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I. INTRODUCTION 
 
A. Purpose of Policy Manual 
 
This Policy Manual contains statements of personnel policies and procedures.  The objective of 
this Policy Manual is to increase understanding and awareness of the personnel policies of the 
Redevelopment Authority of the County of Cumberland (“Authority”).  Many items discussed in 
this Policy Manual, such as benefit plan descriptions, are also described in separate Authority 
documents, and such documents are always controlling over any statement made in this Policy 
Manual or by any member of management.  The Authority reserves the right to, at any time, in 
its sole discretion, with or without notice, amend or modify these policies and any benefits as 
described and/or set forth in any other Authority document. 
 
This Policy Manual should not be construed to alter or affect the provisions of the Urban 
Redevelopment Law, or any other mandates that apply to the Authority.  The Authority reserves 
managerial right vested by statute and regulation, whether or not such rights have been utilized 
in the past. 
 
B. At-Will Disclaimer 
 

Employment with the Authority is “at will.”  This means that your employment is not 
for any specified period of time, and the Authority may terminate your employment 
without notice, reason, or cause, and conversely, you may resign your employment 
at any time and for any reason.  Neither this Policy Manual, nor any other Authority 
document, confers any contractual right, either expressed or implied, to remain in 
the Authority’s employ.  Nor does it guarantee any fixed terms or conditions of your 
employment.   
 
No supervisor or other representative of the Authority (except the Executive 
Director and/or the Board of Directors) has the authority to enter into any 
agreement for employment for any specified period of time, or to make any 
agreement contrary to the above. 

 
C. DEFINITIONS 
 

(1) FULL-TIME EMPLOYEE  An employee who is regularly scheduled to work 37 ½ 
hours per week.  NOTE: This definition of Full-Time Employee shall not be used 
with respect to application of the Affordable Care Act. 

 
(2) PART-TIME EMPLOYEE  An employee who is regularly scheduled less than full 

time and who is paid on an hourly basis for hours actually worked.  NOTE: This 
definition of Part-Time Employee shall not be used with respect to application of 
the Affordable Care Act. 

 
(3) COMPENSABLE STATUS  Time worked or time off with pay as authorized by 

the Authority. 
 
(4) GENDER  The terms “he” and ”his” are used in this Policy Manual for 

convenience only.  In all cases they refer to persons of both sexes, and both 
singular and plural. 
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(5) DATE OF EMPLOYMENT  The most recent date of hire. 
 
(6) LONGEVITY  The date calculated to indicate when an employee is to receive his 

longevity bonus.  For purposes of calculating a longevity bonus, an employee’s 
“length of service” will be measured from the first date of his original 
employment with the Authority.  If an employee has had a break in employment, 
the length of service shall be adjusted to reflect the amount of time the 
employee was not employed by the Authority.   

 
(7) ANNIVERSARY DATE  Unless otherwise stated, the anniversary date shall be 

the employee’s start date.   
 
(8) LEAVE TIME  The general term for any time off work.  Leaves may be with or 

without pay as each particular leave policy indicates. 
 
(9) EXEMPT EMPLOYEE  An employee who is exempt from the overtime pay 

provisions of the Fair Labor Standards Act and applicable State law. 
 
(10) NON-EXEMPT EMPLOYEE  An employee who is entitled to overtime pay under 

the Fair Labor Standards Act and applicable State law. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

NEXT SECTION: GOVERNING PRINCIPLES OF EMPLOYMENT 
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II. GOVERNING PRINCIPLES OF EMPLOYMENT 
 
A. Equal Employment Opportunity 
 
Equal Employment Opportunity has been, and will continue to be, a fundamental principle for 
the Authority, where employment is based upon personal capabilities and qualifications without 
discrimination on the basis of race, color, religion, sex, sexual preference, age, national origin, 
disability, genetic information, or any other protected characteristic as established by law. 
 
It is the policy of the Authority to ensure equal employment opportunity without discrimination 
or harassment on the basis of race, color, national origin, religion, sex (with or without sexual 
conduct), sexual preference, age, disability, genetic information, or any other characteristic 
protected by law.  The Authority prohibits, and will not tolerate, any such discrimination or 
harassment. 
 
This policy of Equal Employment Opportunity applies to all policies and procedures relating to 
recruitment and hiring, compensation, benefits, termination, and all other terms and conditions 
of employment. 
 
The Executive Director has overall responsibility for this policy and maintains reporting and 
monitoring procedures.  Questions or concerns regarding Equal Employment Opportunity should 
be referred to the Executive Director. 
 
Disciplinary action, up to and including termination, may be taken against any employee who 
violates this policy. 
 
B. Policy Against Discrimination and Harassment 
 
The Authority is committed to providing an environment that is free from discrimination and 
unlawful harassment to employees.  This policy applies to all employees, visitors, customers, 
outside contractors, and vendors.  The conduct prohibited by this policy is unacceptable at all 
work sites and includes any work-related settings such as during business trips, business 
meetings, and business-related social events. 
 
Derogatory actions, words, or comments that are based on an individual’s sex, race, age, 
religion, or any other legally protected characteristic is strictly prohibited and may result in 
disciplinary action up to and including termination. 
 
Definition of Discrimination 
 
Discrimination in the workplace is the different treatment of an individual because of a 
protected characteristic (race, color, national origin, religion, sex, age, disability, genetic 
information, or any other characteristic protected by law).  Such action may include, but is not 
limited to, different treatment with respect to compensation, hiring, promotion, and/or terms or 
conditions of employment. 
 
Discrimination in public accommodation is the different treatment of an individual because of a 
protected characteristic (race, color, national origin, religion, sex, age, disability, or any other 
characteristic protected by law).  Such action may include but is not limited to different 
treatment in regard to the full use and enjoyment of services provided by the Authority. 
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Definition of Harassment 
 
Harassment is verbal or physical conduct that demeans or shows hostility or aversion toward an 
individual and: (1) has the purpose of effect of creating an intimidating, hostile or offensive 
work environment; (2) has the purpose of effect of unreasonably interfering with an individual’s 
work performance; or (3) otherwise adversely affects an individual’s employment opportunities 
or adversely affects an individual’s full use and enjoyment of services provided by the Authority.  
Harassment on any basis is strictly prohibited. 
 
Harassment may include a range of subtle and more direct behaviors.  Certain physical acts 
constitute harassment, including, but not limited to, unwelcome touching, assault, physical 
intimidation, defacing or damaging property, and interference with freedom of movement.  
Under this policy, such acts are prohibited. 
 
Certain purely verbal or symbolic expressions may also constitute harassment, including, but 
not limited to, “fighting words” and unwelcome sexual conduct.  “Fighting words” include 
negative epithets, threats of violence, slurs, negative stereotyping, demeaning jokes, and other 
abusive expressions that tend to incite an immediate breach of the peace.  Unwelcome sexual 
conduct, involving individuals of the same or different gender, includes unwanted sexual 
advances, requests for sexual favors, sexual jokes, comments and innuendo (including those 
about an individual’s body), leering, whistling, and other physical, verbal, or visual conduct of a 
sexual nature.  No manager or supervisor shall base any personnel decision on any person’s 
acceptance or rejection of sexual advances (and such advances, in and of themselves, likely 
constitute a violation of this policy).  Symbolic expression, such as written or graphic material 
that demeans or shows hostility or aversion toward an individual or group that is placed on 
walls or elsewhere on the employer’s premises or circulated in the workplace, may also 
constitute harassment. 
 
Reporting an Incident 
 

IMPORTANT NOTICE TO ALL EMPLOYEES 
Employees who have experienced conduct they believe is contrary to this policy 
have an obligation to take advantage of this complaint procedure.  An employee’s 
failure to fulfill this obligation could affect his rights in pursuing legal action.  Also, 
please note, federal, state and local discrimination laws establish specific time 
frames for initiating a legal proceeding pursuant to those laws. 

 
The Authority strongly urges the reporting of all incidents of discrimination or harassment, 
regardless of the offender’s identity or position.  An individual who believes that they 
experienced, or have been subjected to discrimination or harassment has the right to have the 
situation investigated.  Inherent in that right is the responsibility to take appropriate steps to 
enable resolution of the problem.  The individual should immediately: 
 

• Document in writing exactly what occurred, including: (1) verbal exchanges; (2) names 
of witnesses or participants; and (3) the date, time and location of the incident(s). 
 
AND 
 

• Contact his immediate supervisor to report the problem.  However, if the immediate 
supervisor is the cause of the discrimination or harassment being reported, or if the 
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individual is otherwise uncomfortable discussing the situation with his immediate 
supervisor, the individual should contact the Executive Director to report the problem.  If 
the Executive Director is the individual’s immediate supervisor and also the cause of the 
discrimination or harassment being reported, the individual should contact the Chairman 
of the Board of Directors to report the problem. 

 
An individual who believes he has witnessed discrimination or harassment should follow the 
same procedures noted above. 
 
An individual who receives a report of discrimination or harassment, or has knowledge of any 
incident of such, must follow the same procedures noted above. 
 
Complaint Investigation Procedures 
 
The Authority encourages individuals who believe they are being subjected to discrimination or 
harassment to promptly advise the offender that her or his behavior is unwelcome or offensive 
and request that such behavior cease immediately and not be repeated.  Often, this action 
alone will resolve the problem.  However, the Authority recognizes that an individual may not 
feel able to confront the offender and may choose to pursue the matter through the Authority’s 
reporting procedures, noted above. 
 
Any reported allegations of discrimination or harassment will be investigated promptly.  After a 
complaint has been reported, interviews will be conducted with the complaining party, the 
accused, and all relevant witnesses (those who may have observed the alleged conduct or may 
have other relevant knowledge).  Upon completion of the investigative interviews, the 
complaining party will be informed of all findings, recommendations, and remedial actions.    
 
