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FOREWORD 
 

This Employee Handbook (“Handbook”) provides information about the HOUSING 

ASSISTANCE COUNCIL (HAC), its administrative functions and personnel policies, 

procedures and guidelines and does NOT constitute a contract between HAC and its 

employees. The Board of Directors has the only authority to change the terms of an “at-will” 

employment relationship with HAC’s employees.  HAC retains sole discretion to modify, 

suspend, interpret or cancel in whole or in part any of the published, not yet published, or 

unpublished personnel policies, procedures or guidelines without advance notice, and such 

modifications and/or interpretations shall take precedence over those described in this Handbook. 

 

HAC’s objective with respect to its employees are (1) to promote mutual loyalty, cooperation 

fair treatment, ethical practices and respect between the employee and HAC; (2) to promote just 

and equitable incentives and conditions of employment which encourage efficiency and 

economy in operation; (3) to provide a rewarding employment experience; and (4) to recognize 

the overall importance of employees who are productive and motivated to remain with HAC. 

 

When this policy specifically refers to laws of the District of Columbia, regional offices should 

consider the appropriate laws in their jurisdictions to be in effect. Regional offices are expected 

to develop polices appropriate to their own offices when the policies are site-specific. 

 

This employee manual is issued for information purposes only.  We hope that your association 

with HAC will be pleasant and rewarding. 

 

If you should have any questions or need additional information, please contact the Director of 

Finance and Administration – Tedd Russell at ext 119. 
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Section 1.0 TREATMENT OF EMPLOYEES  
 

 

1.1 Non-Discrimination in the Workplace 
 

HAC is an Equal Opportunity Employer. It is subject to Title VII of the Civil Rights Act of 1964, 

the Age Discrimination in Employment Act, the Americans with Disabilities Act, the Employee 

Retirement Income Security Act, and the broader District of Columbia Human Rights law and is 

committed to a policy of equal opportunity for all employees and applicants for employment 

without regard to race, color, religion, national origin, sex, age, marital status, personal 

appearance, sexual orientation, family responsibilities, disability, matriculation and political 

affiliation.  In addition, HAC’s intention is to provide an environment that is free of unlawful 

harassment of any kind. 

 

Title I of the Americans with Disabilities Act places special duties on HAC with regard to 

persons with disabilities.  The underlying premise of this title is that persons with disabilities 

should not be excluded from job opportunities unless they are actually unable to do the job.  The 

requirement that job criteria actually measure skills required by the job is a critical protection 

since stereotypes and misconceptions about the abilities and inabilities of persons with 

disabilities continue to be pervasive.  Discrimination occurs against persons with disabilities 

because of stereotypes, discomfort, misconceptions, and fears about increased costs and 

decreased productivity. It is HAC’s policy that persons with disabilities not be disqualified 

because of the inability to perform nonessential or marginal functions of the job; that any 

selection criteria that screen out or tends to screen out people with disabilities be job-related and 

consistent with business necessity and that it will provide reasonable accommodations to assist 

persons with disabilities to meet legitimate job criteria. 

 

Non-discrimination applies to all terms and conditions of employment including, but not limited 

to, recruitment, hiring, placement, promotion, discipline, termination, lay-off, recall, transfer, 

leave of absence, compensation and training. 

 

Persons who believe that they or others in the HAC work force are being discriminated against 

for any of the forgoing reasons, should immediately notify the Executive Director, Deputy 

Executive Director, Division Director, or supervisor, with the assurance that their complaint will 

be treated with dignity, kept in confidence to the extent possible, and not be subject to retaliation 

in any form. 

 

Persons in the HAC work force who have discriminated against any employee or potential 

employee protected by the forgoing laws will be subject to appropriate discipline up to and 

including discharge. 

 

1.2 Sexual Harassment 
 

Employees should be aware that charges of sexual harassment are actionable without any other 

job related action.  Unlike other forms of discrimination, the offense is in the act itself and not 

necessarily the result of the act. Consistent with this statement of nondiscrimination, sexual 
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harassment by employees will not be tolerated.  The types of conduct considered being sexually 

harassing and procedures for investigation and remedying any problems are as follows: 

 

1.2.1 Sexually Harassing Conduct in the Work Place.  Sexual harassment in the work place 

includes unwelcome or inappropriate sexual advance, requests for sexual favors, and 

other verbal, visual or physical conduct of a sexual nature. HAC employees may not 

insinuate or threaten, either implicitly or explicitly, that another employee’s or 

applicant’s refusal to submit to sexual advances will adversely affect that person’s 

employment, work status, evaluation, wages, advancement, assigned duties, or any other 

condition of employment or career development. Similarly, HAC employees may not 

imply, promise, or grant any preferential treatment in connection with another employee 

or applicant engaging in sexual conduct. 

 

Sexual harassment includes, but is not limited to: 

 

 Unwelcome sexual flirtations, advances or propositions 

 Verbal abuse of a sexual nature 

 Subtle pressure or requests for sexual activities 

 Unnecessary touching 

 Graphic or verbal commentaries about an individual’s body or clothing 

 Use of sexually degrading words to describe an individual 

 Display in the work place of sexually suggestive objects or pictures; sexually explicit or 

offensive jokes; or 

 Physical assault. 

 

Harassment may be defined as any behavior or action which is unduly coercive, intimidating, 

harassing or sexual in nature that is inappropriate and prohibited. Harassment complaints should 

not be limited to the regular grievance procedures. An aggrieved employee may present a 

complaint to a Human Resources specialist, counselor, employee advocate, chief executive or 

other independent party. This is needed as the employee's immediate manager or supervisor may 

be the harasser. 

 

1.2.2 Confidentiality.  HAC acknowledges the sensitive nature of issues relating to sexual 

harassment. Accordingly, each investigation of any complaint of sexual harassment will 

be conducted in as confidential a manner as possible, with the findings thereof 

communicated only on a need-to-know basis. No retaliation shall be taken against an 

employee who has reported an incident of harassment or cooperated in the investigation 

thereof. 

 

1.2.3 Complaint Procedure.  If an employee believes that her or his employment by HAC has 

led to sexual harassment by another employee, a Director or a vendor of HAC, then the 

employee should immediately bring the matter to the attention of the Executive Director, 

Deputy Director, Division Director, or supervisor.  Employees are encouraged to try to 

resolve the issue with the offending party. 
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1.2.4 Disciplinary Action.  All employees are bound by the provisions of this policy.  Any 

individual who violates HAC’s sexual harassment policy will be subject to appropriate 

disciplinary action, up to and including discharge.  

 

 

1.3 Affirmative Action 
 

HAC is committed to equal opportunity for all applicants and employees (as defined in the 

policy of non-discrimination in the workplace above) in personnel matters including recruitment 

and hiring, benefits, training, promotion, compensation, transfers and layoff or termination.  

HAC strives for a staff that reflects diversity. 

 

HAC will attempt to achieve and maintain a work force that is diverse in race/ethnicity and 

gender. These steps may include, but are not limited to, the following. 

 

 Pursuing affirmative action along with regular review by the Board of Directors. 

 Ensuring that HAC’s policy regarding non-discrimination in the workplace is 

communicated to all employees. 

 Ensuring that hiring, promotion and salary administration practices are fair and consistent 

with HAC policy. 

 Reporting to the Board of Directors on all activities and efforts to implement HAC’s 

policy of non-discrimination in the workplace. 

 To the extent that our staff is not diverse, HAC will make special recruitment efforts. 

 

Each supervisor must provide equal opportunity for all employees with regard to work 

assignments, training, transfer, advancement and other conditions and privileges of employment 

and work to assure a continuation of this policy of non-discrimination. 

 

1.4 Persons with Acquired Immune Deficiency Syndrome  
 

HAC recognizes that employees with life-threatening illnesses, such as Acquired Immune 

Deficiency Syndrome (“AIDS”), may wish to continue their normal pursuits, including work, to 

the extent that their condition allows. Whether or not such continuation is possible will depend 

on the employee’s ability to demonstrate that his or her continued employment does not present 

an immediate threat to him or herself or others and job or her ability to perform the essential 

functions of his or her ability.  Evaluation of the potential dangers presented by individuals with 

life-threatening diseases will occur on a case-by-case basis and will consider existing medical 

and scientific evidence. 

 

HAC recognizes that AIDS and its related conditions pose significant and delicate issues for 

employees in the work place. HAC’s policy is to treat AIDS-related issues in the same manner as 

other life-threatening or catastrophic illnesses would be handled. HAC has developed the 

following guidelines to foster a healthy work environment, to ensure compliance with its policy 

against discrimination towards disabled persons, and to provide clear guidance for managing 

situations in which AIDS-related issues may arise. 



 

 Page 9 

For purposes of these guidelines, persons with AIDS include those (1) with the Acquired 

Immune Deficiency Syndrome, (2) with AIDS Related Complex (“ARC”), (3) who are sero-

positive for antibodies to Human Immunodeficiency Virus (“HIV”) (i.e., persons whose blood 

tests indicate the presence of antibodies to the AIDS virus, but who have none of the symptoms 

associated with AIDS or ARC), and (4) who are perceived to have AIDS. 

