations for money or other
types of support.

C. Employees have no expectation of privacy regarding the use of State equipment or
services.

Employees are hereby advised that e-mail, Internet and related equipment are neither
privileged nor private and may be monitored by LHC staff. LHC computer systems and
all information stored on them are LHC property. LHC computer systems and all
information stored on them are LHC property subject to disclosure under the Louisiana
Public Records Doctrine.

One may not send any communication unsuitable for publication. One may not send
confidential or sensitive information. One should not assume only the intended recipient
will read any communication. One should be aware that all messages are logged and the
LHC system monitors all incoming and outgoing messages. E-mail messages may exist
on the system indefinitely and may be recoverable even after one has deleted a message.
E-mails and files may be encrypted only with LHC approval and through the use
approved software.

D. Copyrighted/ Patented and Personal Material

Employees should be aware that certain on-line information is copyrighted or patented,
including text, pictures, video and sound. Employees are not to duplicate, transmit or
download any software or material that is copyrighted, patented or otherwise identified
as intellectual property. Any such material or any material that is the personal property of
the employee will be deleted from State equipment.

E. Appropriate uses of the LHC computer and telephone resources are as follows:

E-mail: E-mail will be used for sending and receiving job related messages.
Word processing documents, reports, spreadsheets, maps, etc., can be distributed
via e-mail as long as the items are in compliance with computer security, financial
and information release policies.

E-mail messages will be maintained in the following manner:

a. Mailbox size will be restricted to 100mb, which includes e-mail (inbox,
sent, and delete folders), calendar entries, contacts, etc; exceeding this
limit will cause an interruption of your ability to send and receive e-mail.
After removing e-mail from the inbox and sent folders, they should also be
removed from the delete folder; especially if you are receiving warning
messages. You will receive mailbox size warning messages and continue





to receive additional warnings until you delete e-mail items and your
mailbox size is less than 90% of the maximum size.

b. Messages in the sent folder will automatically be removed once they are
more than 180 days old.

c. Messages in the delete folder will automatically be removed once they
are more than 180 days old.

d. Each December all prior year messages will be archived off the e-mail
server and placed into long-term storage.

e. Only by request will your prior year messages be saved to CDROM and
delivered to the requester for personal storage and record keeping.

Personal File Storage: Each LHC staff member will be provided disk space on the
LHC network to store information in a private area not associated with shared LHC

or departmental information. Departmental information should be placed on the shared
“Z:\” drive. The private space will be established on the “K:\” drive and is for your
individual use but will be limited to 500mb in size. Exceeding this limit will cause an
interruption of your ability to save files. You will receive size-warning messages and
continue to receive the warning messages until you delete files and your personal disk
size is less than 90% of the maximum size.

Internet Activity: All Internet activity is logged. Log files are to be kept on LHC's
networked storage system for up to six months. After six months they will be archived
to quarterly and/or the annual tape-backup archive for long term storage. Log files are
never to be deleted.

Telephone Usage: Each staff member will be provided with telephone and voicemail
services for conducting Corporation business. As the Corporation is pooling and sharing
multiple telephone lines between the many staff members, please be courteous of other
telephone users with regards to the length of your telephone conversations.

All calls (incoming and outgoing) are logged and should be used for the purpose of
Corporation business only.

Legislation and Regulations: The Internet is useful for keeping individuals informed
about pending or adopted state and federal legislation and regulations. It is easier for
agencies to communicate with local government about legislative changes that may
affect them.

Research: The Internet provides access to on-line information sources that provide
current, specialized information useful to State agencies. The Census Bureau and other
agencies provide some types of demographic and economic data only through the
Internet.





Networking and collaboration: The Internet facilitates collaboration with other
organizations, states, and the federal government about initiatives and projects of
interest to Louisiana. Staff in Louisiana agencies, other states, and elsewhere, can
provide valuable assistance on policy issues.

Business Support Services: The Internet can be used for day-to-day business
transactions with vendors and customers.

III. APPLICABILITY:
This policy applies to all persons who are granted access to LHC computers, word processors

and related equipment, including employees (permanent, temporary or student), contractors,
subcontractors and guests of the Corporation.

IV. VIOLATIONS and ENFORCEMENT:

Any violation of this policy will result appropriate disciplinary action, up to and including
termination, as well as closer scrutiny of the use of LHC computer resources.

V. QUESTIONS:

Questions should be directed to the Human Resources.

Approved by:

“0’5 NVM/ Ju\\\ L, A0V
ARV /

Date \







LOUISIANA HOUSING CORPORATION

PERSONNEL POLICY NO. 40

SUBJECT: CELLULAR PHONE UTILIZATION AND REIMBURSEMENT
I. POLICY:

CORPORATION-ISSUED CELLULAR PHONES

It shall be the policy of the Louisiana Housing Corporation that all requests for Corporation-
issued cellular phones be authorized by the Appointing Authority and that utilization shall be in
compliance with the guidelines and procedures established in this policy including:

A. Cellular calls should be limited to Corporation business,

B. Cellular phones should be used when no other means of communication is readily available,
C. The length of the conversation should be limited, and

D. The cell phone user must annotate a “B” for business or “P” for personal next to each call on
the cell phone bill. Personal usage must be reimbursed with a check made payable to the
Louisiana Housing Corporation using the following calculation:

(a) Personal Minutes within Monthly Base Plan Minutes

(b) Total Monthly Base Plan Minutes

(c) Percentage of Monthly Base Service Charge (a) + (b) % (rounded to 2 decimal
places)

(d) Total Monthly Base Service Charge shown on bill §
(e) Value of Monthly Base Service Charge for Personal Calls (c) % (d) §
(f) Long distance, Assistance, Roaming, and Other charges for personal calls §
(g) Total amount due to LHC (e) + (1) §

EMPLOYEE-OWNED CELLULAR PHONES

It shall be the policy of the Louisiana Housing Corporation that all requests for reimbursement of
cellular phone billings be authorized by the Department Manager or the Appointing Authority
and that utilization shall be in compliance with the guidelines and procedures established in the
policy including:

A. Cellular calls for which reimbursement will be made must be limited to Corporation business.
B. Cellular phone calls for Corporation business-related reasons should be used only when no
other means of communication is readily available.

C. The length of the conversation should be limited, reasonable and necessary, and

D. Reimbursement for business calls from an employee's personal cellular phone shall be made
in the following manner:

1. An average cost per minute will be calculated and applied to the number of business call
minutes. For example, if the total monthly cost is $53.34 for a 400-minute plan, then the average
cost per minute would be $0.13, or $53.34/400. If the total business minutes were 95, the
employee would be due $12.35, or 95x $0.13. 2. Employee requests for reimbursement shall be





made in writing and a copy of the itemized cellular phone bill indicating the business minutes to
be reimbursed must be attached.

II. PURPOSE:

The Louisiana Housing Corporation understands that due to the nature of job responsibilities of
certain employees, it is necessary to have a cellular phone policy that covers utilization of
Corporation-issued cellular phones and which also allows employees to utilize their personally
owned devices for business dictated purposes when necessary.

1. APPLICABILITY:

This policy shall be applicable to all employees of the Louisiana Housing Corporation and any
authorized users of Corporation cellular phones.

IV. RESPONSIBILITY:

APPOINTING AUTHORITY is responsible for:

Approving all Corporation-issued cellular phone requests.

Holding managers under their supervision accountable for adhering to all aspects of this policy.
DEPARTMENT MANAGERS are responsible for:

Authorizing their respective department's requests for Corporation-issued cellular phones and
forwarding those requests to the Appointing Authority for final approval. Reviewing and
approving employee’s determination of whether calls made on an employee's personally owned
device was actually business related, as well as the reimbursement amount requested therefore.
Making sure that each employee under his/her supervision is:

a. Made aware of this policy and its contents,

b. Informed that he/she must abide by the terms of this policy as a condition of employment, and
¢. Informed of the consequences of violation of this policy.

EMPLOYEES are responsible for:

Complying with all aspects of this policy.

ACCOUNTING Department is responsible for:

Providing a copy of the itemized monthly bill for each Corporation-issued cellular phone to each
respective user in the Corporation, and assuring that:

a. Each employee has reviewed and signed their respective bill acknowledging the amount of





personal costs due,

b. A check for reimbursable personal costs is attached to the reviewed bill, if necessary.

¢. Signing each bill after all employees have completed their review.

d. Maintaining the bills with the acknowledgements received from authorized users in proper
files.

e. At least annually reviewing the cellular plan to be sure that the most cost- effective plan is
being utilized for the business needs of each authorized user, and advising the Appointing
Authority.

f. Reimbursing employees as per reviewed and approved employee reimbursement requests for
calls made on the employee's personally owned device.

g. Immediately depositing into the appropriate Corporation account checks received from
employees for personal cellular phone usage.

V. QUESTIONS:

Questions regarding this policy should be directed to the Department Manager, or the Appointing
Authority.

VL VIOLATIONS:

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

Approved by:

A %Ndﬂ/lr Dly | 2012

Date’
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LOUISIANA HOUSING CORPORATION POLICY NO. 43
SUBJECT: Education Reimbursement

Review Dates: | 07/12; 04/47; 0119/
L
= iy = |
Approval: Date:
Kevin Brady 287 /}
Approval: # A / / Date: Noq v
. 7 [
/[ E. Keith Curfrifigham, Jr. 2019
SUMMARY OF CHANGES
Date Author Change Description
e Added an annual limit for Education
Reimbursement to reflect the amount the IRS
8/19 K. Brady considers the maximum benefit without having to
designate the educational assistance as taxable
income
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Purpose.

The Louisiana Housing Corporation (LHC) is supportive of employees furthering
their knowledge and education. The LHC encourages employees to obtain
available education or training that will enhance their ability to perform their job
duties in their present position. In this regard, the LHC Education
Reimbursement Policy provides procedures for requesting reimbursement for
approved job related education expenses. Through the application of this policy,
the LHC recognizes that employee productivity will increase and the quality of the
service to the citizens of Louisiana will improve.

Eligibility.

To be eligible for education reimbursement, employees must meet all the criteria

listed below.

1. Employee shall have permanent status by the course begin date.

2. Employee shall have been employed by LHC for a minimum of two (2) years
by the course begin date.

3. Employee shall have received a minimum overall rating of “Successful” or
better on their most recent annual performance appraisal, as of the course
begin date.

4. Employee shall complete the course satisfactorily with a grade of ‘C’ or better
or a score of ‘passing’ if the course is offered only on a Pass/Fail basis.

Job Applicability.

The training and education authorized by this policy must be job-related such that
completion of the coursework will materially assist the employee in performing
the essential functions of their position. While personally benefiting the
employee, the training/education likewise must further the business operations of
LHC.

The benefits of this policy shall not be extended to non-work related training or
education. This policy does not apply to training workshops, conventions,
seminars, CPTP courses, or attendance at meetings of professional
organizations.