Disciplinary Action 
 
Any reported incident of discrimination or harassment will be investigated.  If it is determined 
that this policy has been violated, the person(s) responsible will be subject to disciplinary 
action, up to and including termination of employment. 
 
Confidentiality 
 
Confidentiality will be maintained throughout the investigatory process to the maximum extent 
consistent with adequate investigation and appropriate corrective action.  Although the 
confidentiality interests of all individuals covered under this policy will be protected as much as 
possible, absolute confidentiality cannot be guaranteed.  All investigations will be conducted 
fairly so as to protect the rights of the complainant, the accused, and the witnesses. 
 
Retaliation Prohibition 
 
The Authority encourages reporting of all perceived incidents of discrimination or harassment.  
It is the policy and practice of the Authority to investigate such reports.  Retaliation against an 
individual for reporting discrimination or harassment, or for participating in an investigation of a 
complaint, is in violation of this policy.  Retaliatory behaviors include, but are not limited to, 
inappropriate and/or threatening verbal or physical conduct, detrimental changes in work 
assignments, denial of benefits enjoyed by other employees, and other forms of subtle or overt 
punishment.  As with other violations of this policy, acts of retaliation will be subject to 
disciplinary action. 
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Any complaint of a violation of this policy will be investigated and resolved appropriately.  False 
and malicious complaints of discrimination, harassment, or retaliation will be subject to 
disciplinary action. 
 
Individuals who have questions or concerns about these policies should contact the Executive 
Director. 
 
C. Americans with Disabilities Act 
 
The Authority is committed to complying with all applicable provisions of the Americans with 
Disabilities Act (“ADA”).  It is the Authority’s policy not to discriminate against any qualified 
employee or applicant with regard to any terms or conditions of employment because of such 
individual’s disability or perceived disability so long as the employee can perform the essential 
functions of his job.  Consistent with this policy of nondiscrimination, the Authority will provide 
reasonable accommodations to a qualified individual with a disability, as defined by the ADA, 
who has made the Authority aware of his disability, provided that such accommodation does 
not constitute an undue hardship on the Authority. 
 
Employees with a disability who believe they need a reasonable accommodation to perform the 
essential functions of their job should contact the Executive Director.  The Authority encourages 
individuals with disabilities to come forward and request reasonable accommodation. 
 
Procedure for Requesting an Accommodation 
 
On receipt of an accommodation request, the Executive Director and/or the employee’s 
supervisor will meet with the employee to discuss and identify the precise limitations resulting 
from the disability and the potential accommodation that the Authority might make to help 
overcome those limitations.  As part of this interactive process, the Authority may request 
documentation from the employee’s health care provider regarding his disability and his ability 
to perform essential job functions 
 
The Authority will determine the feasibility of the requested accommodation considering various 
factors, including, but not limited to the nature and cost of the accommodation, outside 
funding, the Authority’s overall financial resources and organization, and the accommodation’s 
impact on the operation of the Authority, including its impact on the ability of other employees 
to perform their duties and on the Authority’s ability to conduct business. 
 
The ADA does not require the Authority to make the best possible accommodation, to reallocate 
essential job functions, or to provide personal use items (i.e. eyeglasses, hearing aids, 
wheelchairs, etc.).   
 
An employee who has questions regarding this policy should contact the Executive Director.  If 
an employee believes that he has been discriminated against based on a disability, he should 
notify his immediate supervisor, the Executive Director, or the Chairman of the Board of 
Directors in accordance with the reporting procedures identified in the “Policy Against 
Discrimination and Harassment” section of this Policy Manual.  All such inquiries or complaints 
will be treated as confidential to the extent permissible by law. 
 



GOVERNING PRINCIPLES OF EMPLOYMENT 

7 
 

D. Drug-Free Workplace 
 
In accordance with the Drug Free Workplace Act of 1988, this policy has been created to 
develop and enhance a drug-free workplace in which employees are prohibited from 
participating in the unlawful manufacture, distribution, dispensing, possession, or use of a 
controlled substance.  Grantees of Federal agencies are required to certify that they will provide 
a drug-free workplace as precondition for receiving a grant or contract from a Federal agency. 
 
Policy Statement  
 
Any employee, who is directly engaged in the performance of work pursuant to the provision of 
a grant, violating this policy by unlawfully manufacturing, distributing, dispensing, possessing, 
or using a controlled substance on the site for the performance of work (i.e. workplace) will be 
subject to the following sanctions: 
 

(1) 1st offense for use and/or possession of drugs: mandatory participation in an 
approved drug rehabilitation program and successful completion thereof as a 
condition for continued employment.  The Authority has no obligation to pay for 
such a program, but the cost of the program may be covered by an employee’s 
health insurance policy. 

(2) 2nd offense for use and/or possession of drugs: termination of employment. 
(3) 1st offense for conviction for the sale, distribution, dispensing or manufacture of 

drugs: termination of employment 
 
As a condition of employment, an employee will abide by the terms above and will notify the 
Authority of any criminal drug statute convictions, federal or non-federal, involving the 
manufacture, distribution, dispensing, use, or possession of any controlled substance occurring 
in the workplace, no later than five (5) days after the conviction.  The Authority, within ten (10) 
days after receiving notification from the employee or actual notice of such a conviction, will 
notify the appropriate Federal agency.  The Authority’s duty to report hereunder does not 
include criminal drug violations occurring outside the workplace or evidence of drug abuse by 
employees in the workplace which does not result in a criminal conviction. 
 
Work Rules 
 
In addition to the foregoing, the following work rules apply to all employees: 
 

• Whenever an employee is working, is operating any Authority vehicle, is present on 
Authority premises, or is conducting related work off-site, he is prohibited from: 
 
• Using, possessing, buying, selling, manufacturing, or dispensing an illegal drug 

(including the possession of drug paraphernalia). 
 

• Being under the influence of alcohol or an illegal drug. 
 

• The presence of any detectable amount of any illegal drug or illegal controlled substance 
in an employee’s body while performing Authority business or while in an Authority 
facility is prohibited. 
 

• The Authority will not allow any employee to perform his duties while taking prescribed 
drugs that are adversely affecting the employee’s ability to safely and effectively 
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perform his job duties.  Employees taking a prescribed medication must carry it in the 
container labeled by a licensed pharmacist or be prepared to produce it if asked. 
 

• Any illegal drugs or drug paraphernalia will be turned over to an appropriate law 
enforcement agency and may result in criminal prosecution. 

 
Testing 
 
The Authority retains the right to require the following tests, at the Authority’s expense: 
 

• Reasonable suspicion:  Employees are subject to testing based on observations by a 
supervisor of apparent workplace use, possession, or impairment.  The Human 
Resources Manager must be consulted before sending an employee for reasonable 
suspicion testing. 
 

• Post-accident:  Employees may be subject to testing when they cause or contribute to 
accidents that seriously damage a company vehicle, machinery, equipment, or property 
and/or result in an injury to themselves or another individual requiring off-site medical 
attention.  In any of these instances, the investigation and subsequent testing must take 
place within two (2) hours following the accident, if not sooner. 
 

Confidentiality 
 
Information and records relating to positive test results, drug and alcohol dependencies, and 
legitimate medical explanations provided by an employee shall be kept confidential to the fullest 
extent required by law and maintained in secure files separate from normal personnel files.  
 
Inspections 
 
The Authority reserves the right to inspect all portions of its premises for drugs, alcohol, or 
other contraband.  All employees, contract employees, and visitors may be asked to cooperate 
in inspections of their persons, work areas, and property that might conceal a drug, alcohol, or 
other contraband.  Employees who possess such contraband or refuse to cooperate in such 
inspections are subject to appropriate discipline up to and including discharge. 
 
Non-discrimination 
 
The Authority maintains a policy of non-discrimination and will endeavor to make reasonable 
accommodations to assist individuals recovering from substance and alcohol dependencies, and 
those who have a medical history which reflects treatment for substance abuse conditions.  The 
Authority encourages employees to seek assistance before their substance abuse renders them 
unable to perform the essentials functions of their jobs, or jeopardizes the health and safety of 
any Authority employee, including themselves. 
 
E. Workplace Violence 
 
The Authority is strongly committed to providing a safe workplace.  The purpose of this policy is 
to minimize the risk of personal injury to employees and damage to Authority and personal 
property.  The Authority does not expect its employees to become experts in psychology or to 
physically subdue a threatening or violent individual.  Indeed, the Authority specifically 
discourages employees from engaging in any physical confrontation with a violent or potentially 



GOVERNING PRINCIPLES OF EMPLOYMENT 

9 
 

violent individual.  However, the Authority does expect and encourage its employees to exercise 
reasonable judgment in identifying potentially dangerous situations. 
 
Prohibited Conduct 
 
Threats, threatening language, or any other acts of aggression or violence made toward or by 
any Authority employee will not be tolerated.  For purposes of this policy, a threat includes any 
verbal or physical harassment or abuse, any attempt at intimidating or instilling fear in others, 
menacing gestures, flashing of weapons, stalking, or any other hostile, aggressive, injurious, or 
destructive action undertaken for the purpose of domination or intimidation.  To the extent 
permitted by law, employees and visitors are prohibited from carrying weapons onto the 
Authority’s premises. 
 
Procedures for Reporting a Threat 
 
All potentially dangerous situations, including threats by co-workers, should be reported 
immediately to any member of management with whom the reporting employee feels 
comfortable.  Reports of threats may be maintained confidential to the extent maintaining 
confidentiality does not impede the Authority’s ability to investigate and respond to the 
complaints.  All threats will be promptly investigated.  All employees must cooperate with all 
investigations.  No employee will be subjected to retaliation, intimidation, or disciplinary action 
as a result of reporting a threat in good faith under this policy. 
 
If the Authority determines, after an appropriate good faith investigation, that someone has 
violated this policy, the Authority will take swift and appropriate corrective action. 
 