 

A. Discrimination based on knowledge or presumed knowledge of AIDS antibody or AIDS 

virus status will not be tolerated. 

 

B. HAC will treat persons with AIDS in the same manner as person with other similar life-

threatening or catastrophic illnesses with respect to all employee policies and benefits 

including, but not limited to, medical coverage, sick leave and life insurance. 

 

C. Reasonable efforts will be made to accommodate persons with AIDS in the work place 

whenever possible and appropriate.  Based on reliable medical opinion, including 

statements from the U.S. Public Health Service and the Centers for Disease Control, there 

is no evidence that the AIDS virus is transmitted through the type of casual contact that 

occurs in ordinary social and work place settings. Therefore, subject to changes in 

medical information, employees with AIDS may continue to work as long as they are 

medically able to meet acceptable performance standards and their condition is not a 

threat to themselves or others. 

 

D. All medical information obtained from employees will be treated confidentially. 

 

E. HAC recognizes that there may be situations in which employees are concerned about 

working with persons with AIDS or person perceived to have AIDS. Such concerns are 

often based on misinformation or lack of information about the modes of transmission of 

the AIDS virus. HAC will attempt to address all employee concerns through education 

and counseling. 

 

 

 

1.5 Administering First Aid 

 

If a minor injury occurs while you are on the job, CALL 911 FIRST.  There is a first aid kit 

located in the kitchen cabinet. If the injury is serious, someone will take you to the hospital 

emergency room.  If an accident or illness should occur, no matter how slight, notify your 

manager or supervisor immediately so that appropriate medical treatment may be administered. 

The transfer of any body fluid (blood, saliva, urine, etc.) may pass on the AIDS or other viruses. 

Please use extreme caution to avoid contact with these body fluids. Each first aid kit contains 

plastic gloves, please be sure to use them. If this is not possible, use a strong disinfectant such as 

Lysol or liquid bleach, to clean up afterwards.  On the job injuries will be handled in accordance 

with the Workers' Compensation laws. Any employee who is injured while on the job must 

notify the personnel department immediately to be eligible for coverage provided under the 

Workers' Compensation Act. As part of our Drug Free Work Place policy, you may also be 

required to submit to drug testing if you are injured on the job. 
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1.6  Confidentiality 

 
During your employment by the Housing Assistance Council, you may have access to confidential 

and proprietary data which is not known by competitors or within the housing business generally.  

This information (hereinafter referred to as “Confidential Information”) includes, but is not 

limited to, data relating to the Company’s marketing and servicing programs, procedures and 

techniques; the criteria and formulae used by the Company in pricing its products and services; the 

structure and pricing of special packages that the Company has negotiated; lists of customers and 

prospects; the identity, authority, and responsibilities of key contacts at Company accounts; the 

composition and organization of accounts’ businesses; the peculiar risks inherent in their operations; 

sensitive details concerning the structure, conditions, and extent of their existing products and 

services; contract expiration dates; commission rates; service arrangements; proprietary software, 

Web applications and analysis tools; and other data showing the particularized requirements and 

preferences of the accounts.  This Confidential Information constitutes a valuable asset of the 

Company, developed over a long period of time and at substantial expense. 

  

To protect the Company’s interest in this valuable asset, you must (a) not use any such Confidential 

Information for your personal benefit or for the benefit of any person or entity other than the 

Company, and (b) use your best efforts to limit access to such Confidential Information to those 

who have a need to know it for the business purposes of the Company. In addition, you should 

minimize those occasions on which you take documents, computer disks, or a laptop containing 

such Confidential Information outside the office. On those occasions where it is necessary, 

consistent with the best interests of the Company and doing your job effectively, to take documents, 

a computer disk, or a laptop containing Confidential Information outside the office, all appropriate 

precautionary and security measures should be taken to protect the confidentiality of the 

information. 

  

During the course of your employment with the Company, you will be provided and/or will 

generate correspondence, memoranda, literature, reports, summaries, manuals, proposals, contracts, 

customer lists, prospect lists, and other documents and data concerning the business of the 

Company.  Any and all such records and data, whether maintained in hard copy or on a computer 

disk, computer hard drive, computer tape, or other medium is the property of the Company, 

regardless of whether it is or contains Confidential Information. Upon termination of your 

employment at the Company, you are required to return all such records including electronic 

version retained on non-HAC storage devices including personal computers to the Company and 

may not retain any copy of any such records or make any notes regarding any such records. We 

reserve the right to search for such information and property in personal items while on Company 

premises such as vehicles, purses, briefcases, etc. 
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Section 2.0           MISCELLANEOUS POLICIES IMPOSED BY                                      

         LAW 
 

2.1         Substance Abuse Policy 

 

HAC will not tolerate an employee’s working under the influence of alcohol or illegal drugs: or 

illegal possession, distribution, sale, transfer, or illegal use of alcohol or illegal drugs in the work 

place, while on duty, or while operating employer-owned equipment. 

 

 

 

2.2         Immigration Law Policy 

 

HAC complies with the Immigration Reform and Control Act of 1986 and is committed to 

employing only U.S citizens and aliens who are authorized to work in the United States.  As a 

condition of employment, each new employee must promptly complete, sign, and date the first 

section of the Immigration and Naturalization Service Form I-9.  Before commencing work, 

newly rehired employees must also complete the form if they have not previously filed an I-9 

with HAC, if their previous I-9 is more than three years old, or if their previous I-9 is no longer 

valid. 

 

 

2.3        Non-Smoking Policy 

 

Pursuant to the Department of Health Functions Clarification Amendment Act of 2006 and the 

emergency regulations issued by the Mayor pursuant thereto, all employers are required to 

regulate smoking in the work place.  The law requires employers to adopt, implement and 

maintain a written smoking policy designating areas in the work place where smoking may be 

permitted. Signs must be posted in places where smoking is prohibited.  

 

In compliance with these legal requirements, HAC has prohibited smoking in its DC offices. 

Adherence to this policy is a serious matter. D.C. law provides for a maximum fine of $1,000 for 

a violation of the Smoking Regulation Act.   
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Section 3.0 PERSONNEL PROCEDURES 

 

3.1  Hiring Procedures  
 

The Executive Director is responsible for the employment of all employees, and the Board of 

Directors is responsible for employment of the Executive Director.  Applicants for employment 

must submit complete records of previous work history and educational background as well as 

suitable references and other information relevant to the position for which they are applying.  

Falsification of such background information may be grounds for disciplinary action, up to and 

including discharge.  References will be contacted and their comments summarized in writing 

and placed in their personnel file. When HAC offers employment to an applicant, a letter of 

confirmation will be sent stating the following: job title, description of position, conditions of 

employment, salary, and starting date, together with a copy of this Employee  Handbook. 

 

The primary criteria for hiring will be the ability and willingness of the applicant to perform her 

or his work assignments as outlined in the job description. 

 

HAC employees will receive advanced notification of HAC job openings before a job 

announcement is released publicly.  Priority consideration in hiring will be given to current HAC 

employees. 

 

3.2 Arriving at Work on Time 

 

HAC regular working hours are 8:45 am to 5:15 pm, with an hour off for lunch.  

 

Employees are expected at the office on time. If an employee arrives after 9:30 am three times in 

a pay period without a legitimate excuse, a memorandum will be placed in his/her personnel file. 

The memo becomes part of the employee’s file and among other things becomes a factor in 

his/her evaluation.  

 

3.3 Employment Classification 
 

A. Regular Full-Time Employees are employees hired to work HAC’s normal full-

time, thirty-seven and one-half (37.5) hour work week on a regular basis. Such 

employees may be “exempt” or “non-exempt” as defined below. Regular full-time 

employees are eligible for employee’s benefits and to accrue leave, unless 

otherwise stated in this Handbook. 

 

B. Regular Part-Time Employees are employees hired to work less than thirty-seven 

and one half (37.5) hours per week on a regular basis. Such employees may be 

“exempt” or “non-exempt” as defined below. Regular part-time employees are 

eligible to accrue employee benefits on a pro rata basis, unless otherwise stated in 

this Handbook. 

 

C. Temporary Employees are employees engaged in work full-time or part-time on 

HAC’s payroll with the understanding that their employment will be terminated 
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no later than upon completion of a specific assignment (generally less than four 

months’ duration). (Note that a temporary employee may be offered and may 

accept a new temporary assignment with HAC and thus still retain temporary 

status.  In addition, employees hired from temporary employment agencies for 

specific assignments are employees of the respective agency and not of HAC.) 

Such employees may be “exempt” or “non-exempt” as defined below.  Extension 

of benefits described in Section 6.0 below may be granted to temporary 

employees at the discretion of the Executive Director. 

 

D. Consultants are individuals who perform technical and professional services for a 

stipulated fee as described in a written contract and whose daily work activities 

are not supervised by HAC employees. Consultants are not considered employees 

and are not eligible to have federal or state income taxes withheld, or to receive 

employee benefits as described in Section 6.0 of this manual. 