Reimbursement of Tuition and Fees.
1. The Appointing Authority of the LHC will have complete authority and
discretion to approve education reimbursement to eligible employees.

Personnel Policy No. 43
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2. The LHC may reimburse employees for tuition and/or course-related fees
incurred for authorized training and education.

3. Reimbursement will be considered only if the coursework is job-related.

4. Under no circumstances should an employee assume that education
reimbursement will be approved.

5. Reimbursement shall not be made until the employee presents proof that the
course was completed satisfactorily with a grade of ‘C’ or better or a score of
‘passing’ if the class is only offered on a Pass/Fail basis.

6. Approval of request for reimbursement will be determined by budget
availability.

7. The maximum benefit an employee can receive for education reimbursement
in a calendar year is $5,250. The education assistance is non-taxable and
will not be included as taxable income annually on an employee’s W-2.

8. Department heads should include funding for Education Reimbursement
when submitting their annual Employee Development budget request. Funds
are less likely to be available if they are not budgeted.

V. Procedure
1. An eligible employee seeking education reimbursement in accordance with
this policy shall submit both an Education Reimbursement Request and an
Education Reimbursement Agreement to his/her department head.

Education Reimbursement Request:
a. Education Reimbursement Requests should before the course
begins.

b. The employee provides the information listed below.
1. Educational institution providing the course(s);
2. Course number(s);
3. Course title(s);
4. The number of semester or credit hours;
5. The course begin and end dates;

Personnel Policy No. 43
Page 3 of 7





®
Louisiana Housin
Al couisian g

6. An itemized total of the amount requested for reimbursement;
and

7. Justification of how the course work is directly related to the
employee’s current job, and how it will enhance the employee’s
performance in their position.

Education Reimbursement Agreement:
a. To receive the education reimbursement, the employee shall sign the
Education Reimbursement Agreement.

b. The agreement states that the employee agrees to continue
employment with LHC for two consecutive (2) years immediately
following the date of reimbursement.

c. If the employee voluntarily separates employment with LHC before
the end of the two-year period, then the employee must pay back the
portion of the education reimbursement corresponding with the time
period he separates, which is indicated in the schedule below.

i. Reimbursement date to 6 months = 100%
i. 6 months to 1 year = 75%

ili. 1 yearfo 18 months = 50%

iv. 18 months to 2 years = 25%

d. The employee submits the agreement to their supervisor with the
Education Reimbursement Request.

2. The department head shall consider how the education is related to the
employee’s job and approve or not approve the reimbursement request.

3. If approved by the department head, both the request and the agreement
shall be submitted to Human Resources to ensure eligibility.

4. If the employee is eligible, then Human Resources forwards the request and
the agreement to the Appointing Authority for review and final decision. The
Appointing Authority returns the request and agreement, approved or not
approved, to Human Resources.

Personnel Policy No. 43
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5. Human Resources informs the supervisor and employee if the Employee
Reimbursement Request was approved or not approved.

6. Within fifteen (15) days of completing the course(s), the employee shall
provide to Human Resources documentation of the grade(s) for the course(s)
and the itemized fee bill for the course(s).

7. Human Resources updates the Education Reimbursement Request with the
grade earned for the course and attaches documentation of the grade.

8. Human Resources verifies that all criteria for Education Reimbursement are
satisfied and forwards the approved Education Reimbursement Request form
to Accounting Services for payment.

9. Upon payment, Human Resources indicates the amount of education
reimbursement received on the Education Reimbursement Agreement and
the date of receipt. The employee and the Human Resources Director both
sign the agreement.

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

Personnel Policy No. 43
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EDUCATION REIMBURSEMENT REQUEST

Name:
Job Title:
Department:
Educational
Institution:
Course ’ Credit | Begin End | Tuition
# Goucas Litle Hours | Date Date Cost e
Please indicate how the course(s) are job-related:
Employee’s Signature Date
Supervisor's Signature Date
Human Resources Use Only
I:’ Permanent Status D LHC employee for 2 years
[ Succsssful PPR rafinig |:| dCL?t?;:e is job-related and will enhance the employee’s regular
Human Resources Director’'s Signature Date
Date

Appointing Authority’s Signature
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EDUCATION REIMBURSEMENT AGREEMENT

Name:

Job Title:

Department:

| have read and understand the Louisiana Housing Corporation’s Education Reimbursement policy. In
consideration of the education reimbursement granted by the LHC, | agree to the statements below.

1

I shall continue to successfully perform my assigned duties for LHC for a period of two
consecutive years immediately following the date | received education reimbursement.

| shall personally pay back a percentage of the education reimbursement | received from LHC in
the event | voluntarily leave the employ of the LHC within two consecutive years immediately
following my receipt of the education reimbursement. The percentage paid back corresponds to
the time period in which | voluntary separate as listed below.

a. Date of education reimbursement to 6 months = 100%

b. Greater than 6 months to 1 year = 75%

c. Greater than 1 year to 18 months = 50%

d. Greater than 18 months to 2 years = 25%

The pay back obligation shall become due and payable upon receipt of a request from the LHC.
The employee may pay: by personal check or cash; via payroll deduction authorized by me; or in
whole or part from my terminal annual leave payment, hereby granting consent to the LHC to
withhold annual and/or compensatory leave payments to satisfy the pay back obligation.

In the event civil litigation is necessary or ensues because of the pay back obligation, | shall be
responsible for payment of all costs and reasonable attorney fees incurred by the LHC.

Employee’s Signature Date

Appointing Authority’s Signature Date

Human Resources to complete upon

receipt of grade and fee

documentation: Reimbursement amount Reimbursement date
Employee’s Signature Date
Human Resources Director's Signature Date

Personnel Policy No. 43
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LOUISIANA HOUSING CORPORATION
POLICY NO. 44
SUBJECT: PAY FOR EMPLOYEES APPOINTED AT THE RANGE MINIMUM

In accordance with Civil Service Rule 6.31 (Pay for Employees Appointed at Range Minimum),
the Louisiana Housing Corporation may grant a 2% base pay increase for eligible employees
appointed at the minimum of the pay range.

1. PURPOSE:
The purpose of this policy is to assist the Corporation in the recruitment and retention of all
employees.

II. APPLICABILITY:
This policy shall apply to all employees of the Louisiana Housing Corporation hired on/after July
1,2012.

III. PROCEDURES:
1. ELIGIBILITY REQUIREMENTS:
In order to be eligible for payment under this policy, an employee must meet the
following conditions.

A. Serves in job, probational or permanent appointment status,

B. Appointed at the minimum of the pay range. (Employees appointed under C.S.
Rule 6.5 (b) are not eligible under this policy).

C. Served at least six (6) months in the appointment.
2. PAYMENT CONDITIONS:

A. Payment may only be granted within twelve months of the effective date of the
employee’s eligible appointment.

B. The employee shall be serving in the same appointment that made him eligible
under this policy on the date the payment is granted.

3. SUPERVISORS REQUIREMENTS:

A. The Supervisor must determine the eligibility of the employee and submit a
request to the Appointing Authority in a timely manner by

completing a PAR form and submitting it to Human Resources for review and
then to the Appointing Authority for consideration and approval.





Approved by:
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LOUISIANA HOUSING CORPORATION
PESONNEL POLICY NO. 45

SUBJECT: PAY UPON DEMOTION

I POLICY:

The Louisiana Housing Corporation will allow employees the opportunity to demote
voluntarily without a reduction in pay based on certain conditions discussed

below when funds are available, when the new pay does not exceed the maximum
allowable under Civil Service Rules and when recommended by the administrator of
the department into which the employee is demoting. In this policy this will be
referred to as the “conditional waiver of pay reduction.”

II. DEFINITIONS:

Demotion - A change of a permanent or probationary employee from a position in one
job to a position in another job which is assigned to a pay grade with a lower

Promotion - A change of a permanent employee from a position in one job to a position
in another job which is assigned to a pay grade with a higher maximum.

Reallocation - A change in the allocation of a position from one job to another wherein
the duties of the position have undergone a change.

Job Correction - A change in the allocation of a position as a result of revisions to the
job specifications and/or the allocation criteria.

Hi. AUTHORITY:

Civil Service Rule 6.10, Rate of Pay Upon Demotion, states that when an employee is
demoted for any reason under any circumstances, his pay shall be reduced as follows:

e If the demotion is to a job within the same schedule or to a job in
another schedule with a lower maximum his pay shall be reduced by
a minimum of 7% and may be set at a lower rate in the range
provided that it is no less than the minimum.





The rule also allows that an appointing authority may grant exceptions to this rule for
voluntary demotions, however, no exception will allow the employee’s pay to exceed
the maximum of the pay range attached to the job title assigned to the employee. The
rule includes a caution that exceptions shall not be granted by the appointing authority
in an arbitrary or fraudulent manner designed to increase an employee s rate of pay.

CERTIFICATION:

The Louisiana Housing Corporation certifies that it will not engage in fraudulent
promotion/demotion maneuvers as a method of granting pay increases to employees.

PROCEDURE:
A. A Conditional Waiver of Pay Reduction May Be Considered:

1. When the employee voluntarily demotes into a job within the same schedule or
to a job in another schedule with a lower maximum and has not received a

conditional waiver of pay reduction under this pohcy within the precedmg Six-
month perlod

2. When the employee voluntarﬂy demotes mto a ]Ob within the same schedule or
to a job in another schedule with a lower maximum to avoid being laid off. An
employee who demotes for this reason may receive a pay reduction waiver
even if he/she has received a prior waiver in the preceding six-month period.

3. When a current permanent state employee is transferred into the Louisiana
Housing C'orporatlon into a job within the same schedule or to a job in another
schedule with a lower maximum than the employee’s current job with the
losing department.

Circumstances that are not specifically described above must be presented, in writing,
to the Human Resources Department for review.

B. A Conditional Waiver of Pay Reduction Will Not Be Considered:

1. When the employee demiotes with an effective date of demotion within the six
(6) month period following a promotion. That is, a conditional waiver of pay
reduction will NOT be granted to an employee who voluntarily demotes back
to his/her former position or any other lower level position within six (6)
months of a promotion.





2. When the employee demotes with an effective date that is within six (6) months
of the effective date of a demotion for which there was a conditional waiver of
pay reduction. That is, a conditional waiver of pay reduction will NOT be
granted to an employee who demotes a second time within a six (6) month
period, and who received a pay reduction waiver under this policy for the first
demotion. One exception to this is discussed in V.A.2 above, i.e., when the
employee voluntarily demotes into a lower level position to avoid being laid
off.

3. When the employee is involuntarily demoted as the result of official
disciplinary action. That is, a conditional waiver of pay reduction will not be
granted to an employee who is demoted as a result of an official disciplinary
action.