If an employee is the recipient of a threat made by an outside party, he should follow the steps 
detailed in this section.  It is important for the Authority to be aware of any potential danger 
that may occur in its offices.  Indeed, the Authority wants to take effective measures to protect 
everyone from the threat of a violent act by an employee or by anyone else. 
 
F. Code of Conduct/Conflicts of Interest 
 
Purpose 
 
The purpose of the following policy is to prevent the personal interest of staff members, 
officers, and members of the Board of Directors from interfering with the performance of their 
duties to the Authority, or resulting in personal, financial, professional, and/or political gain on 
the part of such persons at the expense of the Authority. 
 
Definitions 
 
(1) Conflict of Interest (also Conflict) – A conflict of interest or conflict means a conflict or 

the appearance of a conflict between the private interest and official responsibilities of a 
person in a position of trust.  Persons in a position of trust include staff members, 
officers, and directors of the Authority. 

 
(2) Governing Board (also Board) –  
 

(a) Director means an individual member of the Board of Directors. 
(b) Governing Board or Board means the Board of Directors of the Authority. 



GOVERNING PRINCIPLES OF EMPLOYMENT 

10 
 

(3) Staff Member - Means a person who received all or part of his income from the payroll 
of the Authority. 

 
Policy 
 
(1) Actual Conflicts of Interest – In some situations, directors, officers, and staff members 
are prohibited from doing certain things in order to avoid an actual conflict of interest.  These 
restrictions come from statutes, regulations, and internal policies, and are summarized below: 
 

(a) No Financial Assistance to Staff Members, Officers, and Directors – Except as 
otherwise authorized by the U.S. Department of Housing and Urban Development (HUD) and 
applicable HUD regulations, no direct financial assistance of any kind may be given to or 
received by staff members, officers, or directors of the Authority.  In addition, no financial 
assistance may be given to or received by any entity in which staff members, officers, or 
directors has an ownership interest. 

 
(b) Work-Related Fees – Fees paid to staff members by outside sources, which 

pertain directly to their position and work for the Authority, must be paid to the Authority 
directly.  In the event that these fees are paid directly to the staff member, the payment must 
be endorsed promptly to the Authority.  Notwithstanding the foregoing, in the event the staff 
member provides services to an outside source by using a personal/vacation day and is 
compensated for said services by the outside source, the staff member may retain any such 
earned fees. 

 
(c) Prospective Employment – No director, officer, or staff member may participate 

in any transaction involving a person or organization with whom he is negotiating or has any 
arrangement concerning prospective employment. 

 
(d) Personal Loans by Staff Members, Directors, or Officers – No staff member, 

officer or director shall make a personal loan or investment in a business or home borrower that 
has received financing from the authority. 

 
(e) Family Member Expenses – No staff member may supervise, approve expenses 

or reimbursement for, or sign a check for another staff member who is also a member of his 
family. 

 
(f) Gifts – No officer, director, or staff member shall knowingly accept any non-

incidental tangible or intangible gift when it could reasonably be inferred that the gift was 
intended to influence or reward an official action on his part. 

 
(g) Consensual Relationship – The Authority’s mission is promoted by 

professionalism in all relationships between supervisors and employees.  The Authority 
recognizes the potential for a conflict of interest when a consensual romantic and/or sexual 
relationship occurs between a supervisor and his employee.  Such relationships can interfere 
with a supervisor’s ability to evaluate an employee or may at least give rise to the perception 
that the supervisor’s evaluation is biased.  In addition, those who engage in such relationships 
should be cautioned that questions may later arise regarding whether the relationship was 
consensual.  Provisions in this Policy Manual already preclude employees from evaluating the 
work of others with whom they are related, or from making hiring, promotional, transfer, or 
similar decisions concerning such persons.  These same concepts principles apply to consensual 
romantic and/or sexual relationships and require, at a minimum, that appropriate arrangements 
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be made for objective decision making.  Consequently, when a consensual romantic and/or 
sexual relationship exists between a supervisor and his employee, the supervisor and the 
employee reporting to that supervisor has the responsibility to disclose the relationship to the 
Executive Director.  At the time the relationship is reported, arrangements will be made to 
eliminate or mitigate any conflict, the presence of which may prove detrimental to the 
Authority. 
 
(2) Potential Conflicts of Interest – There are situations beyond those listed above that may 
still raise the possibility that a conflict of interest exists.  The Authority does not have a blanket 
rule to prohibit these situations from arising, but rather considers them on a case-by-case basis.  
In these situations, the director, officer, or staff member must disclose the existence of a 
potential conflict before action is taken on the matter and have it reviewed by the Board.  The 
Board shall determine whether a conflict of interest exists and, if so, the Board shall vote to 
authorize or reject the transaction and/or condition.  Both votes shall be by a majority vote 
without counting the vote of any interested director, if applicable, even if the disinterested 
directors are less than a quorum, provided that at least one dissenting director is disinterested. 
 
(3) Directors, officers, and staff members shall disclose, to the Executive Director of the 
Authority, in writing, potential conflicts of interest.  The Executive Director shall provide the 
notification of the potential conflict of interest to the Board.  An interested director, officer, or 
staff member shall not participate in any discussion or debate of the Board in which the subject 
of discussion is a contract, transaction, or situation in which there may be a potential conflict of 
interest.  No director, officer, or staff member shall participate in the selection, award, or the 
administration of, a procurement transaction in which federal or state funds are used, where, to 
his knowledge, any of the following has a financial interest in that transaction: 
 

(a) Staff member, officer, or director; 
 
(b) Any member of his/her family related by blood, adoption, marriage, or domestic 

partnership.  The degrees of relationship included in this policy are as follows:  
 

(i) By blood or adoption: Parent, child, grandparent, grandchild, brother, 
sister, uncle, aunt, nephew, niece, and first cousin.  

 
(ii) By marriage or domestic partnership: spouse as defined by Pennsylvania 

law,  same/opposite sex domestic partner, stepparent, stepchild, brother-
in-law, sister-in-law, father-in-law, mother-in-law, son-in-law, daughter-
in-law, half-sister, half-brother, uncle, aunt, nephew, and niece, or 
relations of the same degree of the same/opposite sex domestic partner.  

 
(c) A person or organization with whom any of the above is a partner, member, 

stockholder, officer, director, employee, agent, or representative; or 
 
(d) A person or organization with whom any of the above is negotiating or has any 

arrangement concerning prospective employment. 
 
Violations of the Code of Conduct/Conflicts of Interest Policy 
 
(1) If the Board has reasonable cause to believe that a director, officer, or staff member has 
failed to disclose an actual or possible conflict of interest, it shall inform the person of the basis 
for such belief and afford the person an opportunity to explain the alleged failure to disclose. 
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(2) If, after hearing the response of the person in making such further investigation as may 
be warranted and the circumstances, the Board determines that the person has in fact failed to 
disclose an actual or possible conflict of interest, it shall take appropriate disciplinary and 
corrective action.  The Board is authorized to impose by majority vote other reasonable 
sanctions as necessary to recover associated costs against a director, officer, or staff member 
for failure to disclose a conflict of interest or for any appearance of a conflict. 
 
(3) An appeal from sanctions imposed shall be in accordance with the Commonwealth of 
Pennsylvania’s Local Agency Law.  In the event that the Authority has incurred costs or 
attorneys’ fees as a result of legal action, litigation, or appeal brought by or on behalf of an 
interested director, officer, or staff member due to a conflict of interest and consequent 
sanctions, and in the event that the Authority prevails in such legal action, litigation, or appeal, 
the Authority shall be entitled to recover all of its costs and attorneys’ fees from the 
unsuccessful party. 
 
G. Confidential Information 
 
During the course of employment, an employee may become aware of confidential information 
about the Authority’s business operations, including, but not limited to, information regarding 
the Authority’s finances, pricing, products, and new product development, software and 
computer programs, marketing strategies, suppliers, customers, and potential customers.  An 
employee also may become aware of similar confidential information belonging to the 
Authority’s clients.  It is extremely important that all such information remain confidential and 
not be disclosed in a manner that would, in any way, be detrimental to the Authority’s business 
operations.  Any employee who improperly copies, removes (whether physically or 
electronically), uses, or discloses confidential information to anyone outside of the Authority 
may be subject to disciplinary action up to and including termination. 
 
H. Treatment of Tenants/Clients and Their Personal Information 
 
All employees must treat tenants/clients and their personal information in compliance with all 
federal, state, and local fair housing laws.  At all times, tenants/clients should be treated fairly, 
equally, and with respect.  Tenant/client information should be confidential and shared only 
with co-workers or outside agencies on an “as needed” basis for compliance with 
programs/grants.  Any employee in violation of fair housing laws will be subject to disciplinary 
action, up to and including termination. 
 
 
 
 
 
 
 
 
 
 
 
 
 
NEXT SECTION: GENERAL PRACTICES, PROCEDURES AND EMPLOYMENT POLICIES 
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III. GENERAL PRACTICES, PROCEDURES, AND EMPLOYMENT POLICIES 
 
A. Application and Employment 

 
No applicant will be considered for employment until all pre-employment procedures have been 
completed.  Applications are kept in an active file for six (6) months and in an inactive file for 
six (6) months or as otherwise required by law. 
 
When requested, the Authority will review and screen applicants, conduct preliminary interviews 
and refer the qualified applicants to appropriate departments for further consideration.  All 
information on the application may be verified independently.  
 
Pursuant to the  Fair Credit Reporting Act, applicants and employees may be asked to consent 
to the release of credit history information to the Authority. 
 
As part of the employment process, the Authority may obtain a Consumer Report and the 
applicant may be requested to sign a Statement of Receipt of Disclosure and Authorization for 
Consumer Report.  In some circumstances, grant compliance may necessitate various searches 
on employees and/or vendors (e.g., Medicare fraud).  Employees will be notified in writing of 
the reason for the background search before any search is made.  Any search that results in 
negative information will be shared only with the employee and the Executive Director if action 
is needed. 
 