 

E. Exempt Employees are individuals with supervisory, administrative, or 

professional responsibilities who are paid an annual salary and are not eligible for 

overtime pay. 

 

F. Non-Exempt Employees are individuals who are governed by the Fair Labor 

Standard Act. Non-exempt employees must keep a record of hours worked and 

must be paid no less than the established minimum, as well as overtime for all 

hours worked in excess of forty (40) hours per week at the rate of one and one 

half times the regular hourly rate. 

 

 

 

3.4  Hours of Operation 
 

 

Regular Full-Time Employees will usually work seven and one/half (7.5) hours a day with an 

unpaid one hour break for lunch, five (5) days a week, for a total of thirty-seven and one half 

(37.5) hours a  week. Regular work will be from 8:45 a.m. to 5:15 p.m. daily or as otherwise 

arranged with and approved by the Executive Director. One hour is allowed for lunch and is 

usually from 12:00 Noon to 1:00 p.m. or 12:30 to 1:30 p.m. A supervisor may adjust an 

employee’s lunch hour as warranted by the workload. HAC Regional Offices may choose to alter 

the work week to fit regional needs. Alterations must be approved in writing by the Executive 

Director or his/her designee.  

 

Exempt employees may arrange more flexible work schedules (that is, work days containing 

more or less than 7 ½ hours work) with their supervisors, so long as at least five hours is worked 

during each scheduled work day during the pay period. 
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3.5 Access to Personnel File 
 

HAC employees shall have access to their individual personnel files, arranging for such access at 

a time that is mutually convenient with the Finance and Administration Division. 
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 Section 4.0 EMPLOYEE EVALUATION, 

COMPENSTAION AND HOLIDAYS 

 

4.1 Evaluations 
 

An annual performance review should be undertaken by the employee’s Division Director or 

supervisor utilizing such forms and techniques in use at HAC at the time.  

 

Each new employee shall be subject to a ninety (90)-day orientation period. The completion of 

this period should not be construed as creating a contract or as guaranteeing employment for any 

specific duration or as establishing a “just cause” termination standard. 

 

An initial performance review shall be conducted by the employee’s supervisor at the conclusion 

of the ninety (90)-day orientation period.  Thereafter, an annual performance review shall be 

scheduled. 

 

The Division Director or supervisor will conduct each performance review of employees under 

his or her supervision.  Division Director’s performance will be evaluated by the Deputy 

Executive Director. The Deputy Director’s and Field Office Directors’ performance will be 

evaluated by the Executive Director. All performance reviews shall be conducted between the 

employee and the evaluator and a written report shall be prepared by the evaluator. 

 

Each employee will be informed by her or his supervisor of the expectations for her or his work, 

by provision of a copy of her or his job description  (see Section 3.1), explanations of 

assignments (see Section 4.5.2) and, as part of each performance review, specific suggestions for 

improvement. Supervisors are encouraged to provide additional information as the situation 

warrants, and employees are encouraged to seek additional guidance when it is needed.  

Employees, in addition to performing their work in a satisfactory manner, are expected to 

exercise common sense in all work activities so as to avoid taking any action that endangers the 

health or safety of fellow employees or guests of the organization or discredits HAC as an 

organization. Employee adherence to this Employee Handbook will be taken into account during 

performance evaluations.  

 

The employee shall have the right to file written comments concerning the evaluation.  All 

written evaluations and comments thereon shall be placed in the employee’s personnel file. 

 

 

4.2 Compensation 
 

Total annual salary is divided by twenty-six (26) periods and paid on every other Thursday. If 

the regularly scheduled payday falls on a holiday, salaries shall be paid on the work day 

preceding such regularly scheduled payday.  Base salaries are computed on the basis of the total 

annual salary and fifty-two (52) work weeks of thirty-seven and one-half (37.5) hours each, for a 

worked year of one thousand nine hundred fifty (1950) hours. 
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State and Federal income taxes and FICA taxes will be withheld from the pay of all full-time and 

part-time employees, and Workers’ Compensation and Unemployment Insurance will be paid on 

behalf of such employees. 

 

Salary increases and decreases shall be made at the discretion of the Executive Director in 

consultation with the Board of Directors through the establishment of the budget and may be 

awarded on the basis of the cost of living index, the employee’s last evaluation, and such other 

factors as HAC deems appropriate.  Salary increases for the Executive Director, other than across 

the board cost of living increases, shall be determined by the Executive Committee. 

 

Employees who work overtime must receive prior written approval from the Executive Director 

or Deputy Director or a person acting in their stead in their absence in order to be compensated 

for such work. 

 

Overtime pay is earned if a non-exempt employee works more than thirty seven and one-half 

(37.5) hours in a seven (7) day period exclusive of annual, sick, and administrative leave. If a 

non-exempt employee works between thirty-seven and one-half (37.5) and forty (40) hours 

during a seven (7) day period, he employee will earn additional pay at the regular hourly rate. 
 

The Fair Labor Standards Act (FLSA) requires overtime pay for all hours worked over 40. 

Vacation leave, sick leave and holiday hours paid do not count as hours worked. 

 

Exempt employees are not eligible for overtime or for compensatory time off when an employee 

works more than 37.5 hours during a seven day (7) period.  In unusual circumstances where an 

Exempt employee is required to work extraordinary hours to meet a deadline or who had taken 

on additional duties for the benefit of HAC which cause  extra hours to  be worked, the 

Executive Director, Division Director or supervisor may grant a certain amount of 

Administrative leave for the benefit of such employee.  

 

 

4.3 Reimbursement for Moving Expenses 
 

The Executive Director or Deputy Director may authorize reimbursement to employees for 

moving expenses on the following basis: 

 

 A.     Newly hired employees may be reimbursed for up to 50% of moving expenses. 

 

  B. Employees requested by HAC to move as part of their employment will be 

reimbursed to 100% of their moving expenses. 

 

 C. Employees requesting a change in assignment necessitating a move may be 

reimbursed up to 50% of their moving expenses. 

 

The employee will be required to submit a copy of the moving company’s invoice to the Finance 

and Administration Division. Included in the reimbursable moving expenses will be the cost of 

travel, lodging and meals for the employee and his/her family to the new location, as well as the 

cost of one trip (including meals and two night’s lodging), to find suitable housing. 
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4.4  Holidays 
 

Holidays for which HAC employees are compensated include all ten Federally designated 

holidays together with an additional day (personal day) which the employee may select and 

take with prior approval of his or her Division Director or supervisor. An employee may 

substitute one of the Federally designated holidays for a day mutually agreed upon by the 

employee and his or her supervisor.  Such agreed substitutions shall be reduced to writing prior 

to the holiday, signed by the employee and the supervisor and submitted to the Finance and 

Administration Division. 

 

All full-time employees shall receive full pay for legal holidays. Part-time employees shall be 

paid for legal holidays only if the holiday falls on the employees regularly scheduled work day or 

a portion thereof. 

 

 

4.5 Time and Leave Records 
 

Bi-weekly time sheets must be submitted to and be approved by the employee’s supervisor prior 

to issuance of paychecks.   

 

Annual leave requests must be submitted to and approved by the employee’s supervisor prior to 

such leave. 

 

 

4.5.1 Time and Attendance Reports. HAC operates on a two week pay period (Saturday 

through Friday).  All employees must complete time and attendance report as work is performed, 

but no less often than daily. Informal records of start and stop times should be used when 

multiple jobs are in process. 

 

Time and Attendance should be updated on a daily basis to ensure if you are on travel or call out 

sick on payroll processing day, your attendance report can still be submitted. 

 

Time and attendance reports should be prepared in ink or printed. Timesheets prepared in pencil 

will not be accepted. All hours worked must be recorded on the time and attendance report. Time 

and attendance reports must be signed by the employee and supervisor only after it has been 

complete. Errors made on the timesheets are to be crossed out and a new entry made with no 

erasures or whiteouts.  Time and attendance reports which reflect erasures or whiteouts will not 

be accepted.  Corrections are to be initialed by the employee and supervisor. 

 

Time and attendance reports must be submitted to the Finance and Administration Division by 

10:00 a.m. Monday following the end of the pay period. Reports turned in after 10:00 a.m. may 

have to be held while the on-time payroll is processed. The late paycheck will be done manually 

and handed out to the employee on Friday or Monday after the regular payday. 
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4.5.2 Compliance Requirements for Timekeeping.  Supervisors must provide employees 

with clear instructions of the work to be performed and the job number to be charged.  New 

employees must be fully indoctrinated on proper timekeeping procedures. Employees must be 

aware of their responsibility for accurate time and attendance report preparation. 

 

Periodic internal review will be performed of the timekeeping system in order to assure 

compliance with system controls. 

 

A.   The Finance and Administration Division will review time and attendance reports 

for adherence to approved preparation procedures (i.e., signed by employee and 

supervisor, corrections initialed and explained, prepared in ink or printed, etc.). 

 

B. The Finance and Administration Division will reconcile job time charged with 

total hours paid per payroll, and verify their agreement with attendance records. 

 

C. Division Directors and supervisors will periodically sample labor charges in order 

to determine the validity of the job charged for the work being performed.  The 

Finance and Administration Division will subsequently trace these sample labor 

hours to the accounting records to verify that they accurately reflect the time and 

job charge. 