4. When the employee’s position is allocated to a job title that is at a lower grade
in the same schedule or is in a grade with a lower maximum in another
schedule than his current job title. Employees who are involuntarily “demoted”
by means of a Civil Service action, which reallocates or assigns their position
to a lower pay level, are not covered under this policy. The pay rates of
employees affected by these actions are covered under Civil Service Rules 6.8,
Pay Upon Reallocation, 6.8.1, Pay Upon Job Correction or Grade As31gnrnent,
and 6.15, Red Clrcle Rates

C. Nature of the CONDITION of the Conditional Waiver of Pay Reduction:
1. The conditional aspect of the conditional waiver of pay reduction is as follows:

e If the employee’s position is reallocated, or if he/she accepts a promotion
or a detail to special duty within six (6) months after the effective date of
the conditional waiver of pay reduction, then the employee’s teallocation
pay, promotion pay or pay upon detail to special duty shall be calculated
from the salary amount the employee would have received had the
employee taken a 7% reduction in pay, or more if applicable, at the time
of the demotion.

D. Length of the Condition of the Conditional Waiver of Pay Reduction:

1. The waiver of the pay reduction shall be granted conditionally for a period of
six (6) months after the effective date of the demotion. At the end of the six
(6) month period the condition set forth here terminates, and the employee
shall be eligible for promotional pay, reallocation pay and pay upon detail to
special duty based on his/her current rate of pay.





VI. EXCEPTIONS:

Requests for exceptions to this policy must be submitted in writing to the appointing
“authority with specific and compelling justification.

Approved By;

| December 5, 201

Date
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PERSONNEL POLICY NO. 46

SUBJECT: EXTRAORDINARY QUALIFICATIONS/ CREDENTIALS

Removed a lot of repetitive information and moved
information for better flow and understanding.
Change maximum 6.5(g) authority from 3™ quartile to

midpoint of pay range.

Review Dates: | 09/2014; 05/2018 ~ |
Approval: ks e J". / Kevin Brady | Date: | (/S P
Approval: / // E. Keith Cunningham | Date: | / [ Q/ / 2’
SUMMARY OF CHANGES
Date Author Change Description
e Policy required updating in compliance with Civil
Service 2018 Compensation Redesign Program.
Changes made reflect the language used in the policy
template provided by Civil Service.
e Separated Part D. Extraordinary Qualifications/
05/18 K. Brady Credentials from HR Policy 07 Filling Vacancies.
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Policy.

In accordance with State Civil Service Rule 6.5(g), Extraordinary Qualifications/
Credentials, the Louisiana Housing Corporation (LHC) reserves the right to offer salaries
above the minimum to applicants who possess extraordinary qualifications and/or
credentials only when such action is necessary to recruit those persons to work for LHC.
LHC will consider similar pay adjustments for current employees who possess the same
or substantially similar qualifications.

Specific verification of the extraordinary qualifications/ credentials possessed and
evidence of how those extraordinary qualifications/ credentials would be particularly
beneficial to help fill the position is required.

Applicability.
This policy applies to the LHC classified employees and prospective employees.

Implementation.

This policy becomes effective upon signature of the Appointing Authority and approval
of State Civil Service. This and subsequent revisions shall become effective on the date
revisions are approved and signed by the Appointing Authority and approval of State
Civil Service.

Posting.

This policy shall be posted in one or more visible locations to assure that it is accessible
to all employees. The Appointing Authority must assure that the posting and any
subsequent revisions remain in place permanently or are replaced when appropriate.

Factors for Consideration.
When determining and setting an appropriate salary upon hire, the factors listed below
shall be taken into consideration.

e Market Relativity: a comparison of the new hire’s pay relative to the midpoint
or market rate for his/her position.

e Internal Equity: a criterion that takes into consideration the relationship of one
employee’s salary to the salaries of other employees who have comparable levels

Personnel Policy No. 46
Page 2 of 6





LOUISIANA
QUSING

ﬂ)RP()RA’I‘ION

of education and experience and perform similar duties and responsibilities,
within a work unit, division or agency.

Work Experience/Education: a new hire’s relevant work history and academic
qualifications as related to the job.

Knowledge, Skills, and Abilities: special qualifications, competencies, and/or
prerequisites needed to successfully perform the tasks required of a job.

Recruitment/retention Issues: issues related to jobs that may warrant higher
salaries because of difficulty in recruiting or retaining employees with
qualifications or credentials that are highly sought after.

Pay ranges are divided into quartiles to aid in determining employee hiring rate
placement within prescribed salary range. There are four points in the range to consider.

Minimum: the entry point for a grade and is appropriate for someone who is new
to the position, when there is an abundant supply of talent, and low turnover.

First quartile: the progress point for a pay range and is usually appropriate for
someone who is experienced and performing all the duties of the position, or
when there are challenges in the supply of talent, and some turnover.

Midpoint: the advance point (midpoint or market) and is usually appropriate for
a seasoned employee who is performing competently in their job over many
years, or when there is a limited supply of talent and significant turnover.

34 Quartile to Maximum: the point up to the maximum for a grade that is
usually appropriate for an employee with a level of experience and expected
performance that will significantly exceed both the requirements of the job and
the performance of most other employees. Hiring at this rate should be rare and
factors such as a scarce supply of talent, and critical turnover should be
considered.
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educational background
and experience

Employees hired at the first level of a career progression group should not typically be
hired on 6.5(g) since the minimum qualifications for the majority of first level jobs
require no experience. To justify a 6.5(g) payment an applicant must have extraordinary
job-related qualifications, which would likely qualify the applicant for the cap of the
career progression group.

VI. Provisions.

1. Provisions of Rule 6.5(g) can be used for a candidate only upon probation or job

appointment.

2. Pay can be set under Rule 6.5(g) above the minimum but not to exceed the midpoint
of the pay range for the job.

a. The employee may be paid upon hiring or at any time within one year of the hire

date.

b. If paid after the hiring date, the pay change must be prospective.

Personnel Policy No. 46
Page 4 of 6





LOUISIANA

ﬂ)RI’ORA’FION

OUSING

3. Extraordinary qualifications/ credentials shall be verified and documented as job

related. The Appointing Authority shall verify any extraordinary qualifications/
credentials which the request for a higher minimum salary upon appointment of a
candidate will based.

Any request for pay to be set above the minimum under Rule 6.5(g) must be
submitted on a Personnel Action request form by the Appointing Authority with
verified credentials attached and written justification for the requested pay. The
Appointing Authority must approve the requested salary before it is officially offered
or paid.

In requesting similar pay adjustments for current employees occupying affected job
titles and who possess the same or similar qualifications/ credentials, the Appointing
Authority will verify those superior credentials in the same manner as for a candidate.

a. Upon approval by the Appointing Authority, salaries of current employees who
occupy positions in the affected jobs and possess the same or substantially similar
qualifications may be adjusted up to but not to exceed the amount of the percent
difference between the special hiring rate and the minimum of the pay grade. The
same verification process used for the applicant is required, and formal
documentation must be created and available for audit.

b. Such adjustments shall only be made on the same effective date that the higher
rate is given to the newly hired employee.

. If an employee with permanent status resigns and is then rehired into either the same

position or into the same job title of a job with a lower maximum at the same agency,
the employee shall not be eligible for an increase under this rule unless there has been
a break in service of at least 30 days.

If an employee with permanent status resigns and is then rehired into a job with a
lower maximum at any other agency, the employee shall not be eligible for an
increase under this rule unless there has been a break in service of at least 30 days.
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7. Requests for exceptions to this rule must be approved by the State Civil Service
Commission.
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SUMMARY OF CHANGES (

Date Author Change Description

e New policy.
6/19 K. Brady e Applicable to employees in the Construction and

Compliance Monitoring Department only.
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Purpose.

In accordance with Louisiana State Civil Service Rule 6.16(a), it is the policy of
the Louisiana Housing Corporation (LHC) to implement a premium pay rate to
provide a tool that allows for flexibility in pay for recruitment and retention
purposes.

This policy is not intended to create any property rights. LHC may re-assess
need and the allocation of funding resources at any time and may rescind or
change the amount given at any time. Sufficient notice shall be provided to the
employee and notification shall be sent to State Civil Service of any changes in
the amount paid.

Applicability and eligibility
This policy applies to full-time classified positions of LHC as outlined below.

Construction and Compliance Monitoring department positions are eligible for
premium pay for certification(s) for all hours worked.

Job titles include: Administrative Program Specialist C, Building Plans Examiner
1, Building Plans Examiner 2, Building Plans Examiner 3, Housing Finance
Specialist 1, Housing Finance Specialist 2, Housing Finance Specialist 3, and
Housing Finance Supervisor.

This policy becomes effective on September 9, 2019 and upon approval of the
Civil Service Commission.

Premium Pay for Hazardous Work Environment.

Premium pay of $1.00 per hour for every hour worked shall be authorized for the
hazardous and sometimes dangerous work locations an employee must perform
for a field examination.

Procedure.

a. Premium Pay requests for eligible employees shall be submitted by the
supervisor to Human Resources when the employee begins conducting filed
examinations. The request shall document the date the field examinations
began.

b. Premium Pay begins at the beginning of the pay period following approval of
the Premium Pay request.
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c. Human Resources shall maintain a record of all positions eligible to receive
premium pay. Human Resources shall maintain a record of all employees
who occupy positions eligible to receive premium pay.

d. Premium Pay ends when an employee vacates a position designated to
receive premium pay.

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

POLICY NO. 49

SUBJECT: COVID-19 RE-BOARDING - HEALTH PANDEMIC RESPONSE
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SUMMARY OF CHANGES
Date Author Change Description
Extended dates for FFCRA special leave. Remove
1/12/21 K. Brady information on the Family Medical Leave Expansion

Act, which expired 12/31/20.
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POLICY.

Louisiana Housing Corporation (LHC) has an established protocol for re-boarding
into the workplace in response to the COVID-19 pandemic. The plan’s priority
focuses on personal and public safety. The goal is to return team members
methodically and systematically in phases with minimum impact, miniscule delay,
and reduced risk of exposure.

This policy has been developed from a number of resources, including the
Louisiana Department of Health (LDH), the Centers for Disease Control (CDC),
the Department of Labor (DOL), the Department of Health and Human Services
(DHH), the Occupational Safety and Health Administration (OSHA), the
Louisiana Office of Risk Management (ORM), the Families First Coronavirus
Response Act (FFCRA), the Family Medical Leave Expansion Act (FMLEA), and
Louisiana Department of State Civil Service (DSCS).

This policy is only effective if all LHC team members and stakeholders strictly
adhere to it and the accompanying procedures. Employees will be thoroughly
educated regarding the policy and procedures. Violations of this policy shall be
addressed through the disciplinary process.

APPLICABILITY.
This policy applies to all employees, board members, contract employees, and all
other stakeholders and visitors to physical locations of the LHC.

PHASE COMPONENTS.

Re-boarding will be a phased approach following the guidelines of the Open
Safely Program administered by the State Fire Marshall. The re-boarding
protocol will be set in three phases. Each phase addresses staffing levels,
physical distancing, cleaning and disinfecting, and public access. Timing of
phases is governed by the Open Safely Program administered by the State Fire
Marshall.