If investigation of statements made on an employment application discloses that an applicant 
has given false information or has failed to supply requested information, the application will be 
rejected, and if the applicant has already been employed, he shall be subject to discharge or 
other appropriate action. 
 
In order to be considered for employment for any vacant position within the Authority, 
candidates must provide information as requested, demonstrating that the requirements as 
stated in the job description are met.  It is the policy of the Authority to hire the most qualified 
applicant for each position. 
 
B. Restrictions on Employment of Relatives 
 
(1) Full-time, part-time, or temporary employees may not be hired who are related by 
blood, adoption, marriage, or domestic partnership to a current Authority employee. 
 
(2) The degrees of relationship restricted by this policy are as follows:  
 

(a) By blood or adoption: Parent, child, grandparent, grandchild, brother, sister, 
uncle, aunt, nephew, niece, and first cousin.  

(b) By marriage or domestic partnership: spouse as defined by Pennsylvania law,  
same/opposite sex domestic partner, stepparent, stepchild, brother-in-law, 
sister-in-law, father-in-law, mother-in-law, son-in-law, daughter-in-law, half-
sister, half-brother, uncle, aunt, nephew, and niece, or relations of the same 
degree of the same/opposite sex domestic partner.  

 
(3) If upon the effective date of this policy there exists one of the above listed relationships, 
said employees may not be employed in or transferred to a position that establishes an 
immediate supervisor/employee relationship between the two related employees.  



GENERAL PRACTICES AND PROCEDURES 

14 
 

 
(4) The determination as to what constitutes “immediate supervision” in each instance will 
be made by the Executive Director, and it will take into account both of the following factors:  
 

(a) Does the supervision involve day-to-day functions?  
(b) Is the supervisor the only one competent to judge such issues as hiring, 

retention, promotion, and salary?  
 
(5) If marriage or a domestic partnership creates these kinds of relationships, one of the 
employees affected must give up that position by the end of the fiscal year or within six months 
from the date the relationship was established, whichever is the greater period. The employee 
may be re-employed elsewhere in the Authority. If another position within the Authority is 
unavailable and an agreement cannot be reached by the two individuals as to which one must 
leave, the employee with less seniority will be selected to seek other employment. 
 
C. Hours of Work 
 
(1) Full-time employees, regardless of their status as exempt or non-exempt employees, are 
expected to work 37.5 hours per week, Monday through Friday.  (NOTE: This definition of full-
time employee shall not be used with respect to application of the Affordable Care Act.)  
Exempt, salaried employees may be required to work additional hours in order to complete 
assigned tasks in a timely manner. 
 
(2) Part-time employees are any employees regularly scheduled less than 37.5 hours per 
week.  (NOTE: This definition of part-time employee shall not be used with respect to 
application of the Affordable Care Act.)  Part-time employees working a minimum of 20 hours 
per week will be entitled to part-time vacation and sick leave benefits.  All part-time employees 
are entitled to a pro-rated holiday pay at 20% of total work week hours. 
 
(3) Normal workday schedules may start as early as 7:00 a.m. or as late as 9:00 a.m.  Part-
time employees, such as custodians, may have later or evening hours.  An employee’s 
designated schedule is subject to the approval of his supervisor, taking into account the needs 
of the Authority and the employee. 
 
(4) Unpaid lunch breaks may be 30 minutes or 1 hour, as approved by the supervisor.  Non-
exempt employees are not to perform any work for the Authority during their lunch breaks.  To 
that end, non-exempt employees must take their lunch breaks away from their work stations. 
 
D. Assignment of Work 
 
All employees are required to perform any and all assigned duties, regardless of their usual or 
customary duties or job assignment.  A temporary assignment may occur because of the need 
to: (a) fill a vacancy caused by an employee being on sick or other approved leave of absence; 
(b) provide vacation scheduling relief; (c) fill an opening temporarily, pending permanent filling 
of such openings; or (4) meet an emergency situation.  In the event a vacancy occurs, an 
employee may be required to temporarily perform the duties pertinent to the vacated position. 
 
Time sheets are used to record hours worked by employees.  The time sheets shall be utilized 
as a legal payroll source document.  Employees are responsible for the completion of their own 
timesheet.  After a supervisor approval signature, time sheets shall be submitted to the Human 
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Resources Manager.  Altering, falsifying, or tampering with time records is prohibited and may 
result in disciplinary action up to and including termination. 
 
All employees are expected to be on duty promptly at starting time.  Employees in 24 hour 
and/or 7 day operations are required to give prior notice of projected absence per departmental 
policy.  All other employees must notify their supervisor as soon as possible after the start of 
their work shift.  If an employee knows in advance that he will be absent, he must notify his 
supervisor as far in advance as possible. 
 
E. Dress Code 
 
Authority employees are expected to report to work in appropriate dress, in most cases, this will 
be “business casual.”  Different divisions may have different definitions for appropriate dress.  
At all times, employee dress should project a professional image.  The following attire is 
considered inappropriate: (i) torn, dirty, or frayed clothing; (ii) clothing that contains or depicts 
offensive logos or wording; (iii) beach, exercise, or club clothing; and/or (iv) clothing that 
exposes an employee’s back, stomach, underwear, or an excessive amount of cleavage.  Jeans 
are acceptable attire on established “dress down” days or, with prior permission from an 
employee’s supervisor, while working on a project that may damage business casual clothing. 
 
Certain departments require the wearing of uniforms.  In these cases, that department shall 
either provide the uniform or grant a uniform allowance.  Jeans are acceptable to wear by 
maintenance staff, custodial staff, and inspectors.  Jeans may not be torn, dirty, or frayed. 
 
F. Personnel Records 
 
Your personnel file is maintained as “confidential” by the Authority; and it is not accessible to 
anyone, except on a need-to-know basis or as required by law.  Your personnel file should 
contain your employment application, W-4 form, job salary history with the Authority, 
performance evaluations, letters from patrons, and any other permanent record relating to your 
employment with the Authority.  Any letters received from patrons—whether complimentary or 
critical—regarding a service you performed will be shown to you and placed in your file. 
 
While the Authority takes reasonable steps to insure that your personnel file includes current 
employment data, it is your responsibility to keep the Authority informed of changes in your 
personal data.  Please promptly report changes in the following: name, address, telephone, 
marital status, dependents, person to notify in case of emergency, licenses/certifications, and 
beneficiaries for employee benefit programs.  FAILURE TO DO SO MAY AFFECT CERTAIN 
EMPLOYEE BENEFITS. 
 
You may inspect your personnel file upon written request to the Human Resources Manager.  
Your file will be made available for inspection during the regular business hours of the 
Authority.  During any file inspection, you will be permitted to take notes on the information 
contained in your file; but you are not permitted to photocopy, take, change, or remove any of 
the documents in your file.   
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G. Photo Identification Badges 
 
The Authority will provide identification badges at no charge to all employees who, as a 
condition of employment, are required to visit client sites.  Photos will be maintained in the 
employees’ personnel records.  Employees are expected to have their badges with them at all 
times during work hours.  Badges will be replaced at no charge due to normal wear.  Lost 
badges will be replaced at a cost to the employee to be determined by the Executive Director. 
 
H. Smoking 
 
This policy is designed to foster the health and safety of all employees, residents, and visitors 
when conducting business on behalf of the Authority.  Smoking is not permitted in employee 
workspaces or in any building owned by the Authority.  Smoking can damage sensitive technical 
equipment and can be a safety hazard.  Smoking is prohibited where combustible fumes can 
collect, such as in garage and storage areas, areas where chemicals are used, and all other 
designated areas where an occupational safety or health hazard might exist.  The Authority, in 
its sole discretion, may designate other locations where smoking is prohibited. 
 
Smoking currently is permitted only in designated outside areas (e.g., building parking lots). 
 
Smoking is not permitted in Authority-owned vehicles.  If an employee is using his personal 
vehicle for Authority business, smoking will be allowed so long as no passenger in the vehicle 
objects. 
 
Employees must abide by the smoking policies at managed properties while on property, but 
employees are prohibited from smoking inside resident/client living quarters at any location. 
 
Any personal breaks taken from work to smoke should not interfere with the employee’s overall 
work productivity or performance. 
 
All employees, visitors and guests on Authority properties are expected to honor all provisions 
of this policy as well as local related laws. 
 
I. Solicitation 
 
Solicitation by an Authority employee of another Authority employee or visitor on any matter 
while either employee is on working time without express written approval from the Authority is 
strictly prohibited.  “Working time” is the time an employee is engaged, or should be engaged, 
in performing his work tasks for the Authority.  Solicitation of any kind by non-employees on the 
Authority’s premises is prohibited at all times. 
 
In order to limit, consolidate, and ensure legal status for solicitations by charitable 
organizations, the Executive Director must approve any fund drive to be conducted among 
Authority employees. 
 
J. Telephones 
 
Telephone calls should be limited to only those calls necessary for official business.  Incoming 
personal calls—including any calls made to an employee’s personal cell phone—are discouraged 
except in unusual circumstances.  Emergency calls should be relayed immediately to employees.  
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Employees are to limit outgoing, unofficial non-toll calls to their lunch break.  Employees are 
liable for reimbursing the Authority for all personal calls made on Authority phones. 
 
K. Internet and Email 
 
Purpose and Intent 
 
Internet and electronic mail (e-mail) capabilities are provided as tools to employees of the 
Authority to assist in performing job responsibilities more efficiently.  Because of the nature of 
these tools, guidance is necessary to insure the appropriate use of Authority Internet and e-mail 
systems and to protect the Authority from liability. 
 
This policy applies to all employees of the Authority or any other person(s) who utilize 
hardware, software, and/or electronic services provided in whole or in part by the Authority.  
Both on-site and external access to the Authority’s equipment and systems is covered by this 
policy. 
 