 

A list of supervisors authorized to approve time and attendance reports must be maintained, 

along with a signature sheet, and kept on file in the Finance and Administration Division. 
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Section 5.0  LEAVES AND ABSENCES 

 

 

5.1  Annual Leave  
 

Each regular HAC employee is entitled to paid vacation on the following basis: 

 

No employee is entitled to use annual leave until s/he has been employed for 90 days. At the end 

of this period s/he is entitled to the number of hours which have accrued during the 90-day 

“introductory” period.  The hours of annual leave accrued during each pay period are determined 

by the tenure of the employee per the following schedule: 

 

  Tenure     Annual Leave Accrual 
  0 to < 2 years    4.50 hours 

  2 to < 3 years    4.75 hours 

  3 to < 4 years    5.00 hours 

  4 to < 5 years    5.25 hours 

  5 to < 6 years    5.75 hours 

  6 + years    6.00 hours 

 

These annual leave accrual rates will take effect on January 1, 1996. 

 

The annual leave accrual will be adjusted effective the pay period immediately succeeding the 

pay period in which the employee’s employment anniversary date falls. 

 

Each part-time HAC employee is entitled to paid vacation.  The hours of annual leave are 

accrued on a pro-rate basis based on the ratio of hours worked to hours in a pay period applied to 

the annual leave accrual rate. 

 

Accrued annual leave in excess of 250 hours at the end of a calendar year may be carried over 

with the approval of the Executive Director and when the leave is fully funded. Otherwise, the 

accrued annual leave in excess of 250 hours will be forfeited by the employee. 

 

All HAC staff is encouraged to take annual leave during the calendar year in which it is earned.  

All use of annual leave must be approved in advance in writing by the employee’s supervisor or 

the Executive or Deputy Director. Annual leave should be scheduled so as not to interrupt the 

necessary work flow of the organization.  When an employee takes annual leave and the period 

of leave includes a pay day, the employee, upon written request, may be paid prior to the start of 

the leave period. 

 

The Finance and Administration Division shall maintain records of all annual leave. 

 

After an employee has given notice of intent to resign from employment at HAC (“Notice of 

Resignation”), the employee will not be permitted to take annual leave during the last two (2) 

weeks of employment unless required by or authorized by the Executive Director. Payment for 

any will be made to the departing employee.  
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5.1.1 Annual Leave – Cash Payments HAC accrues and funds unused earned annual leave 

as a liability at the end of its fiscal year. HAC will continue this practice as long as possible. 

 

A regular HAC employee may, up to two (2) times during the fiscal year, submit a request to the 

Finance and Administration Division for cash payments of unused earned leave for a minimum 

of 37.5 hours provided that a balance of 75 hours of unused earned leave remains.  Request for 

cash payments will be processed with the regular payroll cycle. 

 

Any request in excess of the 75 hour limit must be approved by the Executive Director or Deputy 

Executive Director. 

 

This policy is based on the availability of funding and is subject to change at any time without 

prior notice. 

 

 

5.2 Sick Leave   
 

Sick leave shall accrue for all employees at the rate of 10 days per year.  Sick leave should be 

used for absences from the office for health-connected reasons, including doctor and dental 

appointments. Sick leave may also be used for absences pursuant to the Family and Medical 

Leave sections of this Handbook and will be deducted from the total sick leave accrued by the 

individual. After an employee has given Notice of Resignation, the employee will not be 

permitted to take sick leave without a doctor’s excuse and, upon termination, an employee will 

not be compensated for unused sick leave. An employee will be compensated for sick leave 

taken during his or her orientation period. 

 

Employees hired after Jan 15th accrue sick leave on a prorated basis (see below). 

 

      NEW EMPLOYEE SICK LEAVE CHART   

              

Month of Year              
Employee is 
Hired              

              

    Jan Feb Mar Apr May Jun Jul Aug Sep Oct Nov Dec 

              

Days of              

Compensable              

Sick Leave  10 9 8 7 6 5.5 5 4 3 2 1.5 1 

              

(For example, if one is hired in February, one may be compensated for up  

to 9 days of sick leave).            
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For any illness or accidental injury that qualifies an employee for benefit under HAC’s disability 

insurance policy or Worker’s Compensation Insurance policy, HAC will supplement the benefits 

of such employee by the difference between the weekly benefit awarded under the insurance 

policy and the employee’s weekly salary for a specific time period in accordance with the 

following schedule: 

 

Accrued sick leave will be deleted at the end of each calendar year.  An employee may take sick 

leave in excess of that accrued during the calendar year up to the maximum of unused annual 

leave to which the employee is entitled during the year. Should an employee’s employment be 

terminated during the year in which an excess of sick leave has been taken, such excess shall be 

deducted from the employee’s final pay check. 

 

5.2.1 Procedures to Follow when Unable to Work Due to Illness or Accident.   The 

purpose of this procedure is to assure that absence due to illness or accident is handled in a 

responsible manner such that the purpose and function of HAC will be carried out with the least 

possible disruption, and the well-being of HAC’s employees and those with whom they work can 

be promoted. Repeated or unexcused absences may be cause for disciplinary action, up to and 

including discharge. 

 

A. An employee will tell his or her supervisor, Division Director, Deputy Director 

Executive Director, as appropriate, of his or her absence as soon as it is practically 

possible.  In most cases, this should be done no later then ¼ hour after the start of 

HAC’s operating hours on the day which the employee is unable to work.  Of 

course emergencies may require that later notice be given. In any case, it is the 

employee’s responsibility to reach HAC. 

 

B. When notifying HAC of the intended absence, the employee will inform the 

person to whom he/she speaks to of the anticipated length of the absence, the 

general nature of the cause of the absence, where the employee can be reached, 

and whether s/he thinks it is appropriate to be reached.  In addition, the employee 

should inform HAC of any appointments, meetings, or telephone conferences that 

the employee has scheduled, which s/he wants to cancel or reschedule, and any 

tasks that were to be performed which require attention and who should act upon 

them in the employee’s absence. 

 

C. Unless other arrangements have been made in advance, the employee is expected 

to call every day of his or her illness. 

 

D. Directors or regional offices should advise their staff of his or her absence or, if 

unfeasible, s/he should advise the Executive Director. 
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5.3 Family and Medical Leave 

 

An employee, who has been employed by HAC for one year without a break in service except 

for leave and has worked at least 1,000 hours during the 12-month period immediately preceding 

the request for family or medical leave, is entitled to such leave as follows: 

 

A total of 16 workweeks of family leave during any 24-month period for: 

 

          A. The birth of a child of the employee for whom the employee permanently 

assumes and discharges parental responsibility; 

 

         B. The placement of a child with the employee for adoption or foster care; 

 

         C. The placement of a child with the employee for whom the employee 

permanently assumes and discharges parental responsibility; or 

 

        D. The care of a family member of the employee who has a serious health 

condition (including (a) a person to whom the employee is related by blood, 

legal custody, or marriage; (b) a child who lives with an employee and for 

whom the employee permanently assumes and discharges parental 

responsibility; or (c) a person with whom the employee shares or has shared, 

within the last year, a mutual residence and with whom the employee maintains 

a committed relationship). 

 

Any employee who becomes unable to perform the functions of the employee’s position because 

of a serious health condition is entitled to medical leave for as long as the employee is unable to 

perform the functions, except that the medical leave shall not exceed 16 workweeks during any 

24-month period. 

 

Entitlement to family leave under A, B, and C of this section shall expire 12 months after the 

birth or placement of the child with the employee. 

 

Family and medical leave shall be without compensation except that an employee may apply any 

accrued sick leave or annual leave to family medical leave. Any sick leave or annual leave 

applied to family leave or medical leave shall count against the 16 workweeks permitted under 

this section. 

 

If the need for family and medical leave is foreseeable based on planned medical treatment or 

supervision, an employee shall provide his or her immediate supervisor with reasonable prior 

notice of the medical treatment or supervision and make a reasonable effort to schedule the 

medical treatment or supervision, subject to the approval of the health care provider of the 

employee or family member, in a manner that does not disrupt unduly the operations of HAC. If 

the need for family leave is foreseeable based upon the expected birth or placement of a child 

with an employee, the employee shall provide his or her immediate supervisor with reasonable 

prior notice of the expected birth or placement of a child with the employee. 
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The Executive Director may require that a request for family leave for the care of a family 

member or medical leave be supported by a certification issued by a health professional as 

provided in Title 36, Section 1304 of the District of Columbia Code. 

 

 

5.4 Administrative Leave 

 

Administrative leave is paid leave which is not charged to an employee’s annual leave. The 

Executive Director must grant prior written authorization for administrative leave. An employee 

who is subpoenaed as a witness in an administrative proceeding before a government agency, in 

a civil or criminal case, or who is called to serve on a jury, may be granted administrative leave 

for that period of time during which the employee is unable to report to work. The amount of 

leave paid to the employee shall be the difference, if any, between the employee’s salary and the 

compensation which the employee received for service as a juror or witness. For salary to 

continue during this period, the employee must submit a copy of the summons and time sheet to 

the Executive Director. 