The agency cannot move to the next phase until the Open Safely Program
moves forward to the next phase. The agency may move at a slower pace than
the Open Safely Program, i.e. the LHC may not begin Phase 3 until after the
Open Safely Program has already implemented Phase 3. If there is regression in
the Open Safely Program phases, then the LHC will follow, i.e. the LHC is in
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Phase 2 and the Open Safely Program returns to Phase 1, then the LHC will
return to Phase 1.

1. Staffing Levels.
The phases of the re-boarding process require LHC team members to

telework and physically report to the office on staggered and partial on-site
work schedules. The schedules are determined by department heads and
are based on the essential business needs of the corporation, the
department, and individual employee needs.

2. Physical Distancing.
Physical (social) distancing has been implemented as recommended by state

and local health authorities. This involves practices to minimize COVID
transmission from person to person.

3. Environmental Cleaning and Disinfection.
The Agency adheres to the guidelines of the Centers for Disease Control, the
Open Safely Program, and the Louisiana Department of Health in regards to
cleaning and disinfecting the workplace.

4. Public Access.
Public access to the building is restricted during Phase 1 and Phase 2.

SELF-ASSESSMENT.

Employees are required to perform a self-assessment prior to physically
reporting to work. If an employee is sick, then they should stay home from work.
The self-assessment includes the tasks listed below.

1. The employee should take their temperature at home. [f the temperature is
above or near 100.4 degrees, the employee should stay home.

Employees should not physically report to work until free of signs of a fever
for at least 24 hours, without the use of fever-reducing medicines.

2. The employee should ask themselves the questions listed below. If the
answer is ‘yes' to any question, the employee should consider staying home,
knowing that physical access to a work location may be denied.

e Have you experienced fever and symptoms of lower respiratory illness
(e.g., cough and/or shortness of breath) in the last 14 days?
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e Have you been near a person with possible COVID-19 infection?

e Has a family member or someone with whom you are in close contact
been near a person with possible COVID-19 infection?

e Have you been in close contact with a laboratory-confirmed COVID-19
patient?

Employees should not physically report to work until free of signs of a fever
and any other symptoms for at least 24 hours, without the use of fever-
reducing or other symptom-altering medicines.

In addition to the above tasks, employees with chronic ilinesses or other
underlying health conditions should self-assess to determine if they are
currently experiencing flare-ups or other severe symptoms. If ‘yes’, the
employee should consider staying home until these symptoms subside.

V. TESTING AND SELF-ISOLATION.
Prompt identification and isolation of potentially infectious individuals is a critical
step in protecting workers, customers, visitors, and others at the worksite.

1.

2.

Self-Assessment.
Employees shall perform a self-assessment prior to leaving their home to
physically report to work. If ill, the employee should stay home.

Becoming lll After Reporting to Work.

If an employee reports to work and begins to feel ill or have adverse
symptoms (including fever, coughing, tiredness, chills), then they are
expected to immediately report this to their supervisor or Human Resources
and are required to leave the workspace and return home.

3. Testing Requirements.

a. Employees who report COVID-19 symptoms to their supervisor or Human
Resources, whether or not they have physically been to the worksite, shall
be required to submit for testing.

b. Employees who report to work and begin to show symptoms of COVID
shall be required to submit for testing.

4. Positive Test Results.

a. Employees testing positive who have NOT been to the worksite physically
in the previous 14 days shall self-isolate. The employee may utilize leave
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or telework until symptoms become too severe to perform work
responsibilities.

If an employee tests positive and has been to the worksite physically in
the previous 14 days, then the procedure below is immediately enacted.

i. The employee shall immediately stop reporting to the workplace and
self-isolate.

ii. The employee shall contact their supervisor and Human Resources.

iii. The employee shall communicate to Human Resources all persons
with whom the employee came in physical contact in the previous 14
days in the workplace.

iv. Human Resources shall contact all employees with whom the
employee had direct contact informing them that they will be required
to report home and self-isolate for 14 days. Employees who self-
isolate due to possible exposure shall be required to test. If the test is
negative, then the employee shall continue to self-isolate until the 14-
day self-isolation period has elapsed.

v. Human Resources shall notify the employees in the building that an
individual at their physical location has tested positive. Individuals with
whom the employee did not come in physical contact with may
continue to physically report to work.

5. Employees Recovered from COVID-19.
An employee who had COVID-19 symptoms and was directed to care for
themselves at home may end self-isolation and physically return to the
workplace when at least three days (72 hours) have passed since recovery
and meet the requirements listed below.

a.
b.
C.

d.

Have a negative test result for COVID-19.

Have been fever free without using fever-reducing medications.
Show improvement in respiratory symptoms including no longer coughing
or having shortness of breath.

It has been at least 7 days since symptoms first appeared.

VI. LEAVE RELATED TO COVID-19.
1. Civil Service Leave.

The Department of State Civil Service (DSCS) has addressed for the need for
leave relief for employees and households during COVID response. DSCS
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Rules expire upon Order of the Commission or in 120 days from approval,
whichever comes first. Reference Civil Service Rules for complete rule text.

a. Sick Leave Expansion.

In addition to the current rules for use of sick leave, an Appointing
Authority may grant sick leave to employees for the reasons listed below.

Assertion, supported by medical certification, of the employee’s own
need to be isolated from the workplace to avoid a health risk exposure
during a health pandemic declared by the Governor because of their
diagnosed high-risk immunological disorder.

. The need to care for a dependent child as defined by the Family and

Medical Leave Act when there is a health pandemic declared by the
Governor and there is no other suitable person available to care for the
child because the child's school or place of care has been closed or
the childcare provider is unavailable due to a reason directly related to
the health pandemic.

In lieu of requesting annual leave, an employee may request their
accrued sick leave for: illness or injury in the immediate family, which
necessitates the absence; and, medical, dental, or optical
appointments for immediate family members when it is not possible to
make appointments during non-duty hours.

b. Enforced Sick Leave.

An appointing authority may place an employee on sick leave when:

the employee asserts an inability to work due to the employee's iliness
or injury.

i. there is an apparent need to remove the employee from the workplace

to avoid the spread of iliness.

An appointing authority may place an employee on sick leave and
require the employee remove themselves from the workplace when the
employee has declined to utilize sick leave and presents for duty
displaying symptoms of illness. To enforce sick leave under this
subsection, the symptoms must be observed by at least two
individuals, one of whom must be in a supervisory capacity. The
employee may be returned to duty at the appointing authority's
discretion; however, they shall be returned to duty upon presentation of
a certification from a medical doctor or nurse practitioner who, after
examining the employee, certifies that the employee is fit for duty.
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c. Special Leave Related to COVID-19 Health Pandemic.
An appointing authority may grant time off without loss of pay, annual
leave or sick leave to an asymptomatic employee directed by the
appointing authority to be tested for COVID-19 and/or self-isolate after
being exposed through close contact to an individual with a confirmed
positive COVID-19 diagnosis.

Such special paid leave shall not extend beyond 14 calendar days as
recommended by the Centers for Disease Control and Prevention. Once
the employee develops symptoms of iliness or is confirmed with a positive
COVID-19 diagnosis, the employee shall immediately be placed in an
appropriate leave status, including leave without pay if the employee has
exhausted both annual leave and sick leave.

2. FFCRA Leave Provisions.
The Families First Coronavirus Response Act (FFCRA) allows up to 80 hours
of Emergency Paid Sick Leave (EPLS) for eligible employees. FFCRA
provisions expire March 31, 2021. Reference the FFCRA for full policy text.

a. 80 hours full pay.
Employees who use EPSL for the reasons below qualify for 80 hours at
their regular pay rate.

i. The employee is subject to a Federal, State, or local quarantine or
isolation order related to COVID-19;

ii. The employee has been advised by a healthcare provider to self-
isolation due to concerns related to COVID-19;

iii. The employee is experiencing symptoms of COVID-19 and is seeking
medical diagnosis.

Documentation may be submitted after request for the leave.
Documentation needed is medical practitioner's certification of COVID
diagnosis or Federal, State, or local quarantine or isolation orders related
to COVID-19.

Employee indicates Special Leave on the timesheet and requests Special
Leave through the Electronic Leave System. Employee enters 'COVID' in
the Comments field on the leave request. Documentation may be
attached to the Leave Request or may be submitted via email to your
supervisor or directly to Payroll.
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b. 80 hours partial pay.
Employees who use EPSL for the reasons below qualify for 80 hours at

2/3 their regular pay rate.

i. The employee is caring for an individual who is subject to a Federal,
State or local quarantine or isolation order related to COVID19 or an
individual who has been advised by a healthcare provider to self-
isolation due to concerns related to COVID-19;

ii. The employee is caring for his child whose school or place of care is
closed, or child care provider is unavailable, due to COVID-19 related
reasons; or

iii. The employee is experiencing any other substantially similar condition
that may arise, as specified by the Secretary of Health and Human
Services.

Documentation for reason # i above may be submitted after request for
the leave. Documentation needed is medical practitioner's certification of
COVID diagnosis or Federal, State, or local quarantine or isolation orders
related to COVID-19.

Documentation for reasons # ii and # iii above are submitted at the time
EPLS is requested. Documentation for reason # ii is the notification from
the specific school or day care that it is closed for the duration of the EPLS
use. Documentation for reason # iii is certification from a health care
practitioner.

How 2/3 paid leave works: This leave may be used intermittently to allow
the employee both the ability to telework and address family needs. An
employee who requests the use of EPLS is only paid at 2/3 their regular
hourly rate. The employee must use their accrued leave to be paid at their
regular rate.

Example 1: If an employee requests 8 hours of leave, they are credited
with 5.25 hours of EPLS and they must use their accrued leave to make
up the additional 2.75 hours for the day.

Example 2: If an employee requests 4 hours of leave, they are credited
with 2.75 hours of EPLS and use 1.25 hours of their leave.
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Employee (or supervisor) indicates Special Leave on the timesheet.
Employee requests Special Leave through the Electronic Leave System.
Employee enters 'COVID’ in the Comments field on the leave request.

REQUESTS FOR ACCOMMODATION.

The Centers for Disease Control identifies a number of medical conditions that
might place individuals at higher risk for severe iliness if they are infected by
COVID-19. Employees to whom this apply may request an accommodation
based on their medical condition. For a list of the medical conditions identified by
the CDC, please contact Human Resources.

Although many people feel significant stress due to the COVID-19 pandemic,
employees with certain preexisting mental health conditions, for example, anxiety
disorder, obsessive-compulsive disorder, or post-traumatic stress disorder, may
have more difficulty handling the disruption to daily life that has accompanied the
COVID-19 pandemic. Employees with these types of preexisting mental health
conditions may request accommodations in the same manner referenced below.

1. Employees at higher risk should communicate to their supervisors that they
have a medical condition that necessitates a change in re-boarding plans to
meet a medical need.