The intent of this policy is to ensure that all usage of Authority owned equipment, including 
access to the Internet and e-mail resources, is consistent with Authority policies, all applicable 
laws, and the responsibilities of the individual user.  It is also intended to encourage and 
promote responsible, efficient, ethical, and legal utilization of Internet and e-mail resources and 
to establish basic guidelines for appropriate use of same. 
 
Provisions 
 
This policy governs user actions twenty-four hours a day, seven days a week.  It is always in 
force as described below.  It is the responsibility of the user to read and abide by this policy. 
 
(1) Employees’ use of Internet access and e-mail communication is not a right; rather, it is a 

privilege.  Unauthorized use will result in loss of access for the user and, depending on 
the seriousness of the infraction, may result in disciplinary action up to and including 
termination of employment. 

 
(2) Internet access and e-mail communication are intended to be used for business 

purposes.  Access to non-work-related sites and participation in, or receipt of, non-work-
related e-mail communication is to be kept to a minimum and shall not, in any way, 
interfere or detract from an employee’s job responsibilities.  Under no circumstances 
shall non-work-related use involve solicitation of any kind. 

 
(3) The Authority’s computers, networks, and telephone systems—both hardware and 

software—may not be altered, enhanced, extended, or modified in any way.  Any 
unauthorized alteration, enhancement, extension or modification shall be considered an 
act of vandalism.  Vandalism also includes, but is not limited to, the creation and/or 
upload/download of viruses, worms, or Trojans.  The use of any kind or type of 
document or file encryption is prohibited. 

 
(4) Everything stored on an employee’s computer workstation is the property of the 

Authority.  This includes, but is not limited to, files, opened or unopened e-mail 
communications—in any type file format—and any and all computer-resident programs.  
Be advised that deleted e-mail and other files can be recovered. 
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(5) Similarly, all servers, printers, cables, connections, accounts, and other appurtenances 
are the property of the Authority and, likewise, all files and computer-resident programs 
are the property of the Authority. 

 
(6) Users have no expectation of privacy related to the use of computers or Internet and e-

mail access.  It is understood that the Authority computer system and related 
connections provide the capability to review, monitor, and track Internet and/or e-mail 
usage, and the Executive Director or his designee may do so at any time with or without 
an employee’s consent and/or knowledge. 

 
(7) Users shall at no time access, download, e-mail—send or receive or forward—store, edit, 

record, or print material that could be considered, or is, illegal, inappropriate, offensive, 
or disrespectful of others.  This especially pertains to material that is intimidating, 
hostile, or offensive on the basis of sex, race, color, religion, national origin, age, sexual 
preference, disability, genetic information, or any other protected characteristic as 
established by law.  To that end, employees shall not use Internet access or e-mail 
communications to violate any provision of this Policy Manual. 

 
(8) Users shall not bet, gamble, or participate in any type of game-of-chance, whether or 

not involving money.  Users shall not play or participate in interactive games or utilize 
any instant messaging program. 

 
(9) Users shall not download any program(s) from the Internet—other than image viewers 

or document reader programs such as Adobe Acrobat—without first receiving the 
permission of their immediate supervisor.  Users shall not download music or video files.  
Any and all applicable copyright and license rules, laws, and regulations must be 
followed. 

 
(10) Users are not permitted to establish web pages or sites that suggest Authority affiliation 

or any other web pages or sites.  Users are not permitted to make uploads to the 
Authority’s web site unless pre-approved by the Authority. 

 
(11) Users are prohibited from disclosing any information that could be considered 

proprietary, restricted, or confidential.  Users are prohibited from sending e-mail or files 
containing medical information. 

 
(12) Users are responsible for maintaining the confidentiality of their password(s).  All 

password(s) must be on file with the Executive Director or his designee, and users are 
responsible for notifying the Executive Director or his designee of any changes.  The 
Executive Director or his designee is authorized to use any user password at any time.  
Unauthorized use of user password(s) is prohibited. 

 
Related Regulations 
 
Employees/users shall not over-use Authority’s printers and related supplies for personal use.  A 
few sheets of “clean” paper a day (3-4) is acceptable, as is the unlimited use of previously 
discarded sheets of paper.   Employees/users shall limit themselves to no more than 5 minutes 
of personal printing each day.  Use of the Authority’s color printer(s) for personal use is 
prohibited. 
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Implementation 
 
Insofar as the Authority has the ability and the right to monitor all usage, users are advised that 
the Executive Director and any Authority department head has complete discretion and 
authority to: 
 

(1) question any employee or user regarding Internet/e-mail usage and inform that 
employee’s supervisor of any situation determined to interfere or detract from 
the employee’s job responsibilities; 

 
(2) request an immediate review of employee or user on-line communication and/or 

activity; and 
 
(3) if deemed necessary, require an immediate termination of an employee’s on-line 

communication and/or activity. 
 
Violations of this policy could result in disciplinary action up to and including termination of 
employment. 
 
L. Social Media 
 
The Authority understands that social media can be a fun and rewarding way to share your life 
and opinions with family, friends and co-workers around the world.  However, use of social 
media also presents certain risks and carries with it certain responsibilities.  To assist you in 
making responsible decisions about your use of social media, we have established these 
guidelines for appropriate use of social media. 

Guidelines 

In the rapidly expanding world of electronic communication, “social media” can mean many 
things.  As used in this policy, the term “social media” shall include all means of communicating 
or posting information or content of any sort on the Internet, including to your own or someone 
else’s web log or blog, journal or diary, personal web site, social networking or affinity web site, 
web bulletin board, or a chat room, whether or not associated or affiliated with the Authority, 
as well as any other form of electronic communication. 

Ultimately, you are solely responsible for what you post online.  Before creating online content, 
consider some of the risks and rewards that are involved.  Keep in mind that any of your 
conduct that adversely affects your job performance, the performance of fellow employees, or 
otherwise adversely affects clients, customers, suppliers, people who work for or on behalf of 
the Authority, or the Authority’s legitimate business interests may result in disciplinary action up 
to and including termination. 

Know and follow the rules 

Carefully read these guidelines, and this Policy Manual as a whole, and ensure your postings are 
consistent with these policies.  Inappropriate postings that may include discriminatory remarks, 
harassment, and threats of violence or similar inappropriate or unlawful conduct will not be 
tolerated and may subject you to disciplinary action up to and including termination. 
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Be respectful 

Always be fair and courteous to fellow employees, clients, customers, members, suppliers, or 
people who work for or on behalf of the Authority.  Also, keep in mind that you are more likely 
to resolve work related complaints by speaking directly with your co-workers or by utilizing the 
Authority’s Complaint Procedure than by posting comments or complaints to a social media 
outlet.  Nevertheless, if you decide to post complaints or criticism, avoid using statements, 
photographs, video, or audio that reasonably could be viewed as malicious, obscene, 
threatening, or intimidating, that disparage customers, clients, employees, or suppliers, or that 
might constitute harassment or bullying.  Examples of such conduct might include offensive 
posts meant to intentionally harm someone’s reputation or posts that could contribute to a 
hostile work environment on the basis of race, sex, disability, religion or any other status 
protected by law or Authority policy. 

Be honest and accurate 

Make sure you are always honest and accurate when posting information or news, and if you 
make a mistake, correct it quickly.  Be open about any previous posts you have altered.  
Remember that the Internet archives almost everything; therefore, even deleted postings can 
be searched.  Never post any information or rumors that you know to be false about the 
Authority, fellow employees, clients, customers, suppliers, people working for or on behalf of 
the Authority, or competitors. 

Post only appropriate and respectful content 

• Maintain the confidentiality of the Authority’s trade secrets and private or confidential 
information.  Trades secrets may include information regarding the development of 
systems, processes, products, know-how and technology.  Do not post internal reports, 
policies, procedures or other internal Authority-related confidential communications. 

• Tenant/client information should never be shared via social media, verbally, or by any 
other means unless doing so is necessary for legitimate, work-related purposes. 

• Do not create a link from your blog, website or other social networking site to an 
Authority website without identifying yourself as an Authority employee. 

• Express only your personal opinions.  Never represent yourself as a spokesperson for 
the Authority.  If the Authority is a subject of the content you are creating, be clear and 
open about the fact that you are an employee and make it clear that your views do not 
represent those of the Authority, fellow employees, clients, customers, suppliers, or 
people working for or on behalf of the Authority.  If you do publish a blog or post online 
related to the work you do or subjects associated with the Authority, make it clear that 
you are not speaking on behalf of the Authority.  It is best to include a disclaimer such 
as “The postings on this site are my own and do not necessarily reflect the views of the 
Redevelopment Authority of the County of Cumberland.” 

Using social media at work 

Refrain from using social media while on work time or on equipment provided by the Authority, 
unless it is work-related as authorized by your supervisor.  Do not use your Authority-provided 
email addresses to register on social networks, blogs, or other online tools utilized for personal 
use. 
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Retaliation is prohibited 

The Authority prohibits taking negative action against any employee for reporting a possible 
deviation from this policy or for cooperating in an investigation.  Any employee who retaliates 
against another employee for reporting a possible deviation from this policy or for cooperating 
in an investigation will be subject to disciplinary action, up to and including termination. 

M. Expense Reimbursement 
 
The Board of Directors must approve any out-of-state travel.  Local agency attendance to 
conferences, conventions, and meetings shall be limited to the number of persons necessary to 
cover the meetings adequately and should be approved in advance by the Executive Director. 
 
For business-related travel, employees shall be paid a mileage rate for using their personally-
owned vehicle, which will be based on the rate set by the Internal Revenue Service.  Employees 
are required to provide paid receipts and other appropriate documentation for all travel costs, 
meals, etc.  When making travel arrangements, time and cost should be considered.  Any travel 
other than by car must be approved in advance by the Executive Director. 
 