 

Administrative leave may be granted for bereavement due to the death of a member of an 

employee’s immediate family, including the employee’s spouse, parents, grandparents, children, 

stepparents, stepchildren, grandchildren, siblings, legal guardian, mother-in-law, and father-in-

law or a person with whom the employee shares or has shared, within the last year, a mutual 

residence and with whom the employee maintains a committed relationship, and that person’s 

parents and children, for a period of up to three (3) days. 

 

In addition, the Executive Director may, as appropriate, grant other paid administrative leave for 

reasons such as civil disturbances, transportation breakdown, and the like. 

 

5.5 Inclement Weather 

 

HAC follows the federal government’s policy on inclement weather. If the federal government 

announces closure of government offices because of inclement weather conditions, employees 

are not expected to report to work or remain at work. However, if the office has an event 

scheduled for that day, affected employees must contact the Executive Director or his or her 

designee for further information and/or instructions. 

 

HAC also follows the federal government’s “late arrival” and “liberal leave” policies. 

Attendance is left to the discretion of the employee, and the pay of nonexempt employees may 

be reduced or annual leave substituted, if the employee fails to report to work within a 

reasonable time after opening. If the employee chooses to remain at home for the entire day, s/he 

must notify her/his supervisor and the unworked time will, at the employee’s option, either be 

considered annual leave or leave without pay. 
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************************************** 

Excerpted from the Office of Personnel Management’s (OPM’s) Washington, DC, Area 
Dismissal or Closure Procedures (December 31, 2007).  
 
Unscheduled Leave Policy  

When OPM announces an unscheduled leave policy, non-emergency employees may request 

unscheduled annual leave, leave without pay, and/or the use of previously earned 

compensatory time off or earned credit hours under an alternative work schedule without 

the prior approval of their supervisors. Non-emergency employees must inform their 

supervisors of their intent to take unscheduled leave.  

 

Delayed Arrival Policy  

When OPM announces a delayed arrival policy, non-emergency employees will be granted 

excused absence (administrative leave) for the designated number of hours past their 

normal arrival time. Non-emergency employees are expected to report for work no later 

than the designated number of hours past their normal arrival time. Employees should 

plan their commutes so that they arrive for work no more than xx hours later than they 

would normally arrive. For example, if OPM announces a 2-hour delayed arrival policy, 

employees who normally arrive at 8:00 a.m. must arrive for work no later than 10:00 a.m. 

An employee who arrives later than the designated number of hours should be charged 

annual leave for the excess time. For example, if OPM announces a 2-hour delayed arrival 

policy, and an employee arrives for work 3 hours later than his/her normal arrival time, the 

employee should be charged annual leave for 1 hour. However, in the case of unusual 

circumstances or hardship, an agency may choose to grant excused absence for the excess 

time.  

 

 

 

5.6 Leave Without Pay 

 

If absences by an employee exceed accrued leave, the excess will be treated as leave without pay 

and the next regular paycheck adjusted accordingly. In the event that leave without pay is taken, 

annual and sick leave will not accrue until the employee returns to work. 

 

An employee with special needs who wants to take extended leave without pay must seek prior 

written authorization from the Executive Director. 

 

Leave without pay may, in HAC’s sole discretion, be granted for up to one (1) year. Approval to 

take a leave of absence and the length of the leave will be within HAC’s sole discretion, and 

such factors as the employee’s attendance record and performance, and whether temporary 

coverage for the position can be arranged, will be considered. HAC will endeavor to grant leave 

subject to budgetary restrictions, the need to fill vacancies, and the ability to find qualified 

temporary replacements. If the employee fails to report to work at the end of the authorized leave 

period, it will be assumed that the employee has resigned. 
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Section 6.0    EMPLOYEE BENEFITS 

 

Employee benefits are earned in accordance with each employee’s classification as explained in 

Section 3.2 and apply equally to each employee within each classification. (As with other 

benefits provided under this Handbook, these benefits are subject to change). 

 

6.1 Workers’ Compensation Insurance 

 

Claims are paid in accordance with DC Workers’ Compensation laws for bodily injury, disease, 

or death arising out of and in the course of employment. All accidents or injuries should be 

promptly reported to the Executive Director for submission to the Workers’ Compensation 

Board.  For a more in-depth explanation of your rights, please refer to “Employee’s Rights and 

Obligations” (published by DC Office of Worker’s Compensation) – found at the end of this manual.  

 

6.2 Unemployment  Insurance  

 

The D.C. Unemployment Insurance Fund provides unemployment benefits to eligible 

employees, regardless of their home address. Additional information is available at the DC 

Unemployment website.  Application for benefits must be made directly to D.C. Unemployment 

Services. 

 

6.3 Social Security and Medicare 

 

HAC participates in the Social Security and Medicare Program pursuant to which it collects 

funds from employees and contributes an equal amount for coverage there under. 

 

6.4 Life Insurance 

 

HAC provides group term life insurance coverage of 1 ½ times the salary per employee up to a 

maximum of $250,000.00 benefit (subject to reductions at age 70 and 75) 

 

 

6.5 Health Care Benefits 

 

HAC provides health care benefits, including major medical for employee, available through the 

employee’s choice of certain health maintenance organizations.  HAC currently provides 100% 

premium paid coverage to its employees and 85% premium coverage to their family (employee 

will pay the 15% difference in premium through their payroll deductions)  However, HAC 

reserves the right to require complete or increased  employee contributions in the case of 

financial distress on the part of HAC. Additional information is available from the Finance and 

Administration Director. Application should be made within the first fifteen (15) days of 

employment so that coverage can begin on the first day of the employee’s second month of 

employment. 
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6.6 Disability Insurance 

 

For any illness and/or accidental injury that occur while the employee is not performing job-

related services for HAC, the employee may be entitled to benefits under the Group Disability 

Insurance Policy. For either illness and/or accidental injury, HAC will supplement the benefits 

the employee is awarded under the appropriate insurance policy by the difference between the 

weekly benefit amount and the employee’s weekly salary for a specific period of time in 

accordance with the following schedule: 

 

 Tenure of Employee  Period of Supplemental Compensation 

 Less than one year    2 Weeks 

 One through three years   8 Weeks 

 More than three years              13 Weeks 

 

If the length of the illness and/or accidental injury extends beyond the above schedule, the 

employee will continue to receive benefits for the length of time for which the employee is 

entitled to benefits under the Disability Insurance Policy as follows; 

 

Short-term disability:  13 weeks, effective the eighth day of illness or injury 

 

Long-term disability:  To age 65 (subject to schedule below); effective the 14
th

 week of illness or 

injury.  The monthly benefit will be an amount equal to the lesser of: 

  

 1. 60% of your Basic Monthly Earnings; or 

 2. The maximum monthly benefit of $5,000. 

 The applicable amount above will then be reduced by any “Other Income”. 

 

 The minimum monthly benefit is $100. 

 

 There is a 90 days elimination period per disability. 

 

 
  

 

HAC will continue to pay medical premiums for a period of 16 weeks disability.  Beginning, the 

17
th

 week, the employee may elect “COBRA” coverage and pay their medical premium 

themselves.  The employee will have a total of 29 months of “COBRA” coverage due to their 
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disability.  Once the employee returns to work, HAC will resume paying for their medical 

premiums. 

 

 

6.7 Retirement Plan 

 

An amount equal to five percent of each employee’s salary will be contributed to a retirement 

plan. Details of the plan are available from the Division of Finance and Administration. 

 

For employee hired after April 1, 2008: 

 

The employee receives a 20% credit each year toward vesting and 100% vested after 5 years of 

employment with the Housing Assistance Council.  

 

If the employee decides to leave the company prior to 3 years, they will forfeit any HAC 

investments.  After year 3 terminating employees can collect credits at 60%, after year 4 - 80% 

and after year 5 - 100%. 

 

For employee hired before April 1, 2008: 

 

You will continue under the old vesting Plan. 

. 

 

6.8 Tuition Reimbursement 

 

To further develop staff skills, HAC encourages employees to continue their education.  HAC 

supports the desire of employees to take classes in a work-related subject, such as computer 

software and hardware, languages, writing, and technical training on housing–related topics. 

 

HAC may, at the discretion of the Deputy Director, pay up to 100 percent of the tuition for such 

classes if funds are available, and if: 

 

A. The employee has been a regular full-time employee for at least three months. 

 

B. The course(s) selected are directly related to the employee’s job and/or HAC’s purpose. 

 

C. The employee interested in taking a class has submitted a course description, cost 

information, and a brief written statement about how the class relates to his or her job 

and/or HAC’s purpose to the Deputy Executive Director, who will respond to the request 

in writing within two weeks of receiving the course information. 

 

D. The employee’s performance in the class and/or training is satisfactory.  Employees                                        

may attend classes and/or training during the workday at the discretion of their supervisor 

and the Deputy Executive Director. 
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6.9 The Health and Information Portability and Accountability Act (HIPAA) 

 

HIPAA offers employees various rights with one of the most important HIPAA rights being 

Special Enrollments. When you have a Special Enrollment Event such as loss of other coverage, 

marriage, or birth or adoption of a child, they have a Special Enrollment Right to enroll in the 

Company's Group Health Plan. 