2. Protocol for requesting accommodations is addressed in LHC Policy 2:
Americans with Disabilities Act.

3. Employees may request accommodation in conversation or in writing from
their supervisor or Human Resources. Supervisors should let Human
Resources know if the employee requests an accommodation.

4. Medical certification will need to be provide to support the accommodation
request.

EDUCATION.

Employees will receive required training prior to physically reporting to the
workplace. Training topics include those listed below. Training may be in
electronic or hard copy form. Visitors are provided LHC’s Physical Distancing
and Cleaning and Disinfecting guidelines upon entering an LHC location.

Re-boarding Policy.

Re-boarding Procedures.

Proper use of Personal Protective Equipment (PPE).
Workplace infection prevention for employees.

e e
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IX. QUESTIONS.
Questions regarding this policy should be directed to a member of the Human
Resources Department.

X. VIOLATIONS.
Employees who violate this policy are subject to disciplinary action, up to and
including termination. Reports of persons violating this policy should be brought
to the attention of your immediate supervisor, an Executive Team member, or a
member of the Human Resources Department.

Visitors who violate this policy shall be required to leave the building immediately.
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Issuing Department Revision Dates

Human Resources

Contact Signature
Human Resources MMA

Appointing Authority Slg nature

Bradley R. Sweazy, Interim Executive Director )‘0‘/(@7/

I Objective

Louisiana Housing Corporation is committed to the highest possible ethical, moral,
and legal business conduct standards. In conjunction with this commitment and
Louisiana Housing Corporation’s commitment to open communication, this policy
aims to provide an avenue for employees to raise such concerns and reassurance
that they will be protected from retaliation for the ethics hotline in good faith.
However, if an employee feels that their anonymity is not required, they should
follow our existing grievance procedure.

Il. Applicability

This policy shall apply to all employees of Louisiana Housing Corporation (LHC),
hereinafter referred to as “LHC.”

. Policy

The ethics hotline policy is intended to cover serious concerns that could have a
significant impact on LHC, such as actions that:

May lead to incorrect financial reporting;
Are unlawful,
Are not in line with company policy, including the Code of Business
Conduct; or
e Otherwise, amount to serious improper conduct.

Regular business matters that do not require anonymity should be directed to the
employee’s supervisor and are not addressed by this policy.

IV. Safeguards

Harassment or Retaliation

Personnel Policy No. 50
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Harassment or retaliation of individuals submitting hotline reports will not be
tolerated.

Confidentiality

Every effort will be made to protect the reporter’s identity by our hotline vendor.
Please note that the information provided in a hotline report may be the basis of
an internal and/or external investigation by our company into the issue being
reported. It is possible that as a result of the information provided in a report, the
reporter’s identity may become known to us during the course of our investigation.

Anonymous Allegations

The policy allows employees to remain anonymous at their option. Concerns
expressed anonymously will be investigated, but consideration will be given to:

e The seriousness of the issue raised.
e The credibility of the concern.
e The likelihood of confirming the allegation from attributable sources.

Malicious allegations may result in disciplinary action.

V. Procedure

Reporting

The procedure is intended to be used for serious and sensitive issues. Serious
concerns relating to financial reporting unethical or illegal conduct should be
reported in either of the following ways:

« Waebsite: https://Iwww.lighthouse-services.com/lhc

e« Anonymous Reporting App: Keyword: lhc
o Detailed app instructions here

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

o E-mail: reports@lighthouse-services.com (must include company name
with report)
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o Fax: 215-689-3885 (must include company name with report)

Reporters to the hotline will have the ability to remain anonymous if they choose.
Please note that the information provided by you may be the basis of an internal
and/or external investigation into the issue you are reporting, and your anonymity
will be protected to the extent possible by law. Your identity may become known
during the course of the investigation because of the information you have
provided. Reports are submitted by Lighthouse, a third-party administrator, to
LHC for further review and/or investigation.

Employment-related concerns should continue to be reported through your normal
channels, such as your supervisor, HR representative, or to the Human Resources
Director (225-763-8896).

Timing
The earlier a concern is expressed, the easier it is for us to take action.
Evidence

Although you are not expected to prove the truth of an allegation, the employee
submitting a report needs to demonstrate that there are sufficient grounds for
concern in their hotline report.

VI. Handling the Report

The action taken will depend on the nature of the concern. Human Resources
and/or Internal Audit receives a copy of each report and follow-up reports on
actions taken by the company.

Initial Inquiries

Initial inquiries by Human Resources and/or Internal Audit will be made to
determine whether an investigation is appropriate. Some concerns may be
resolved by agreed-upon action without the need for an investigation.

Feedback to Reporter

Whether reported directly to LHC personnel or through the hotline, the individual
submitting a report will be afforded the opportunity to receive follow-up on their
concern:
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e Acknowledging that the concern was received.
e Indication of how the matter will be dealt with.
e Given an estimate of the time that it will take for a final response.
e Status whether initial inquiries have been made.
e Update whether further investigations will follow, and if not, why not.

Further Information

The amount of contact between the individual submitting a report and the body
investigating the concern will depend on the nature of the issue, the clarity of
information provided, and whether the employee remains accessible for follow-up.
Further information may be sought from the reporter.

Outcome of an Investigation

At the discretion of the company and subject to legal and other constraints, the
reporter may be entitled to receive information about the outcome of an
investigation.

VIl. Questions

Questions regarding this policy should be directed to Human Resources.
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. Objective

The purpose of this policy is to provide guidelines for the consistent management
of overtime compensation for essential employees authorized to work during an
emergency/disaster. The event shall begin when the Governor declares an official
State of Emergency or if a State Emergency Operations Center is activated at level
3 or above as written in the State of Louisiana Emergency Operation Plan,
whichever comes first. The event shall end as designated by the Commission of
Administration, the Governor, or the LHC Executive Director. Once the event ends,
the department's normal overtime compensation policy provisions shall apply. If,
neither an official State of Emergency nor State Emergency Operations Center is
activated the department's Policy Number 14: Overtime may apply.

Il. Applicability

This policy shall apply to employees of Louisiana Housing Corporation (LHC),
hereinafter referred to as “LHC”, who are authorized to perform
emergency/disaster duty work. Authorization must be pre-approvedby the LHC
Executive Director, or their designee.

lll. Policy

The Louisiana Housing Corporation fully intends to properly compensate
employees for all hours worked during an emergency/disaster. Employee
compensation for overtime shall be in accordance with the LHC Policy Number 14:
Overtime, State Civil Service Rules, and the Fair Labor Standards Act (FLSA), with
the FLSA taking precedence in the event of a conflict within these provisions.

This policy sets the standards for compensation of overtime hours for the LHC
essential employees who perform duties relative to emergency/disaster
operations. For the purposes of this policy, disaster duties shall not include drills,
meetings, and routine tasks including responding to emails performed except
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those duties performed in preparation for an imminent event or during an actual
event as declared by the Governor or the Commissioner of Administration.

This policy may apply to employees performing administrative support functions
during events, such as purchasing, budgeting, fiscal management, payroll, data
entry, etc., but only if indirect support of the ESF-6 (Emergency Support
Function). The LHC Executive Director or designee will make this determination
for each event.

LHC will make every effort to invoke this policy and compensate employees in
case of overtime worked, but funds are not readily available employees will be
awarded compensatory time. Cash compensation is only available to employees
who receive pre-authorization to perform emergency/disaster duty work and will
be limited to 25 hours per pay period unless the Executive Director approves
additional hours.

All employees who perform direct emergency/disaster duty working in the State
Emergency Operations Center, other disaster (ESF-6) locations, and shelters may
be paid overtime at a rate of time and one-half, (1.5). All employees who work
during an emergency/disaster who are exempt or nonexempt may receive paid
overtime at a rate of time and one-half, (1.5) for any emergency/disaster overtime
hours worked over 40 hours in a workweek. Employees will earn straight pay for
hours worked not to exceed 40 hours during a workweek.

FLSA states nonexempt employees must receive overtime pay for hours worked
over 40 per workweek at a rate not less than one and one-half times, (1.5) the
regular rate of pay. FLSA does not require overtime pay for work on weekends,
holidays, or regular days of rest unless overtime is worked on such days.

If any leave has been taken to include office closures and holidays observed,
compensation will be at the straight-time rate for the overtime hours worked up to
40 hours. Only after 40 hours of actual hours worked is completed will overtime be
compensated.

V. Procedures

1. Each day that disaster duty is worked, applicable employees must record all
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time and attendance activities occurring that day on the Disaster Duty Time
Sheet. This shall include any time spent performing regular office duties, leave
taken, and disaster travel/duty times. When employees work disaster duty and
regular office duty for parts of the same day, employees must record the
number of hours worked performing regular office duties, any leave taken, and
the number of hours worked performing disaster duties in quarter-hour
increments.

In addition, employees must record start and end times for all disaster duty
time traveled and worked in quarter-hour increments only. Employees
are not to record the actual clock time disaster duty travel or work began and
ended.(Example: Disaster travel/work that began at 5:10 would be recorded
as 5:15.)

2. Work shift extends past midnight — Employees should note that each
workday begins at 12:01 a.m. If a shift is worked that begins before midnight
and extends until after midnight, then the employee is to record the time
worked up to 12:00 a.m. (midnight) on one day of the timesheet, and the time
worked from 12:01 a.m. to the end of their disaster shift on the next day of the
timesheet.

3. Submit a copy of the Disaster Duty Time Sheet along with your timecard to
your supervisor for review and approval.

Violations

Any employee found to have knowingly and intentionally falsely claimed overtime
during a disaster/emergency will be subject to disciplinary action, including and up
to termination. Additionally, falsely claimed overtime will be reported to the
appropriate authorities in accordance with La. R.S. 24:5223. Employees shall be
aware that criminal prosecution may ensue for such violations.

Questions

Questions regarding this policy should be directed to the LHC Human Resources.
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. Statement of Core Values
Louisiana Housing Corporation (LHC) exists to ensure that Louisiana residents
have access to safe, affordable, energy-efficient housing and related services. As
such, we operate under the following CORE VALUES:

e Accountability

e Collaboration

e Commitment

e Customer Service
e [ntegrity

e Professionalism

II.  Applicability

This policy applies to and is enforceable against all employees and individuals
affiliated with the Louisiana Housing Corporation (LHC), hereinafter referred to as
"LHC", by contract or otherwise (including, but not limited to, vendors, independent
contractors, and Board Members), and visitors. This policy may include conduct
that has taken place on or off LHC property.

lll. Policy

It is the goal of the LHC that all of our employees conduct their work in a manner
consistent with our mission and core values. To this end, this policy establishes
guidelines for conduct to help LHC employees work together for the good of our
customers and each other. LHC expects our employees to follow our rules, display
model behavior, and work efficiently. Through this policy, we intend to highlight
forms of unacceptable behavior, but it is not possible to list all forms of
unacceptable behavior in the workplace. LHC remains committed to addressing
all forms of employee misbehavior to ensure the most comfortable workplace
environment. The following are examples of infractions of rules of conduct that
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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

ili. 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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v. Social media
vi. Display or dissemination of derogatory or offensive imagery
(Photographs/Videos)
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.