Allowable expenditures: 
 

(1) Registration fees for conferences, conventions, and seminars 
(2) Transportation fares (e.g., airplane, train, subway, bus, taxi, ferry, automobile 

mileage) 
(3) Parking fees 
(4) Lodging 
(5) Meals 
(6) Tips and gratuities 
(7) Bridge, tunnel and road tolls 
(8) Telephone and telegraph charges when conducting Authority business 
(9) Reasonable telephone charges for calls home 
(10) Travel insurance premiums  

 
Non-allowable expenditures: 
 

(1) Entertainment, including (but not limited to) alcohol expenses 
(2) Traffic/parking ticket or fines 

 
Meals shall be reimbursed for a maximum of $50.00 per day (includes breakfast, lunch, and 
dinner) for an employee traveling for business.  Employees are expected to spend a reasonable 
amount for meals.  If the reasonable amount for the area of travel is more than the $50.00 per 
day, the employee can request the Executive Director approve a higher amount.  This would be 
an exception to the rule, and looked at on a case by case basis.  The Authority will NOT 
reimburse for alcohol, either with dinner or at a mixer. 
 
Employees approved to use Authority credit cards or accounts may do so only for Authority 
approved business/purchases.  Employee will promptly provide his supervisor or the finance 
office with receipts for all purchases. 
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N. Authority Vehicles or Personal Vehicles Used for Authority Business 
 
Authority vehicles should only be used for business related and approved activities. 
 
Employees and passengers operating or traveling in an Authority vehicle or a personal car for 
Authority business (i.e. traveling to seminars/meetings or between properties, taking deposits 
to the bank, home inspection or visitation, etc.) are required to adhere to all state and local 
laws, including, but not limited to, adhering to speed limits and traffic signs, wearing seat belts 
in a moving vehicle, no texting while driving (even in localities without this law), etc.  Fines 
imposed as a result of traffic violations will be paid entirely by the employee responsible for the 
violation.  All accidents in an Authority vehicle or your personal car while being used for 
business purposes must be reported immediately to the employee’s supervisor and Human 
Resources. 
 
All who operate an Authority vehicle or a personal car for Authority business must have a 
current, valid drivers’ license.  All such employees must provide a copy of their current, 
valid drivers’ license to be kept on file in the Human Resource Department.  As your 
license is renewed, a copy of the new license must be sent to Human Resources so that a copy 
of a current license is always on file.  It is the employee’s responsibility to notify their supervisor 
AND Human Resources immediately if their license is suspended or revoked.  Your failure to 
notify your supervisor of an occurrence of this nature and/or your operation of an Authority 
vehicle or personal vehicle for business purposes without a valid drivers’ license will result in the 
immediate termination of your employment. 
 
You may not operate any Authority vehicle or your personal car while being used for business 
purposes whenever your ability to drive safely may be impaired or diminished for any reason 
(for example, you are taking medication [either prescription or over-the-counter preparations] 
which may have the effect of reducing your alertness and/or retarding your reflex response).  
Further, your operation of any Authority vehicle or personal car for business purposes while you 
are under the influence of alcohol or illegal drugs will result in the immediate termination of 
your employment.   
 
You must return the Authority vehicle assigned to you to the appropriate location immediately 
upon your completion of the task requiring your use of the vehicle, and you are responsible for 
reporting to your supervisor any mechanical or safety problems you experience with the 
Authority vehicle as soon as you become aware of these problems.  Authority vehicles cannot 
be used for personal reasons unless express written permission has been given by the 
Executive Director. 
 
Smoking is not permitted in Authority vehicles at any time.  While using your personal car for 
Authority business, no smoking is allowed in the car at that time if there is a passenger who 
objects to smoking in the car. 
 
Failure to adhere to this policy may result in disciplinary action, up to and including termination. 
 
 
 
 
 
 

NEXT SECTION: COMPENSATION 
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IV. COMPENSATION 
 
A. Pay Periods 
 
Employees will be paid biweekly on Friday.  Should a regular payday fall on a banking holiday, 
employees will be paid on the last working day before the scheduled payday. 
 
B. Payroll Deductions 
 
The following statutory deductions are made from the employee’s paychecks: 
 

(a) Federal withholding 
(b) FICA 
(c) State income tax 
(d) Local wage tax  
(e) Retirement 
(f) LST (former occupational privilege tax) 
(g) Court mandated garnishments 

 
The following voluntary payroll deductions may be made, provided a signed authorization is 
submitted by the employee: 
 

(a) Deferred compensation 
(b) Cafeteria plan 
(c) Medical insurance  
(d) United Way 
(e) Voluntary employee paid benefits 

 
The Authority has the option to add new payroll deductions as may be required. 
 
C. Improper Pay Deductions 
 
It is the Authority’s policy and practice to accurately compensate employees and to do so in 
compliance with all applicable state and federal laws.  To ensure that you are paid properly for 
all time worked and that no improper deductions are made, you must record correctly all work 
time and review your paychecks promptly to identify and to report all errors.  You also must not 
engage in off-the-clock or unrecorded work. 
 
Review Your Pay Stub 
 
We make every effort to ensure our employees are paid correctly.  Occasionally, however, 
inadvertent mistakes can happen.  When mistakes do happen and are called to our attention, 
we promptly will make any correction that is necessary.  Please review your pay stub when you 
receive it to make sure it is correct.  If you believe a mistake has occurred or if you have any 
questions, please use the reporting procedure outlined below.  
 
Non-exempt Employees 
 
If you are eligible for overtime pay, you must maintain a record of the total hours you work 
each day.  These hours must be accurately recorded on a timesheet that will be provided to 
you.  Each employee must sign his timesheet to verify that the reported hours worked are 
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complete and accurate (and that there is no unrecorded or “off-the-clock” work).  Your 
timesheet must accurately reflect all regular and overtime hours worked, any absences, early or 
late arrivals, early or late departures, and meal breaks.  At the end of each week, you should 
submit your completed timesheet for verification and approval.  When you receive each pay 
check, please verify immediately that you were paid correctly for all regular and overtime hours 
worked each workweek. 
 
Exempt Employees 
 
If you are classified as an exempt, salaried employee, you will receive a salary which is 
intended to compensate you for all hours that you may work for the Authority.  This salary will 
be established at the time of hire or when you become classified as an exempt employee.  
While it may be subject to review and modification from time to time, such as during salary 
review times, the salary will be a predetermined amount that will not be subject to deductions 
for variations in the quantity or quality of the work you perform. 
 
You will receive your full salary for any workweek in which work is performed.  However, under 
federal law, your salary is subject to certain deductions.  For example, your salary can be 
reduced for the following reasons in a workweek in which work was performed: 
 

• Full day absences for personal reasons, including vacation. 
• Full day absences for sickness or disability, since we have a sick day pay plan.  
• Full day disciplinary suspensions for infractions of safety rules of major 

significance (including those that could cause serious harm to others).  
• Family and Medical Leave absences (either full or partial day absences).  
• To offset amounts received as payment for jury and witness fees or military pay.  
• Unpaid disciplinary suspensions of one or more full days for significant infractions 

of major workplace conduct rules set forth in written policies. 
• The first or last week of employment in the event you work less than a full week.  

  
Your salary also may be reduced for certain types of deductions, such as those set for in the 
previous section.  In any workweek in which you performed any work, your salary will not be 
reduced for any of the following reasons: 

 
• Partial day absences for personal reasons, sickness, or disability.  
• Your absence because the facility is closed on a scheduled work day.  
• Absences for jury duty, attendance as a witness, or military leave in any week in 

which you have performed any work.  
• Any other deductions prohibited by state or federal law.  

  
Please note:  You will be required to use any available paid time off for full or partial day 
absences for personal reasons, sickness, or disability.  However, your salary will not be reduced 
for partial day absences if you do not have available paid time off.  
 
To Report Violations of This Policy, Communicate Concerns, or Obtain More Information 
 
It is a violation of the Authority’s policy for any employee to falsify a timesheet, or to alter 
another employee’s timesheet.  It is also a serious violation of Authority policy for any employee 
or manager to instruct another employee to incorrectly or falsely report hours worked or alter 
another employee’s timesheet to under- or over-report hours worked.  If any manager or 
employee instructs you to (1) incorrectly or falsely under- or over-report your hours worked, (2) 
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alter another employee’s time records to inaccurately or falsely report that employee’s hours 
worked, or (3) conceal any falsification of time records or to violate this policy, do not do so.  
Instead, report it immediately to the Executive Director. 
 
Non-exempt employees should not work any hours outside of their scheduled work day unless 
their supervisor has authorized the unscheduled work in advance.  Non-exempt employees 
should not start work early, finish work late, work during a meal break, or perform any other 
extra or overtime work unless they are authorized to do so and that time is recorded on their 
timesheet.  Non-exempt employees are prohibited from performing any “off-the-clock” work.  
“Off-the-clock” work means work you may perform but fail to report on your timesheet.  Any 
employee who fails to report or inaccurately reports any hours worked will be subject to 
disciplinary action, up to and including discharge. 
 
If you have questions about deductions from your pay, please contact the Human Resources 
Manager immediately.  If you believe your wages have been subject to any improper 
deductions or your pay does not accurately reflect all hours worked, you should report your 
concerns to a supervisor immediately.  If a supervisor is unavailable or if you believe it would be 
inappropriate to contact that person (or if you have not received a prompt and fully acceptable 
reply within three business days), you should immediately contact the Executive Director. 
 
Every report will be fully investigated and corrective action will be taken, up to and including 
discharge of any employee(s) who violates this policy.   
 
In addition, the Authority will not allow any form of retaliation against individuals who report 
alleged violations of this policy or who cooperate in the Authority’s investigation of such reports.  
Retaliation is unacceptable.  Any form of retaliation in violation of this policy will result in 
disciplinary action, up to and including discharge. 
 