 

6.10   COBRA 
 

The Federal Consolidated Omnibus Budget Reconciliation Act (COBRA) gives employees and 

their qualified beneficiaries the opportunity to continue health insurance coverage under HAC's 

health plan when a qualifying event would normally result in the loss of eligibility." Some 

common qualifying events are resignation, termination of employment, or death of an 

employee; a reduction in an employee's hours or a leave of absence; an employee's divorce 

or legal separation; and a dependent child no longer meeting eligibility requirements. HAC 
provides each eligible employee with a written notice describing rights granted under COBRA 

when the employee becomes eligible for coverage under HAC's health insurance plan. The notice 

contains important information about the 

employee's rights and obligations." 
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Section 7.0   MISCELLANEOUS POLICIES AND  

                                            PROCEDURES 
 

7.1 Conflicts of Interest 

 

7.1.1   Definition.  Conflicts of interest occur when employees stand to gain a direct or indirect 

financial benefit (other than from their normal compensation from HAC) from transactions with 

HAC or its related entities, or from transactions with other entities or persons which HAC would 

normally undertake for its own benefit. Activities that may give rise to a conflict of interest 

include certain outside employment or business interest, acceptance of gifts or gratuities in 

exchange for or in anticipation of some benefit. 

 

7.1.2  Policy.  No employee of HAC shall engage in any activity that gives rise to a conflict of 

interest or the appearance of such conflict with his or her duties and responsibilities at HAC or 

that is otherwise incompatible with the full and proper discharge of his or her employment 

obligations with HAC without full disclosure and prior approval from the Executive Director. 

Such activities include: 

 

7.1.3  Certain Outside Employment.  The Executive Director shall engage in no outside 

employment. For other employees, outside employment causing a conflict of interest includes, 

but is not limited to, employment that meets any of the following criteria: 

 

A. In the case of a professional employee, involves the performance of duties similar to the 

employee’s duties at HAC. 

 

B. Occurs during an employee’s regular or assigned working hours at HAC unless the 

employee is on annual leave or leave without pay. 

 

C. Would in any way inhibit or restrict an employee’s full availability to carry out his or her 

normal duties and responsibilities, including his or her availability to travel and remain 

overnight away from home in connection with HAC functions. 

 

D. Involves, directly or indirectly, the purchase, sale or development of real estate, including 

the financing of realty transactions, which HAC, or its affiliates, are involved with in any 

financial way. 

 

E. Might create confusion on the part of the general public or those dealing with HAC as to 

whether an employee is acting in furtherance of his or her outside employment or is 

performing an official HAC function.  

 

F. May involve the use of information secured as a result of employment at HAC to the 

detriment of HAC or the people HAC serves. 

 

G. May result in any person, corporation or group receiving preferential treatment in its 

dealing with HAC or institutions with which HAC serves. 
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H. Involves any person, firm or other organization having business either directly or 

indirectly with HAC. 

 

7.1.4   Ownership or Control of Other Interests.  Employees may not maintain an equity 

interest greater than 5 percent in a business or serve as an officer or director of organizations that 

may gain a direct or indirect financial benefit from its dealings limited to, those that meet any of 

the following criteria: 

 

A. Involved, directly or indirectly, the purchase, sale of development or real estate, including 

the financing of realty transactions that HAC, or any of its affiliates, is involved with in 

any financial way. 

 

B. Create confusion on the part of the general public or those dealing with HAC as to 

whether an employee is acting in furtherance of his or her outside interest or is 

performing an official HAC function. 

 

C. Results in any person, corporation, or group receiving preferential treatment in its dealing 

with HAC or instructions with which HAC has dealing. 

 

7.1.5 Acceptance of Gifts or Gratuities.  HAC staff members may not accept gifts, gratuities, 

free trips, personal property, or other items of value from any outside person or organization as 

an inducement to provide services. 

 

7.1.6 Employee Conflict of Interest Statements.   All HAC employees shall submit a conflict 

of interest statement, citing any outside employment, relevant business interest, or other 

participation in organizations or lack thereof, that give rise to a conflict under this policy to the 

Executive Director. An initial statement shall be submitted not later than May 1, 1995, in the 

case of current HAC employees, or within 30 days of being employed by HAC, in the case of 

new employees. 

 

Employees shall submit changes in or additions to the initial statement when they occur. If no 

changes or additions occur, a report so stating shall be submitted at the end of each calendar 

year. Reports shall be preserved in each employee’s personnel file. 

 

7.1.7 Conflict of Interest Statement Review.  The Executive Director or his/her designee 

shall review all statements submitted. When s/he finds, in writing, that a conflict or potential 

conflict is not harmful to HAC s/he may permit the conflict to exist. Where an employee will or 

may gain a direct or indirect financial benefit from the conflict, the Executive Director may 

permit the conflict to exist only if he finds, in writing, that it is to HAC’s benefit. 

 

7.1.8 Disciplinary or Other Remedial Action.  If, after consideration of the available 

information, including any explanation provided by the employee, the Executive Director, in his 

or her sole discretion, determines that an employee is engaged in activities inconsistent with the 

policy set forth in this section, s/he shall take immediate remedial action, which may include, but 

is not limited to, the following: 
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  A. Changing the employee’s assigned duties. 

  

   B. Requiring that the employee cease the activity in question or dispose within a 

reasonable time of the asset(s) giving rise to the conflict. 

 

   C. Disciplinary action up to and including separation. 

 

   D. Disqualifying the employee for particular assignments. 

 

 

 

Unless otherwise stated by the Executive Director, an employee shall have no more than 30 

days to comply with the Executive Director’s remedial order. 

 

 

 

 

Section 8.0  PERSONAL PROPERTY 

 
8.1 Your Personal Property 

 

8.1.1   Definition.  Your Personal Property is anything that is in your possession that was not 

purchased by HAC. 

 

8.1.2   Policy  If an employee brings their personal property to the HAC office, HAC will not be 

responsible for any damage, theft or other loss.   
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Section 9.0 OFFICE SECURITY AND EMERGENCY                       

PROCEDURES  (Regional Directors should adopt similar policies related 

to their offices) 
 

 

 

9.1 General Office Security 

 

9.1.1 Admission of Visitors – Strangers.  At no time shall persons other than employees of 

HAC be allowed to roam at will, unescorted, through our offices. It is a matter of courtesy to 

accompany visitors to and from the exits or other office area for which they may be destined. If 

you encounter strangers in our offices who do not satisfactorily identify themselves, please 

advise the receptionist or the building security desk on 202-783-5101. 

 

9.1.2 Doors.  The rear doors from the office corridor is to be locked at all times. The front 

door shall be locked at all times other than normal office operating hours and when the 

receptionist is to be absent from her or his desk. Access may be gained by office key. Employees 

without keys or guests of the office who wish to enter either before 8:45 a.m. or after 5:15 p.m. 

must knock loudly or ring the bell to alert someone inside the office to open the door.  

 

9.1.3 Safekeeping Fireproof Files.  The office has a set of locked safekeeping fireproof files 

in the records room in which valuable original documents such as promissory notes and stock 

certificates are kept. 

 

9.1.4 Personal Property.  Personal items and property of value should be safeguarded. 

Pocketbooks, billfolds and valuable jewelry should not be left unattended in or on the desk. Each 

work area contains adequate space, and pocketbooks and billfolds should be kept in such places. 

Money (even small change) should not be left in the office overnight. HAC is not responsible for 

loss of an employee’s money or other valuables. 

 

9.1.5 Building Security Service.  The Washington HAC building provides 24 hour, seven-

days a week security service. The telephone number of the building security desk is 202-783-

5101. 

 

9.1.6 Closing of Office Facilities.  At the end of each office day, the receptionist is 

responsible for checking that all public doors are locked. No one should unlock any public door 

leading into the office. At the end of each office day the last person in the office will be 

responsible for turning off all coffee pots, hot plates, etc. If you are expecting visitors after 

normal business hours (6:00 p.m.), you are expected to notify the security desk in writing so that 

your visitors may obtain entrance to the building. 
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9.2 Emergency Procedures 

 

9.2.1 Emergency Telephone Numbers: 

 

 FIRE DEPARTMENT    911 

 

 POLICE DEPARTMENT   911 

 

 BUILDING MANAGEMENT OFFICE 202-347-2892 

 

 AFTER HOURS BUILDING SECURITY 888-469-3490 

 

 AMBULANCE/PARAMEDIC  911 

 

 

9.2.2 Fire and Other Emergency Evacuation Plan.  The following procedures must be 

followed should an alarm be activated in the building; any fire, regardless of size, should be 

reported immediately to: the Fire Department (911), the Building Management Office (202-393-

1723). Persons reporting a fire should give: 

 

 A.  Their name 

 B.  The name of the tenant involved 

 C.  The floor involved 

 D.  The fire’s location on the floor 

 E.  A description of the type of fire 

 

If a fire is noticed on any floor, the alarm box must be activated and the person must remain, if 

possible without harm, to inform a responsible person of the exact location of the fire. Fire 

extinguishers are located next to the woman’s bathroom and in the kitchen and should be used to 

fight small fires only. All persons should leave the building and await emergency instructions 

from building management or fire department personnel before re-entering. Elevators should not 

be used during any kind of fire emergency. Supervisors should see to the safety of all 

handicapped person and should assist them to the stairwell area. Offices not affected by fire 

should be closed as the tenants leave. Premises affected by fire should be left with the doors 

unlocked.  All employees should meet across the street in front of the California Grill building at 

1090 Vermont Avenue, NW so that all employees are accounted for. 

 

 

9.2.3 Earthquake Procedure. The following procedures are recommended: 

 

A.  Move away from windows. 

 

B.  Proceed to interior corridors or other protected areas. 

 

C.  Do not stand under light fixtures or near other objects that may fall or move, such as files, 

water coolers, and chairs. 
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If an earthquake should occur, the elevators will be turned off until mechanical and safety 

features have been check by qualified personnel. If necessary, the building security officer or 

municipal authorities will notify tenants as to the extent of damage and the recommended 

procedures to follow. 