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:

e Their supervisor or manager
e Any LHC leader
e Human Resources
e Internal Audit
¢ The Chief Operating and Legal Officer
e 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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V. Responsibilities

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.

VL. 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

Personnel Policy No. 52
Page 7 of 8





@
Louisiana Housin
" 9

Policy Number Policy Name Original Effective Date
52 Code of Business Conduct September 14, 2022

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 13.10(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. |t
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:

e Physical altercations, whether or not injury occurs;

e Sexual assault or engaging in consensual sexual activity in the
workplace,

e Possession, use, or being under the influence of illegal substances
on LHC property or while engaged in business;

o Theft of LHC property or resources;

e 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.

VIll. Questions

Questions regarding this policy should be directed to Human Resources via email
at hr@lhc.la.gov.
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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: O Employee O 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

| have read and understand LHC's Telework Policy.

| have read and understand LHC's Use of State Resources Policy.

Employee's Signature: Date:

Supervisor's Signature: Date:
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l Objective

To establish a formal policy and guidelines for telework.

1. Applicability

This policy shall apply to all employees of Louisiana Housing Corporation (LHC),

hereinafter referred to as "LHC."

. Policy

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.

V. 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.

e 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
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teleworks is the parish where the employee's telework home is located
for the days the employee is to perform work at this location.

3. Telework:

A work flexibility arrangement under which an employee performs the duties
and responsibilities of their position from an approved alternative worksite.

Unless otherwise specified, telework herein refers to both telework-formal and
telework-situational.

4. Telework Agreement:

A document authorizing the employee to perform work at an alternative
worksite on established days.

5. Telework-Formal:

Telework that occurs as part of an approved ongoing, regular schedule orwithin
established limits. (E.g., full-time or a set number of days per week.)

6. Telework-Situational:

Telework which is approved on a case-by-case basis, where hours worked are
not part of a previously approved, ongoing, and regular telework schedule.
(E.g., telework approved due to inclement weather, declared emergency,
reasonable accommodations, or office closures.)

7. Teleworker:

It is the term used to describe the employee when they are working from their
approved alternative worksite.

V. Eligibility for Telework

Position Eligibility
A position that is suitable for telework is one that has responsibilities that can be,
at anygiven time, conducted from an alternative worksite without affecting service

quality or organizational operations. The Executive Director shall determine which
positions are suitable for telework.

Factors in considering suitability may include, but are not limited to:

* Nature of the work performed:;
¢ Efficiency of work processes:
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Impact on ability to provide quality customer service;
Utilization of office space:

Utilization of technology;

Effectiveness of existing project teams; and

Impact on agency budget and fiscal resources.

Employee Eligibility

Unless mandated by the Executive Director, telework is strictly voluntary. An
employee eligible for telework has responsibilities that can be, at any given time,
conducted from an alternative worksite without affecting service quality or

organizational operations. The Executive Director may approve telework status
for an employee.

Factors in considering eligibility may include, but are not limited to:

The employee's length of service with the agency;
The employee's work performance:

The employee's ability to function independently;
Completion of required telework training; and

The employee's ability to provide technology resources outlined in the LHC
Telework Agreement.

Notification of Eligibility

LHC will provide a listing of positions eligible for telework through an addendum to
this policy. Human Resources will also notify candidates for employment about
telework opportunities during the hiring process. To maintain transparency, the
agency will post thepolicy addendum on the LHC Employee Intranet.

VI.  Telework Arrangements

Telework-Formal
Formal telework is an ongoing work arrangement in which the employee has

received approval to work from an alternative worksite. No out-of-state alternative
worksites will beallowed.

For continuity of operations and other necessary business needs, the Executive
Director or his/her designee may restrict telework days for a specific unit or division

to "fixed" telework days. (e.g., every Tuesday) or prohibit telework on specific days
(e.g., Board Meeting days).
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Telework-Situational
Situational telework is a work arrangement in which the employee has received

approval from the Executive Director or his/her designee to work from an
alternative worksite on a case-by-case basis.

VIIl. Request for Telework

Telework-Formal

Employees who desire to participate in a formal telework arrangement must
complete the LHC Telework Agreement Form and submit it for approval at least
14 calendar days prior to the proposed teleworking start date. The form shall be
submitted to the employee's direct supervisor for processing in accordance with

the form's instructions. Final approval of thetelework agreement rests with the
Executive Director or his/her designee.

Upon approval of the LHC Telework Agreement Form, Department Heads shall
maintain responsibility for approving requested telework days.

Department Heads may require advance scheduling of telework days to
accommodate the needs of the agency. In addition, Department Heads shall
ensure that a physical presence is maintained at the primary worksite within each
division each workday.

Employees will be required to update their LHC Telework Agreement Form during
their Performance Planning Session each fiscal year.

Telework-Situational

The Executive Director or his/her designee may authorize an employee to
participate in a situational telework arrangement when the needs of the
organization or the employee dictate. When an employee has a need for
situational telework, they should discuss the need with their supervisor and
Department Head. The Department Head shall forward all requests for situational
telework to the Executive Director or his/her designee for approval.

This type of arrangement requires approval via the LHC Telework Agreement Form
unless the employee already has an existing agreement under a formal telework
arrangement. Should the situational telework need exceed 30 days, a new LHC
Telework Agreement Formshall be submitted and approved.

Upon approval of the LHC Telework Agreement Form, Department Heads shall
maintain responsibility for approving requested telework days.
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VIll. Compliance with Department Policies

Employees who participate in telework shall continue to comply with all LHC
policies and procedures, State Civil Service Rules, and applicable other Federal
and State Laws while working from an alternative worksite. This includes but is
not limited to the use of leave, prior approval for overtime, timely reporting of
accidents/injuries, timely submission of time statements, appropriate use of
computer equipment, and refraining from prohibited behavior of a sexual,
harassing, or discriminatory nature.

IX.  Availability and Performance Expectations

All official business responsibilities, objectives, goals, and deadlines during
telework shall be maintained. Teleworkers are expected to maintain productivity
and quality of work as though they were working from the primary worksite.

Employees must be free from distractions while teleworking. Teleworkers may not
engage inpersonal business during working hours for any purpose for which leave
(annual, sick, FMLA, etc.) would otherwise be required.

Telework requires the employee to return voicemails left at their primary worksite
promptly; attend scheduled meetings virtually; and respond to emails, instant
messaging, and other forms of communication in a timelymanner.

Employees must adhere to performance standards as established by their
Performance Planningin the Performance Evaluation System (PES).

The needs of the LHC business take precedence over the employee's needs.
Accordingly, an employee shall be available to report to their primary worksite as
directed by the agency. To thisextent, they must be available to travel to their
primary worksite with as little notice as the same workday. Employees unable to
meet this requirement may be disciplined and/or placed in an appropriate leave
status, including leave without pay (LWOP).

Refusal to report to the primary worksite when directed shall be considered
insubordination andsubject the employee to disciplinary action and placement in
appropriate leave status, including LWOP.

X. Required Telework Training

As a condition of eligibility for telework, the supervisor and employee must
complete the following required telework training courses:

¢ CPTP SCS Teleworking for Employees WBT

e CPTP SCS Managing Teleworkers WBT

Personnel Policy No. 53
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Additional training resources should be made available as follows:
e CPTP Developing Others WBT
e CPTP Time Management for Teleworkers WBT
e CPTP Virtual Meeting Etiquette WBT

Training courses can be found in LEO.
XIl.  Alternative Worksite

Worksite Location

Employees shall designate their alternative worksite on the LHC Telework
Agreement Form. Once approved, the alternative worksite is the only location from
which the employee shall be allowed to telework. Any circumstances requiring a

change in location shall be brought to the employee's supervisor's attention
immediately.

Worksite Conditions
The alternative worksite shall be a clean, safe and dedicated workspace that is to
be principally used for the purpose of teleworking. The alternative worksite shall

be able to accommodate any equipment that is necessary to perform the functions
of the employee's job.

LHC may conduct unannounced inspections of the teleworker's alternative
worksite, as deemed necessary, to account for and ensure the physical safety and
security of the employee's alternative worksite meets all privacy, data security
and/or other requirements referenced in this policy.

Worksite Liability

LHC will not be liable for damages to the employee's property resulting from
telework. By signing the LHC Telework Agreement Form, the employee agrees to
hold the State harmless against any and all claims, excluding workers'
compensation claims. The employee accepts responsibility for maintaining the
security, condition, and confidentiality of agency equipment and materials
(including but not limited to files, applications, manuals, forms, etc.) at the
alternative worksite. Furthermore, the employee is responsible for ensuring there
is no unauthorized use of LHC equipment.

No employee engaged in telework will be allowed to conduct in-person, face-to-
face agency-related business at the alternative worksite.

Workers Compensation
The alternative worksite is considered an extension of the employee's primary
workplace; therefore, workers' compensation coverage will continue to exist for the
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employee when performing official work duties in the designated area of the
alternative worksite during approved teleworking hours. Any work-related injuries
must be reported to the employee's supervisor and the LHC Human Resources.

Operating Costs

LHC will not be responsible for operating costs, maintenance or any other
incidental costs to the employee's alternative worksite (e.g. utilities). LHC will not
pay for phone, internet service, nor the repair, technical support or maintenance of
personal equipment such as home networking connectivity, routers, modems, etc.

Xll.  Use and Security of Equipment

LHC will provide office supplies. Out-of-pocket expenses for supplies ordinarily
available in the office will not be reimbursed. LHC will not offer furniture for the
telework home office (e.g. file cabinets).

Employees who telework may use their personal computers for state business.
LHC will not provide support connectivity of home networking connections,
routers, modems, etc., and will not cover the repair or maintenance cost of
personal equipment.

If requested, LHC may provide the necessary computer equipment for employees
to use at their approved telework site. When an employee teleworks, they must
apply approved safeguards to protect state equipment and supplies.

When teleworking, employees may be required to use their personal cellular
telephones for business use during scheduled business hours. Employees will
be responsible for all related expenses.

Employees who telework will be required to provide internet access at their own

expense at their telecommuting worksite at a speed approved by Technology
Services.

Employees must comply with LHC Policy 23: Use of State Resources_and any
property control procedures. This includes submitting approved property control
forms before moving computer equipment from an LHC office to an alternate
telework location.

LHC is responsible for the maintenance of state-owned equipment. State
equipment requiring service shall be brought to a local LHC office for repair by
the employee assigned the equipment.

Employees whose telework arrangements are terminated must return any
agency-owned equipment provided to them to LHC upon their return to the office,
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last day of employment, or at any time requested by the LHC.

All official state records, files, and documents must be protected from
unauthorized disclosure or damage and returned safely to the office. This means
proper retention and disposal procedures are required and performed at the
designated LHC office. All records and data remain the property of the state.