D. Overtime 
 
Non-exempt employees shall be paid for all hours worked in accordance with federal and state 
law.  A normal full-time work week is scheduled at 37.50 hours.  Hours worked over 37.50 per 
week are subject to the prior approval of the supervisor and the Executive Director.  Hours 
worked over 40 in a week shall be paid at overtime (1 ½ times hourly pay rate).  Overtime is 
calculated on a single work week and may include leave time taken during the course of a 
normal work week.  In other words, all paid hours, rather than just hours worked, will be 
counted toward an employee’s eligibility for overtime pay for hours actually worked.  Overtime 
hours shall not be used routinely to complete regular job responsibilities, and while 
unauthorized overtime work will be paid, it may subject an employee to discipline, up to and 
including termination.  Non-exempt employees will be allowed to work hours in excess of the 
employee’s regularly scheduled hours only upon prior written approval of the supervisor and the 
Executive Director when additional pay, straight or overtime, is anticipated.  The supervisor may 
adjust the employee’s work schedule for the remainder of the pay period to prevent the total 
number of hours for the pay period from exceeding the number of hours regularly worked. 
 
Exempt employees are paid a biweekly salary for the job they perform.  It is the expectation 
that exempt employees will work a normal, full-time work week consisting of 37.50 hours.  
However, at times, an exempt employee’s job will require more than 37.50 hours a week.  
Exempt employees will not receive overtime pay or compensatory time for any time worked in 
excess of 37.50 hours per week. 
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Compensatory time will not be issued for any employee.  All time worked by nonexempt 
employees in excess of forty (40) hours per week will be paid as overtime wages. 
 
E. Holiday Pay 
 
Non exempt employees will receive two times their straight pay rate (double time) for all hours 
they are required to work on an official company holiday.  For example, if a maintenance tech is 
called in to fix a broken pipe on Christmas day, he will receive two times his regular rate of pay 
when performing this task.   
 
Conversely, if a part time employee works on a company holiday to make up for shorted hours 
(due to paid holiday time being less than their scheduled time for that day) and it is for his own 
convenience, those hours will be paid at straight time.  In such an event, the employee should 
include a note with his timesheet explaining the reason for the hours worked on the holiday and 
that he is not expecting double pay. 
 
F. Longevity Pay 
 
Employees who are employed by the Authority will receive the following longevity bonuses 
during the anniversary month of their “start date” (as previously defined; may be adjusted for 
break in service): 
 

10 years completed continuous $300.00 
20 years completed continuous $500.00 
30 years completed continuous $700.00 

 
A bonus check (not direct deposit) will be processed on a separate paystub from regular wages.  
Appropriate taxes will be deducted. 
 
G. Inclement Weather 
 
In the event of severe, inclement weather that could make traveling dangerous, the Authority 
may deem it necessary to delay opening, close early, or close offices completely.  In such an 
event, the Emergency Closure Call List will be used to help notify employees.  The work hours 
missed due to such a situation should be recorded on your timesheet as “holiday pay” with a 
notation that the offices were closed.  Holiday pay should be recorded ONLY for the time 
between your normal start time and the delayed opening, or the time between the early 
dismissal and your normal end time, or, in the event of a full day closure, your normal work 
hours for that day. 
 
A delayed opening or early closure is intended for the safety of those employees traveling to 
and from work.  If you have already scheduled the day off or choose not to come to work at all 
that day, the FULL day is considered personal leave time (i.e. vacation time), not just the time 
the office is open that day. 
 
Only maintenance employees specifically assigned to remove snow should be working during 
the time the offices are closed due to severe, inclement weather.  To that end, those 
non exempt maintenance employees specifically assigned to remove snow shall receive 1½ 
times straight time pay for hours actually worked when the Authority designates “snow days,” 
i.e., hours worked when the Executive Director announces an early dismissal, a delayed 
opening, or announces closing of the business due to inclement weather. 
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Time for snow removal at any time other than described above is handled like any other regular 
work hours or call in hours and subject to normal overtime rules and should be recorded on 
timesheets like any other worked time.  “SNOW” pay is NOT for snow removal activities during 
regular business hours, before or after business hours when the offices have not been closed 
due to inclement weather, or on the weekends—except on rare occasions when there are 
significant amounts of snowfall over the weekend.  Designation of weekend “SNOW” pay must 
be approved by the Executive Director in advance. 
 
If an employee removing snow works during an approved “SNOW” time, they should list the 
hours separately on their timesheets under the appropriate day and project lines and circle the 
hours and mark them “SNOW”.  When totaling their hours, the “SNOW” hours should NOT be 
included with the other hours in the total column. The “SNOW” hours should be listed 
separately to the right of the total column.  Since approved “SNOW” pay is always paid at a rate 
of time and a half, no matter the number of hours the employee works the rest of the week, 
this pay must be calculated separate from other hours.  “SNOW” hours are NOT included with 
other worked time to determine overtime for that week. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

NEXT SECTION: LEAVE/TIME AWAY FROM WORK 
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V. LEAVE/TIME AWAY FROM WORK 
 
A. Holidays 
 
The following holidays will be observed with pay: 
 
   New Year’s Day  Independence Day 
   Martin Luther King Day Labor Day 
   Presidents Day   Thanksgiving Day 
   Good Friday   Thanksgiving Friday 
   Memorial Day   Christmas Day 
 
Full-time employees will receive 7.50 hours of holiday pay for these holidays based on a normal 
37.50 hour work week. 
 
Part-time employees will receive a pro-rated holiday pay of 20% of their total work week hours, 
but only if the holiday falls on a day that the employee is normally scheduled to work.  The 
employee may elect to make up the lost hours between the total pay for the week versus their 
actual total work week hours.  This must be done during the holiday week OR the employee 
may accept pro-rated pay and not work the difference. 
 
B. Vacation Time 
 
Time away from work to relax and pursue special interests is important to everyone.  However, 
if an employee takes time off for any reason, notification must be given in advance so work can 
be planned accordingly.  If an employee is unable to report to work because of an emergency, 
the employee is required to notify his or her immediate supervisor as early as possible. 
 
If an employee has urgent personal business that cannot be addressed after working hours, 
and the employee needs to leave work during working hours to take care of such personal 
business, the employee may be permitted to do so.  However, the employee must first receive 
permission from his supervisor.  Depending on the circumstances, the employee’s time away 
from work may or may not be applied against any available vacation time. 
 
Employees taking unapproved and unscheduled leave will be subject to discipline up to and 
including termination. 
 
Full-Time Employees 
 
All full-time employees are eligible for paid vacation time, which may be used for any reason 
(e.g., personal leave, vacation).  Vacation time may be used in quarter-hour increments in order 
to allow better utilization.  Vacation time is issued at the beginning of each calendar year as 
follows: 
 

Yrs. of Service Vacation Days Vacation Hrs. Hrs./Mo. 

0 – 3 12 90 7.5 

4 – 9 

10 – 14 

18 

19 

135 

142.50 

11.25 

11.88 

15+ 24 180 15 
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Part-Time Employees (27.50 hours to 37.25 hours per week) 
 
Part-time employees regularly scheduled to work between 27.50 hours and 37.25 hours per 
week are eligible for paid vacation time, which may be used for any reason (e.g., personal 
leave, vacation).  Vacation time may be used in quarter-hour increments in order to allow better 
utilization.  Vacation time is issued at the beginning of each calendar year as follows: 
 

Yrs of Service Vacation Hrs. Hrs./Mo. 

0 – 3 56 4.67 

4 – 14 84.25 7.02 

15+ 112.50 9.38 

 
Part-Time Employees (20 hours to 27.25 hours per week) 
 
Part-time employees regularly scheduled to work between 20 hours and 27.50 hours per week 
are eligible for paid vacation time, which may be used for any reason (e.g., personal leave, 
vacation).  Vacation time may be used in quarter-hour increments in order to allow better 
utilization.  Vacation time is issued at the beginning of each calendar year as follows: 
 

Years of Service Vacation Hours Hrs./Mo. 

0 – 3 37.5 3.13 

4 – 14 56 4.67 

15+ 75 6.25 

 
All Employees 
 
Vacation time is made available to employees on January 1st so that employees may take their 
time at their convenience, with supervisor approval.  If a new hire or resignation/termination 
occurs during the year, vacation time will be pro rated to reflect the period of employment 
during the year.  At the end of employment, any vacation time taken by the employee that 
year, but not yet accrued, will be deducted from the employee’s final pay.  When an 
anniversary falls during the calendar year, vacation time will be calculated for the first portion of 
the year (i.e. prior to the anniversary date) at the old accrual rate and the second portion of the 
year (i.e. after the anniversary date) at the new accrual rate, if applicable. 
 
Employees may carry over up to one week of vacation time from one year to the next.  One 
week of vacation time equals the number of hours an employee is normally scheduled to work 
in a regular work week.  At the end of the calendar year, any unused vacation time over one 
week will be forfeited. 
 
With the exception of unforeseen emergencies, employees should schedule vacation time at 
least two (2) weeks prior to the scheduled date. 
 

Upon termination, any accrued but unused vacation time  
will be paid and included in the employee’s final paycheck. 
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C. Sick Leave 
 
Sick leave may be used by an employee for his own illness or injury or to care for a sick or 
injured family member.  Sick leave accrues as follows: 
 

• Full-time employees, regardless of years of serve, accrue sick leave at a rate of 7.50 
hours per month actually worked.   

• Part-time employees normally scheduled 27.50 to 37.25 hours per week, regardless 
of years of service, accrue sick leave at a rate of 5.63 hours per month.   

• Part-time employees normally scheduled 20 to 27.25 hours per week, regardless of 
years of service, accrue sick leave at a rate of 3.75 hours per month.   