 

Should it be necessary to evacuate the building, tenants and tenant personnel should move away 

from the bottom of the building in order to protect themselves from possible broken glass and 

flying debris. 

 

9.2.4 Power Blackout Procedure.  If a power blackout occurs, turn off all electrical 

equipment such as computers, typewriters, copy machines, etc. to lessen the electrical load on the 

circuits. Open all doors, shades and curtains to allow natural light to filter through the office. 

 

The building management will determine the cause and possible duration of the blackout and any 

information will be communicated to the office. 

 

The building management will be responsible for taking appropriate action to remove passengers 

from inoperative elevators. Do not attempt to exit or use an elevator without assistance from the 

building management. 

 

 

9.2.5 Bomb Threat Procedure.  If you receive a bomb threat over the phone, do not panic. 

This may be the only opportunity to obtain information about the bomb. If possible, have 

someone else listen to the call without letting the caller know. You should listen to the caller 

rather than talk, except in an attempt to try to find out (a) when the bomb will go off, (b) where 

the bomb is, (c) what kind of bomb it is, (d) what the bomb looks like, and (e) why the bomb was 

planted. 

 

Immediately after the call has ended, call the building management office or security desk and 

inform them of the bomb threat. Call the Director of Finance and Administration and inform him 

or her also. If the Director of Finance and Administration is unavailable, then inform the 

Executive Director or Deputy Director or whoever is acting their absence.  

 

Do not touch any strange object. Instead, report its presence as indicated above to the Police and 

follow their instructions. 

 

9.2.6 Terrorist Threat Procedure.  In case of terrorist threat to the greater Washington, DC 

metropolitan area, HAC employees should, once the fire alarm is sounded, vacate the building in 

an orderly fashion, by use of the stairways and proceed to safety areas as indicated by evacuation 

staff or media. 

 

9.2.7 Location of Fire or Emergency Exits.  The building’s emergency exits are the 

stairwells across from the women’s bathroom. Doors within the stairwells are locked; if their use 

is required, you must go to the street level to exit – you may not exit on any other floor. 
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9.2.8 Use of Elevator in Event of Emergency.  DO NOT USE THE ELEVATOR DURING 

ANY EMERGENCY – USE ONLY THE EMERGENCY STAIRWELL EXITS. 

 

9.2.9 Fire Extinguisher Locations.  Fire extinguishers are located next to the women’s 

bathroom and in the kitchen. 

 

 

9.2.10   Fire or Emergency Alarm Locations.   Fire alarms are located next to the women’s 

bathroom. 

 

 

Section 9.3 Medical Emergencies. Work Injuries or Accidents 

 

9.3.1 First Aid Materials.  Supplies of simple first aid materials such as band-aids, aspirin, 

etc. are kept in the marked cupboards in the lunch room. 

 

9.3.2 Medical Facility to Contact.  HAC does not recommend any particular doctor or 

hospital; if such service is required, call the paramedic Emergency Ambulance service of the Fire 

Department at 911. 

 

9.3.3 Reporting On the Job Accidents.  Report any accident or injury suffered on the job to 

the Director of Finance and Administration, who will contact the necessary insurance personnel. 

 

Section 9.4 Data Protection 

 

Since HAC has many important documents, it is important that all of its information be protected 

in the event of a disaster affecting its offices. Therefore, in addition to the procedures mentioned 

above, HAC maintains duplicate backups of all essential information at an off-site location. In 

addition, all employees should make copies of all essential documents for transport to this 

location at the end of the day, and they should frequently back up computerized data. In this way, 

HAC will suffer a minimum amount of harm should any misfortune befall its offices. 

 

9.4.1  Data Security 

 

Housing Assistance Council requires a General Computer Usage Policy to accomplish its 

business objectives in a secure and timely manner.  Instituting such a policy demonstrates the 

commitment Housing Assistance Council has to safeguard corporate information assets.  That 

commitment must extend from every individual involved in business operations.  

All data on information systems at Housing Assistance Council is classified as Company 

proprietary information.   

Any attempt to circumvent Housing Assistance Council’s security procedures is strictly 

prohibited. 

Unauthorized use, destruction, modification, and/or distribution of Housing Assistance Council’s 

information or information systems are strictly prohibited. 
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All Housing Assistance Council’s information systems will be subject to monitoring and auditing 

at all times.  Users acknowledge that they have no expectation of privacy with regard to their 

activity on Housing Assistance Council’s information systems. 

Use of any Housing Assistance Council’s information systems or dissemination of information in 

a manner bringing disrepute, damage, or ill- will against Housing Assistance Council is not 

authorized. 

Individual passwords will be kept strictly confidential.  In no situation should a username and 

password be given to another individual. 

Misuse, as defined in this policy, will be handled directly with the offender and could include 

disciplinary action up to and including discharge. 

 

 Internet Usage 

 

Internet usage is provided to Housing Assistance Council employees to conduct work-related 

business.  Incidental and occasional personal use is permitted.  This privilege should not be 

abused and must not affect a user’s performance of employment related activities.  Non-business 

Internet activity will be restricted to non-business hours. 

 

E-mail Usage 

 

E-mail accounts are provided to Housing Assistance Council employees to conduct work-related 

business.  While this resource is to be used primarily for business, the Company realizes that 

employees may occasionally use this privilege for personal matters, and therefore permits limited 

personal e-mail during non-business hours.  

 

All e-mail on the Housing Assistance Council information systems, including personal e-mail, is 

the property of Housing Assistance Council.  As such, all e-mail can and may be periodically 

monitored.  

Outgoing and incoming e-mail of an offensive, pornographic, or otherwise inappropriate nature 

is prohibited. Violations of this may result in disciplinary action, up to and including termination 

of employment. 

  

Desktop Services 

 

Housing Assistance Council discourages/prohibits the downloading of software from the Internet 

because of significant risk of infecting the Company systems with a virus and the unreliability of 

such downloaded software.   All Housing Assistance Council’s information systems will be 

subject to periodic inventory and inspection for compliance. 
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Section 9.5 Disaster Recovery 

 

In the event of a disaster that affects the offices of HAC, the Director of Finance and 

Administration in consultation with the Executive Director or Deputy Executive Director shall 

appoint people to perform the various duties required to keep the office running, e.g., obtaining 

access to the office if restricted, contacting HAC employees, contacting clients, contacting 

agencies necessary to HAC’s operation (post office, telephone company, messenger service, 

etc.), reconstructing files and calendars, and attending to financial matters.  

 

9.5.1 Employee Notification.  The Director of Finance and Administration shall have a list 

of all HAC employees’ home phone numbers. The Director of Finance and Administration shall 

call the employees to notify them of the disaster and inform them of HAC’s plans. 

 

Alternatively, notification can be achieved through an answering machine message left on the 

home telephone line of the Executive Assistant, which employees can call for information in the 

presence of a disaster. 

 

9.5.2 Client Notification.  Each professional employee or their assistant(s) should have a list 

of phone numbers of the clients or other contacts so that in the event of a disaster, locations, 

phone numbers, appointment times, etc. are readily available 
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Section 10.0 SEPARATIONS 

 

Separation is any act which terminates the employee’s employment relationship with HAC. 

Since employment with HAC is based on mutual consent, both the employee and HAC have the 

right to terminate the employment “AT WILL”. Resignation is a voluntary separation initiated by 

the employee.  Terminations and lay-offs are separations initiated by HAC when the Executive 

Director determines that HAC has, or will have insufficient funds to continue the employment 

relationship or when the employment relationship is otherwise determined not to be in the 

interest of HAC.  HAC reserves the right to terminate your employment at any time.  Offenses 

subject to immediate discharge include but on not limited to: embezzlement, stealing and failure 

to follow company policies and procedures. 

 

10.1 Resignation 

 

Employees who plan to terminate their employment relationship with HAC are encouraged to 

submit a Notice of Resignation at least thirty (30) days in advance of their anticipated departure 

date. 