Facilities Operations and Technology Services must adequately account for state
telework property by ensuring the steps below are taken.

e In accordance with DOA property requirements, all required state
equipment must be tagged with a property/asset identification number for
property inventory and control purposes.

e A record and tag number of all property purchased and/or issued to
each employee for telework purposes must be maintained.

XIll. Official Office Closures

Depending on the reason therefor (i.e. weather, road conditions, etc.), an office
closure may be declared to a specific building, city/town, parish, or the entire State.
The official domicile for an employee that teleworks is the city/town or parish where
the employee's alternative worksite is located for the days the employee is to
perform work at that location. An employee may only have one (1) domicile on

any given workday. Thus, if an office closure is declared on a scheduled telework
day, the teleworker is:

Not eligible for special office closure Eligible for LSOC leave when:
leave (LSOC) and must continue
working from the alternative worksite

when:
The office closure is specific to the | The office closure is specific to a
primaryworksite building. city/townor parish that is the same as

The office closure is specific to a | the city/town or parish in which the
city/town or parish that is different employee is teleworking.

from the city/town or parish in which
the employee is teleworking.

XIV. Terminations of Telework

LHC has the right to rescind an employee's telework authorization if the participant
fails to benefit the agency. Rescission of the authorization for a position or
employee to telework is a business decision and not a disciplinary measure. LHC
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XV.

XVI.

may terminate Teleworking Agreements at any time, with or without cause, at its
convenience, and this decision will be final.

In the event the employee leaves employment with LHC or is removed from
telework for any reason, the employee agrees to return all agency equipment,
supplies, and work documents to the LHC Building within 48 hours or a mutually
agreed upon reasonable time period. If theemployee fails to return all property,
they shall reimburse LHC for all unreturned property.

Exceptions

The Executive Director of his/her designee of LHC may grant an exception to any
provision ofthis policy, provided such exception shall not be in conflict with Civil
Service Rules or agency policies.

Questions

Questions regarding this policy should be directed to Human Resources.

Personnel Policy No. 53
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POSITIONS SUITABLE FOR TELEWORK

Unless specifically stated as not eligible for telework below, all full-time positions within
the LHC have been designated for telework eligibility.

Due to the nature of job duties, the following positions are not eligible for telework:

Position
Position Organization Unit Text Job title Eligible?
50308471 Facilities Management Administrative Coordinator 3 No
50535367 Facilities Management Maintenance Repairer 1 No

Personnel Policy No. 53
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Louisiana Housung Louisiana Housing Corporation
. Corporation Telework Plan and Agreement Form

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: O Employee O 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 em ployee-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.

Page 1 of
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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

| have read and understand LHC's Telework Policy

L I have read and understand LHC's Use of State Resources Policy
Employee's Signature: Date:
Supervisor's Signature: Date:
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Issuing Department Revision Dates
Human Resources

1
Contact Signature % c::.#’;
Human Resources /{ /M/ ,./ U

Appointing Authority Signature’ bl A 01
Joshua G. Hollins, Executive Director / ”I“"' ‘& r:ll»’\??

I Objective

The Louisiana Housing Corporation (LHC) intends to provide for its employees as
many benefits of state employment that are available and beneficial to both the
agency and the employee. Equitable administration of the Crisis Leave Pool is
imperative to improve or maintain employee morale for the agency. This policy
establishes guidelines and criteria for donating to and using leave in the crisis
leave pool.

Il Applicability

This policy shall apply to permanent classified and unclassified Louisiana Housing
Corporation (LHC) employees, hereinafter referred to as "LHC".

M. Policy

This policy enacts agency-wide standards for creating and administering a pool of
shared annual leave, which may be used by employees who cannot work due to a
crisis situation and who have insufficient leave to cover the absence from work
needed to address the situation. The Crisis Leave Pool provides paid leave to an
eligible employee who has experienced a catastrophic illness or injury to himself
or a covered family member.

An eligible employee who receives leave from the crisis leave pool shall receive
no more leave than required to ensure a 75 % wage replacement during his time
away from duty.

V. Definitions

1. Catastrophic Injury or lliness - An acute or prolonged illness, usually considered
to be life-threatening or with the threat of serious residual disability. It is a
severe condition or combination of conditions that:

a. Affects the physical or mental health of the eligible employee or his
family member; and
b. Requires the services of a Licensed Medical Service Provider

(LMSP) for a prolonged period of time; and

Personnel Policy No. 54
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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. 1(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:

. The eligible employee or employee's eligible family member
suffers from a catastrophic injury or illness,

Il.  The eligible employee has exhausted all applicable paid leave,
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. 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:

l. An employee shall not be granted more than 240 hours of Crisis
Leave per calendar year.

Il. ~ 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. Ifthe requestis 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 iliness 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).
VL. 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.

VIIL.

Responsibilities

. 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.

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.

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.

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.

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.

Questions

Questions regarding this policy should be directed to Human Resources.
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Al Loysions Housing
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:

e The employee or employee's eligible family member suffers from a catastrophic illness or
serious injury; or

o 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

o 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

o the employee has exhausted all appropriate leave in accordance with this policy; and

o the employee has exhibited satisfactory attendance (with no history of leave abuse), and
is not absent from work due to disciplinary reasons; and

o 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

o 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

o 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 iliness/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:

| am requesting crisis leave for the following dates: (start date) to (end date).

| 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, |
understand that | 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.
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Al Loy Housis
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.

Total
number of
hours
donated in
donation
year

Number Number
Number
Employee of of hours
of Hours :
ID Employee Name hours retained
before )
Number donation being after
donated donation

Donation

Year

By signing this form, | hereby acknowledge that | am making a donation of monetary value in the
form of annual leave to the agency crisis leave pool and that | do so at my own discretion and
without pressure or coercion to do so. | 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.

Signature/Initials Date

HR Approval

Payroll Processing
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PAY POLICY
APPROVAL FORM

Revised 5/2023

STATECIVILSERVICE

AGENCY Louisiana Housing Corporation PERSONNEL AREA 0A04
POUC_Y,TY;P,_E; - Premium Pay %REFEREN CE §6.16(a)
APPROVAL TYPE : NEW 0 AMENDMENT

CATEGORY Retention

PARAMETER Years of Experience

APPROVAL

- [0 sCS Compensation Division (via delegated authority) X SCS Director

AUTHORITY

(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 1 AS 612
139350 Accountant 2 AS 613
139370 Accountant 3 AS 615 0 h 5 . 41.0 h
171400 Accountant 4 AS 617 months to 2 years: $1.00 per hour

Up To 2 years to 4 years: $1.50 per hour

141060 | Environ I Speciali T
nvironmental Impact Specialist 1 S 308 4 years or greater: $2.00 per hour

141050 | Environmental Impact Specialist2 | 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
K adeidra Smith/fAndrea Dirovw \(‘% 7/24/2023
Date

Consultant/Supervisor Signature

A Pecoto. L 7 31. 201%

Director/Delegated Signature Date
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Carporation

Poticy Number _ Plicyae Original Effective Date
58 PREMIUM PAY FOR LONGEVITY August 1, 2023

Issuing Department Revision Dates
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Objective

The purpose of this policy is to provide the Louisiana Housing Corporation,
hereinafter referred to as “LHC,” with a tool that allows for flexibility in pay for
recruitment and retention purposes. The policy will establish a premium for
classified positions within various departments of Louisiana Housing Corporation
in accordance with the requirements set forth in this policy.

Applicability

This policy shall apply to full-time classified employees within the Accounting and
Environmental departments who occupied appmved titles as listed in the policy
section. :

Policy

In accordance with the provisions of Civil Service Rule 6.16(a), it is the policy of
the LHC to implement Premium Pay for the following:

Job Title Job Code
Accountant 1 160180
Accountant 2 : 139350
Accountant 3 139370
Accountant 4 ' 171400
Environmental Impact Specialist 1 141060
Environmental Impact Specialist 2 141050
Environmental Impact Specialist 3 141740
Environmental Impact Manager 1 141030

All eligible employees in the above job titles will receive the following for all hours
actually worked based on the current length of employment with LHC. Please note
that re-hire service will be calculated for the most recent hire date.

Personnel Policy No. 55
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LLHC Years of Service Premium Pay Amount
0 months to less than 2 years $1.00 per hour worked
2 years 1o less than 4 years $1.50 per hour worked
4 years or greater $2.00 per hour worked

V. General Provisions and Procedure

LHC employees 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 generally 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
salary or hourly pay of an employee but is not incorporated in base pay.

Premium pay ends when an employee vacates a position designated to receive
premium pay.

The Human Resources Division shall maintain a record of all positions eligible to
receive premium pay. Human Resources shall maintain a record of all employees
who occupy positions eligible to receive premium pay.

This policy is not intended to create any property rights. The agency may re-assess
“need” and the allocation of funding resources at any time and may rescind or
change the amount given with prior SCS Commission approval. Sufficient notice
must be provided to the employee.

V. Questions

Questions regarding this policy should be directed to Human Resources.

Personnel Policy No. 55
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l. Objective

The Fitness for Duty Policy outlines the expectations and procedures regarding
the physical and mental fithess of employees to perform their job duties safely and
effectively. Employees who are not fit for duty may present a safety hazard to
themselves, to other employees, or to the public. This policy aims to ensure a safe
and healthy work environment for all employees while maintaining productivity and
quality of work.

I1. Applicability

This policy shall apply to all employees of Louisiana Housing Corporation (LHC),
hereinafter referred to as “LHC”.

lll.  Policy

A. Physical and Mental Fitness Evaluation

Employees are expected to maintain a level of physical and mental fitness that
allows them to perform their job duties safely and efficiently. The organization
reserves the right to conduct fitness for duty evaluations when there are
concerns about an employee's ability to perform their job duties due to physical
or mental health issues.Employees may be required to undergo medical
examinations or assessments by qualified healthcare professionals as part of
the fitness for duty evaluation process.

B. Reporting Requirements

Employees are required to promptly report any physical or mental health
conditions that may affect their ability to perform their job duties safely to their
supervisor or Human Resources department.
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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.

Personnel Policy No. 17
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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:

e Use of alcohol or drugs (legal or illegal)

e Fatigue

¢ lliness or injury

e Prescription or over-the-counter medication
e 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. ldentification 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

Personnel Policy No. 17
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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 fithess 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.

VIl. Questions

Questions regarding this policy should be directed to Human Resources.

Personnel Policy No. 17
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I Objective

The objective of this policy is to define workplace sexual harassment and to outline
procedures for filing complaints, investigating sexual harassment claims, and
issuing appropriate disciplinary measures in the case of violations.

Il Applicability

This policy shall be applicable to employees, visitors, vendors, and Board
Members of the Louisiana Housing Corporation (LHC), hereinafter referred to as
"LHC." The workplace includes actual worksites, any setting where work-related
business is being conducted (during or after normal business hours), company-
sponsored events, or company-owned/controlled property.

M. Defining Sexual Harassment

Sexual harassment includes unwanted sexual advances, requests for sexual
favors, or visual, verbal, or physical conduct of a sexual nature when:

e Submission to such conduct is made a term or condition of employment; or

e Submission to, or rejection of, such conduct is used as a basis for
employment decisions affecting the individual; or

e Such conduct has the purpose or effect of unreasonably interfering with an
employee's work performance or creating an intimidating, hostile, or
offensive working environment.

Sexual harassment includes various forms of offensive behavior based on sex.
The following is a non-exhaustive list of the types of conduct prohibited by this
policy:
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Iv.

e Unwanted sexual advances or propositions (including repeated and
unwelcome requests for dates);

e Offers of employment benefits in exchange for sexual favors;

e Making or threatening reprisals after a negative response to sexual
advances;

e Visual conduct: leering, making sexual gestures, displaying sexually
suggestive objects or pictures, cartoons, posters, websites, emails, or text
messages;

e \erbal conduct: making or using sexually derogatory comments,
innuendos, epithets, slurs, sexually explicit jokes, or comments about an
individual's body or dress, whistling or making suggestive or insulting
sounds;

e Verbal and/or written abuse of a sexual nature, graphic verbal and/or written
sexually degrading commentary about an individual's body or dress,
sexually suggestive or obscene letters, notes, invitations, emails, text
messages, tweets, or other social media postings;

e Physical conduct: touching, assault or impeding or blocking normal
movements;

e Retaliation for making reports or threatening to report sexual harassment.

Policy

The Louisiana Housing Corporation (LHC) is committed to maintaining a work
environment free from sexual harassment. Further, the LHC strives to provide a
safe, comfortable, and productive work environment for all employees. In keeping
with this commitment, sexually harassing behavior directed toward LHC
employees will not be tolerated. This includes actions by any individual, including
any supervisor, co-worker, vendor, client, Board Member, or customer of the LHC.

All LHC employees are responsible for helping to assure the absence of
harassment. Any employee who feels that he/she has experienced or witnessed
harassment should immediately report this as directed below.
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Managers and supervisors are required to report any complaint that they receive
or any harassment that they observe or become aware of to Human Resources.

The LHC forbids retaliation against anyone who has reported sexual harassment
or participated in an investigation.

The LHC will investigate all such complaints thoroughly and promptly to the fullest
extent possible under the law. The LHC keeps the investigation confidential to the
extent possible. Effective corrective action will be taken whenever sexual
harassment is found to have occurred. All employees, including managers and
supervisors, are required to cooperate with any internal investigation of sexual
harassment.

If an investigation confirms that harassment has occurred, the LHC shall take
disciplinary action, including up to termination of employment.

Mandatory Training

LHC recognizes that a policy prohibiting sexually inappropriate workplace behavior
alone is insufficient to prevent and address such behavior. To support this policy
and create a culture wherein employees willingly report concerns and lodge
complaints, LHC requires all employees to successfully complete training on this
policy upon hire and on a continuing basis thereafter. LHC requires its employees
to complete the following training:

e Upon hire, employees must attend New Hire Orientation which covers
important personnel policies, including the Sexual Harassment policy.

e Within thirty (30) days of the hiring date, all new employees are required to
complete the online training on sexual harassment provided through the
Comprehensive Public Training Program (CPTP) and the training on
reporting sexual harassment provided through the LHC learning
management system.

e On an annual calendar year basis, all employees are required to complete
CPTP online or in-person training on sexual harassment.

Personnel Policy No. 8
Page 3 of 9

Louisiana Housing






"

Corporation

Policy Number Policy Name Original Effective Date
17 SEXUAL HARASSMENT February 21, 2013

VL.

o Within forty-five (45) days of attaining a supervisory position, all new
supervisors are required to complete the online training on sexual
harassment designated for supervisors provided by CPTP. This training
must be completed once on a calendar year basis thereafter.

Complaint Procedure

Preventing sexual harassment is everyone's responsibility. Any employee
who believes they have been subjected to sexual harassment by a co-worker,
supervisor, manager, client, visitor, vendor, customer, temporary worker, or Board
Member of LHC or who believes another individual has been subject to such
conduct should report it immediately.

Complaints can be made verbally or in writing to your direct supervisor or any
supervisor or Human Resources. Employees are not required to report any
prohibited conduct to a supervisor or manager who may be hostile, who has
engaged in such conduct, who is a close associate of the person who has engaged
in such conduct, or with whom the employee is uncomfortable discussing such
matters. Complaints may also be made anonymously using the Ethics Hotline at:

o Website: https://www.lighthouse-services.com/lhc
e Toll-Free Telephone:
o English speaking USA and Canada: 855-222-0916
o Spanish speaking USA and Canada: 800-216-1288
e Email: reports@lighthouse-services.com (must include company name
with report)
e Fax: 215-689-3885 (must include company name with report)

Employees are encouraged but not required to communicate to the offending
person that the person's conduct is offensive and unwelcome. Any supervisor or
manager who receives a complaint of harassment or retaliation must immediately
report the allegation to Human Resources.

To ensure the prompt and thorough investigation of a sexual harassment
complaint, the complainant should provide as much of the following information as
is possible:

Personnel Policy No. 8
Page 4 of 9

Louisiana Housing





"

Lorporation

Policy Number Policy Name Original Effective Date
17 SEXUAL HARASSMENT February 21, 2013

e The name, department, and position of the person or persons allegedly
committing harassment.

e A description of the incideni(s), including the date(s), location(s), and the
presence of any witnesses.

e The effect of the incident(s) on the complainant's ability to perform his or
her job, or on other terms or conditions of his or her employment.

e The names of other individuals who might have been subject to the same
or similar harassment.

e What, if any, steps the complainant has taken to try to stop the harassment.

e Any other information the complainant believes to be relevant to the
harassment complaint.

After a report is received, a thorough and objective investigation will be
undertaken. Confidentiality will be maintained fo the extent practicable and
permitted by law. Investigations will be conducted as confidentially as possible,
and related information will only be shared with others on a need-to-know basis.
The investigation will be completed, and a determination will be made and
communicated to the employee as soon as possible. LHC expects all employees
to fully cooperate with any investigation conducted by LHC into a complaint of
proscribed harassment, discrimination, or retaliation, or regarding the alleged
violation of any other LHC policies, and during the investigation, to keep matters
related to the investigation confidential.

If a complaint of prohibited harassment or discrimination is substantiated,
appropriate disciplinary action, up to and including termination of employment, will
be taken. If a complaint cannot be substantiated, LHC may take appropriate action
to reinforce its commitment to providing a work environment free from harassment.
Regardless of the outcome, the complainant can pursue a claim under state or
federal law. Initiation of such a claim is not dependent upon the outcome or
completion of LHC's administrative investigation.

To initiate a claim under federal or state law, employee are referred to the Equal
Employment Opportunity Commission ("EEOC") and Louisiana Commission on
Human Rights (LCHR). These agencies will accept and investigate unlawful
discrimination and harassment charges at no charge to the complaining party. The
nearest office of the EEOC is located at Hale Boggs Federal Building, 500 Poydras
Street, Suite 809, New Orleans, LA 70130 or you can contact the EEOC online at
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www.eeoc.gov. The LCHR is located at 1001 N. 23" Street, Baton Rouge, LA
70802, or visit them online at https:/gov.louisiana.gov/pageffiling-a-complaint-

VIl. Manager and Supervisor's Responsibilities

Managers and supervisors must deal expeditiously and fairly when they have any
knowledge of sexual harassment within their departments, whether or not there
has been a written or formal complaint. They must:

o Take all complaints or concerns of alleged or possible harassment
seriously, no matter how minor or who is involved.
« Report all incidents to Human Resources immediately so that a prompt
investigation can occur.
» Take any appropriate action to prevent retaliation or prohibited conduct from
recurring during and after any investigations or complaints.
Managers and supervisors who knowingly allow or tolerate sexual harassment or
retaliation, including the failure to immediately report such misconduct to Human
Resources, violate this policy and are subject to disciplinary action, up to and
including termination.

VIll. Employee Responsibilities

If an employee feels that he or she is being subjected to sexual harassment, he or
she may immediately inform the harasser that the conduct is unwelcome and
needs to stop. If the inappropriate conduct does not cease, or if the employee is
unable to or uncomfortable with addressing the alleged harasser directly, he or she
should report the incident to his or her supervisor or Human Resources. Itis helpful
but not required to provide a written record of the date, time, and nature of the
incident(s) and the names of any witnesses.

It is essential to report all concerns of sexual harassment or inappropriate sexual
conduct to Human Resources or a supervisor/manager as soon as possible.

Management must be made aware of the situation to conduct an immediate and
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impartial investigation and take appropriate action to remediate or prevent the
prohibited conduct from continuing.

IX. Human Resources Responsibilities

The Human Resources Director is responsible for:

e Ensuring that both the individual filing the complaint (complainant) and the
accused individual (respondent) are aware of the seriousness of a sexual
harassment complaint.

e Explaining LHC's sexual harassment policy and investigation procedures to
all parties involved.

e Exploring informal means of resolving sexual harassment complaints.

e Arranging for an investigation of the alleged harassment and the
preparation of a written report.

e Submitting a written report summarizing the results of the investigation and
making recommendations to the Appointing Authority.

e Notifying the complainant and the respondent of the corrective actions to be
taken, if any, and administering those actions.

The Human Resources Director will determine if an in-house investigation will be
conducted or if a third party will be contracted to complete the investigation. An
external third party will handle all complaints involving senior management at the
executive level.

X. Confidentiality

All complaints and investigations are treated confidentially to the extent possible
and information is disclosed strictly on a need-to-know basis. The complainant's
identity is usually revealed to the parties involved during the investigation and the
HR Director takes adequate steps to ensure that the complainant is protected from
retaliation during and after the investigation. All information pertaining to a sexual
harassment complaint or investigation is maintained in secure files within the
Human Resources department.
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Xl.  Violations

Employees who violate this policy are subject to appropriate discipline. If an
investigation results in a finding that this policy has been violated, the mandatory
minimum discipline is a written reprimand. The discipline for very serious or repeat
violations is the termination of employment. Persons who violate this policy may
also be subject to civil damages or criminal penalties.

Given the devastating impact that sexual harassment and sexually inappropriate
workplace behavior have on working relationships, LHC will aggressively address
violations of this policy. After investigation and satisfaction of due process
requirements, corrective action may be imposed for the following:

e Failure to comply with mandatory training requirements.

e Failure by a supervisor or manager to timely report a complaint of sexually
inappropriate behavior.

e Failure to participate or cooperate in the investigative process.

e Providing false or withholding information during questioning.

e Filing a false, malicious, or frivolous complaint.

e Harassment, reprisal, or retaliation towards a complainant or anyone
involved in the investigative process.

Xll. 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.
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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.

XIl. Questions

Questions regarding this policy should be directed to Human Resources.
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