 

10.2 Exit Interview 

 

An employee who resigns or is terminated is asked to participate in an exit interview by the 

Executive Director or the employee’s supervisor, as appropriate. 

 

10.3 Departure 

 

Before departure, all employees must surrender all credit cards and keys. Employees with 

responsibility for petty cash must account for such funds prior to leaving.  

 

Employees with a balance due on the travel account must reimburse HAC from their final 

paycheck. 

 

Employees with an outstanding balance in their annual or sick leave account must reimburse 

HAC from their final paycheck. 
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Section 11.0 GRIEVANCES 
 

11.1 Informal Resolution 

 

Employees are encouraged to candidly discuss their disagreements with employment practices or 

actions in an appropriate manner and at an appropriate time. It does not serve HAC’s mission for 

either the employees or those who supervise them to bear grudges or let perceived slights pass 

unacknowledged.  An employee with a grievance(s) is obligated to discuss the grievance with, 

and only with, persons who can do something about the grievance. In most instances this is 

initially with the person who is perceived to have caused the grievance.  If this discussion does 

not resolve the matter, the grieved employee may invoke the more formal grievance procedure. 

 

11.2 Grievance Procedure 

 

If an employee believes their grievance can not be resolved through informal, cordial 

communication with the person who has caused the grievance, the employee should arrange for a 

Grievance Meeting with either the Employee’s Division Director, supervisor, or the Deputy 

Executive Director (the “Hearing Officer”) at a mutually agreeable time. In asking for the 

meeting the employee should present his/her grievance to writing and state the facts underlying 

the grievance.  The employee may be accompanied by a personal representative (including an 

attorney) and may present such relevant evidence as s/he chooses. The Hearing Officer may ask 

others to present evidence which may shed light on a resolution of the grievance and may ask 

that HAC’s Legal Counsel be in attendance and participate in the grievance proceeding. The 

Hearing Officer shall render a written decision after considering all submissions of the parties, 

no later than 10 days after the meeting. 

 

If the grievance is with the Division Director or supervisor, the Grievance Meeting described 

above should be arranged with the Deputy Executive Director. 

 

If the grievance is with the Deputy Executive Director, the Grievance Meeting described above 

should be arranged with the Executive Director. 

 

If the person bringing the grievance is dissatisfied with the Hearing Officer’s decision, s/he, may 

appeal the decision to the Executive Director in writing. The executive Director may decide the 

matter based upon the materials submitted or, in his or her sole discretion, hear the matter under 

procedure as s/he may establish appropriate to the matter to be heard. When the Hearing Officer 

is the Executive Director, a dissatisfied grievant may ask the Executive Director to reconsider his 

or her decision. In either case, the Executive Director should render a final decision within 30 

days of the last submission or hearing. 
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DRESS CODE, ATTENDANCE, PUNCTUALITY AND OFFICE 

ETIQUETTE 
 

 

 

DRESS CODE 

 

The Housing Assistance Council’s dress code is business casual. Shorts, tank tops, sweat suits, 

flip flops or other extremely casual clothing are not permissible. Employees are expected to 

present a professional image in the workplace and dress in a manner that is not extremely casual 

or inappropriately suggestive. While jeans and t-shirts are allowed in the office, staff should 

refrain from wearing these articles when hosting or participating in meetings or when a meeting 

is announced to the staff. This does not mean that dresses, coats and ties are required for every 

meeting but staff should use discretion and common sense. 

 

 

ATTENDANCE AND PUNCTUALITY 

 

It is the policy of the Housing Assistance Council to require employees to report for work 

punctually at an agreed start time and to work all scheduled hours and any additional hours 

required to accomplish the tasks. An employee who is constantly tardy or absent, without 

justification, disrupts workflow, burdens coworkers with extra tasks, lowers moral, and may 

affect the overall quality of products, programs, and services. Excessive tardiness or poor 

attendance will result in disciplinary action. 

 

(Work hours and work hour arrangements are addressed in Section 3.3, Hours of Operation) 

 

 

OFFICE ETIQUETTE 

 

Staff of the Housing Assistance Council (HAC), are expected to maintain and project a 

professional attitude at work and while on travel as representatives of HAC. This includes 

limiting use of office time and equipment for personal use (e.g., Internet, office pools), 

restricting personal phone calls during business hours, and minimizing socializing on topics 

unrelated to HAC work. This policy is not intended to alter the congenial work atmosphere at 

HAC, but rather to prevent its abuse.  Employees that do not comply with this policy will be 

asked to take corrective action. Repeated warnings will result in disciplinary action. 
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CONCLUSION 
 

 

 

All policy and procedural issues not specifically addressed in this Handbook shall be addressed 

by the Executive Director through Administrative Memorandums. Such Memorandums should 

be inserted in the appropriate section of this Handbook. 

 

The Executive Director is authorized to waive personnel policies and procedures when 

circumstances warrant, and to delegate authority to enforce these policies. 

 

These policies and procedures are applicable to all staff at the Housing Assistance Council 

except the Executive Director. Certain personnel policies affecting the Executive Director, such 

as those relating to compensation, leave, fringe benefits and performance evaluation shall be 

mutually agreed upon by the Board of Directors and the Executive Director. 

 

HAC hopes that this Handbook will assist each employee in understanding and enjoying her or 

his position with HAC. Employees are invited to discuss it with the Executive Director.  The 

Handbook is periodically reviewed. Any suggested changes should be submitted to the Executive 

Director. 
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Employee’s Rights and Obligations 

District of Columbia Workers Compensation Law 

 
 

 You are required by law to promptly report your injury by filing DCWC Form 7, 

employee’s Notice of Accidental Injury or Occupational Disease, with your employer and 

the Office of Workers’ Compensation within 30 days of the date of injury or the date you 

have knowledge that the injury is related to your job. 

 

 In order to preserve your right to workers’ compensation benefits under the law, you 

must file a written claim on DCWC Form 7a, Employee’s Claim Application, within 1 

year after your injury, or within 1 year after the last payment of benefits. Benefits include 

indemnity payments for lost wages, medical services and treatment, and vocational 

rehabilitation. 

 

 Failure to properly file the Notice of Accidental Injury or Occupational Disease, DCWC 

Form 7 or the Employee’s Claim Application DCWC, Form 7a, may bar your right to 

future compensation. Copies of these forms and other pertinent information are available 

on the Department of Employment Services, Office of Workers’ Compensation’s web 

site. The web site address is listed below. 

 

 You may not sue your employer as a result of a work-related injury or disease, the 

Workers’ Compensation law is your exclusive remedy. 

 

 You have the right to choose a treating physician. Once you choose a treating physician 

you may not change physicians unless you get approval from your employer’s insurance 

company or the Office of Worker’s Compensation. The medical treatment includes 

medical services, supplies, prosthetic devices, and prescriptions. The medical services 

include treatment by a dentist, osteopath, podiatrist and chiropractor. 

 

 Compensation is not paid for the first 3 days of disability unless the disability exceeds 14 

days. Compensation is paid at the rate of 66 2/3 % of your average weekly wage. Unless 

your employer controverts your right to compensation within 14 days after he has 

knowledge of the injury, the 1st installment of compensation becomes due on the 14th 

day and must be paid within 14 days after it is due.   

 

 You have the right to request an informal conference or a formal hearing on disputes 

arising on matters regarding your claim and you have the right to be represented by an 

attorney or other representative if you so desire. 

 

 You may be entitled to vocational rehabilitation services if you are unable to return to the 

job you had prior to the injury. 

 

 For injuries occurring on or after 4/16/99, temporary partial or permanent partial or 

permanent partial disability benefits will be limited to 500 weeks. Within 60 days of the 
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expiration date, the claimant may petition for an extension of benefits up to 167 weeks 

beyond the 500-week cap. 

 

 Your employer is required to advise you of your rights and obligations under the 

Workers’ Compensation law and if you need further information, you may call the Office 

of Workers’ Compensation on (202) 671-1000 or fax (202) 671-1929. The web address is 

http//does.dc.gov 
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EMPLOYEE ACKNOWLEDGMENT FORM 
 

 

 

I, ______________________________, confirm that I have a copy of the Personnel Policies 

Manual of the HOUSING ASSISTANCE COUNCIL (the “Manual”), that I am familiar with 

the policies and procedures, and that I agree to be bound by them. 

 

Since the policies, procedures and benefits described in the Handbook are subject to change, I 

acknowledge that revisions may occur, with or without notice.  All such changes will be 

communicated through official notice, and I understand that revised information may supersede, 

modify, or eliminate existing policies and/or procedures.  

 

I have voluntarily entered into my employment relationship with HAC and acknowledge that 

there is no specified length of employment.  Accordingly, either HAC or I may at any time 

terminate the relationship at will, with or without notice, and with or without cause.  I further 

acknowledge that this Manual is neither a contract of employment nor a legal document; the only 

contract of employment that will be considered valid is one in writing expressly authorized by 

the HAC Board of Directors. 

 

 

Signature:___________________________________________________________________ 

 

 

 

Date:_______________________________________________________________________ 

 