 
Sick leave is accrued and pro-rated depending on an employee’s start date.  Employees may 
accumulate sick leave and carry it over from year to year, up to a maximum of 18 weeks of 
their normally scheduled work week.  A full-time employee may earn up to a max of 675 hours 
(37.50 hours X 18 weeks).  A part time employee working 27.50 hours a week may earn up to a 
max of 495 hours (27.50 hours X 18 weeks).   
 
A supervisor may request a doctor’s excuse if an employee has called off sick for 3 or more 
consecutive days or shows a pattern of absence that may suggest abuse of sick leave. 
 

Upon termination, any and all accrued and unused sick leave will be forfeited. 

 
D. Bereavement Leave 
 
Whenever there is a death in an employee’s family, the Authority recognizes the need to take 
time off.  Because of the full-time employees’ work schedule, paid time off is available 
depending upon the relationship of the deceased to the employee, as listed below.  Because 
part-time employees’ schedules are more flexible, supervisors will make every effort to adjust 
the employee’s schedule to accommodate the needed time off, or the part-time employee may 
use vacation time, if available, to take time during normally scheduled hours. 
 
(1) In the case of the death of a spouse, child, parent, or sibling, the full-time employee will 

be entitled to five (5) consecutive work days of paid bereavement leave. 
 
(2) In the case of the death of a grandparent, grandchild, father-in-law, or mother-in-law, 

the full-time employee will be entitled to three (3) consecutive work days of paid 
bereavement leave. 

 
(3) In the case of the death of a brother-in-law, sister-in-law, aunt, or uncle, the full-time 

employee will be entitled to one (1) day of paid bereavement leave. 
 
When an employee learns of the death of one of these family members, the employee should 
notify their supervisor as quickly as possible to arrange for the needed bereavement leave 
(either paid or unpaid).  The Authority will not recognize more than two parents or four 
grandparents.  The term “parent” means the employee’s biological parents or the person who 
stood in the place of a parent, when the employee was a child.  The term “child” means a 
biological, adopted, or foster child, a step-child, legal ward, or a child for whom the employee 
stands in the place of a parent. 
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E. Jury Duty 
 
The Authority recognizes the civic responsibility of employees called to perform jury duty.  
Because of the full-time employees’ work schedule, paid time off is available when serving jury 
duty for up to a maximum of (5) work days.  The full-time employee will reimburse the 
Authority the amount paid to him for his jury duty service (i.e. daily pay rate, not mileage 
expense).  Because part-time employees’ schedules are more flexible, the supervisor will adjust 
the employees’ schedule to accommodate the needed time off, or the part-time employee may 
use vacation time, if available, to take time off during normally scheduled hours.  Since this is 
not a paid benefit for part-time employees, the daily pay rate for jury duty is not signed over to 
the Authority. 
 
All employees called to jury duty must give immediate notice to their supervisor (including a 
copy of the jury duty summons), who will in turn notify their Division Head and the Human 
Resources Manager.  Scheduling conflicts may require that the employee request a 
postponement. 
 
Unless required by law, the Authority does not compensate employees who have been 
subpoenaed in court proceedings not related to the Authority. 
 
F. Military Leave 
 
You are entitled to take time off for military service or training.  Upon your return from such 
service or training on the appropriate date, you will be entitled to reinstatement in accordance 
with federal and state laws.  You are expected to give reasonable advance notice of military 
leave and to apply for reinstatement promptly upon completion of the leave. 
 
Employees are permitted, but not required, to use available vacation time during their military 
service or training.  After all available vacation time has been exhausted, any additional time 
needed for military service or training will be taken without pay. 
 
G. Family and Medical Leave Act 
 
General: In accordance with the Family and Medical Leave Act of 1993 (“FMLA”), any eligible 
employee may take up to a total of twelve (12) weeks of unpaid, job-protected FMLA leave 
within any twelve (12) month period.  Service member families may, in qualifying 
circumstances, be entitled to up to twenty-six (26) weeks of leave (“FMLA/Servicemember 
Leave”).  An eligible employee is one who has been employed by the Authority for at least 
twelve (12) months and has actually worked at least 1,250 hours during the twelve (12) month 
period immediately preceding the requested leave.   
 
Leave Entitlement:  With the exception of FMLA/Servicemember Leave, the Authority has 
elected to employ a “rolling” twelve (12) month calendar to determine leave entitlement under 
the FMLA.  The retrospective twelve (12) month period is measured backward from the date an 
employee uses any FMLA leave.  Each time an employee takes FMLA leave, the remaining leave 
entitlement would be any balance of the twelve (12) weeks which has not been used during the 
immediately preceding twelve (12) months of eligibility.   
 
An eligible employee will be granted up to twelve (12) weeks of FMLA leave during the twelve 
(12) month period for one or more of the following reasons: 
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� for the birth of a son or daughter, and to care for the child after birth. 
� for the placement of a son or daughter with the employee for adoption or foster care, and 

to care for the child after placement. 
� to care for a spouse, child, or parent with a serious health condition. 
� because of the employee’s own serious health condition that makes the employee unable to 

perform the functions of his or her job. 
� because of a “qualifying exigency” arising out of a spouse’s, child’s, or parent’s active duty 

or notice of an order to active duty in the Armed Forces. 
 
An eligible employee will be granted up to twenty-six (26) weeks during the twelve (12) month 
period to care for a servicemember spouse, child, parent, or next of kin (i.e., nearest blood 
relative) with a “serious injury or illness” (“FMLA/Servicemember Leave”). 
 
In any rolling twelve (12) month period, combined FMLA and FMLA/Servicemember Leave may 
not exceed twenty-six (26) weeks. 
 
Leave for birth and care or placement for adoption and foster care must be completed within 
the twelve (12) month period beginning on the date of the birth or placement of the son or 
daughter.   
 
In addition, spouses employed by the Authority who request leave for the birth and care of a 
newborn child, for placement of a child for adoption or foster care, or to care for a parent with 
a serious health condition, are entitled to take a combined total of twelve (12) weeks during the 
defined twelve (12) month period.  Similarly, such spouses may take a combined total of 
twenty-six (26) weeks of FMLA/Servicemember Leave. 
 
Definitions: 
“Serious Health Condition”: For purposes of this policy, a serious health condition includes 
an illness, injury, impairment, or physical or mental condition, which involves: 
� Inpatient care in a hospital, hospice, or residential medical care facility, including any period 

of incapacity or any subsequent treatment in connection with such inpatient care; or 
� Continuing treatment by a health care provider.  Continuing treatment by a health care 

provider includes any one or more of the following: 
� A period of incapacity of more than three (3) consecutive full calendar days, and any 

subsequent treatment or period of incapacity relating to the same condition that also 
involves:  

 (a)  Treatment two (2) or more times within thirty (30) days of the first day of 
incapacity by the health care provider, by a nurse under direct supervision of a health 
care provider, or by a provider of health care services under orders of, or on referral by, 
a health care provider; or 
  (b)  Treatment by a health care provider on at least one (1) occasion, which 
results in a regimen of continuing treatment under that provider's supervision.  
� Any period of incapacity due to pregnancy, or for prenatal care. 
� Any period of incapacity or treatment for a chronic serious health condition.  A 

chronic serious health condition is one which: 
 (a)  Requires periodic visits for treatment by a health care provider, or by a  
nurse under direct supervision of a health care provider; 
 (b)  Continues over an extended period of time (including recurring episodes of a 
single underlying condition); and 
 (c)  May cause episodic rather than a continuing period of incapacity. 
� A period of incapacity which is permanent or long-term due to a condition for which 
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treatment may not be effective.  The employee or immediate family member must 
be under the continuing supervision of, but need not be receiving active treatment 
by, a health care provider. and 

Any period of absence to receive multiple treatments (including any period of recovery) by a 
health care provider or by a provider of health care services under orders of, or on referral by, a 
health care provider either for restorative surgery after an accident or other injury, or for a 
condition that is likely to result in an incapacity of more than three (3) consecutive full calendar 
days in the absence of medical intervention or treatment. 
 
“Covered Servicemember” is defined as a member of the Armed Forces, including a member 
of the National Guard or Reserves, who is undergoing medical treatment, recuperation, or 
therapy, is otherwise in outpatient status, or is otherwise on the temporary disability retired list 
for a serious injury or illness. 
 
“Serious Injury or Illness” means, in the case of a member of the Armed Forces, an injury or 
illness incurred in the line of duty on active duty that may render the member medically unfit to 
perform the duties of the member’s office, grade, rank, or rating. 
 
“Qualifying Exigency” includes: (1) short notice deployment; (2) military events and related 
activities; (3) childcare and school activities; (4) financial and legal arrangements; (5) 
counseling; (6) rest and recuperation; (7) post-deployment activities; and (8) additional 
qualifying activities. 
 
Notice of Leave: Where the need for FMLA leave is foreseeable, the employee must give the 
Human Resources Manager at least thirty (30) days prior written notice.  Where the need for 
leave is not foreseeable, the employee is expected to notify the Human Resources Manager 
within two (2) business days of learning of the need for leave, except in extraordinary 
circumstances.  Failure to provide such notice may be grounds for denial or delay of 
leave. 
 
In the case of medical emergencies, notice should be given by the employee either in person or 
by phone.  Notice may be given by the employee's spouse or other family member only if the 
employee is unable to do so. 
 
Eligibility and Rights & Responsibilities Notice:  The Authority will notify all employees who 
have requested FMLA leave, or who have taken time off that may qualify for FMLA leave, as to 
their eligibility for FMLA leave within five (5) business days, absent extenuating circumstances.   
 
This notice will also advise the employee, as appropriate, (i) that the leave may be designated as 
FMLA leave and counted against the annual entitlement; (ii) that the employee will be required, if 
applicable, to furnish a certification of a serious health condition, serious injury or illness or 
qualifying exigency and the consequences of a failure to do so; (iii) that the employee is, if 
applicable, a key employee and how that status will affect the employee’s right to reinstatement; 
(iv) of the requirement to substitute available paid time off; (v) of the employee’s obligations for 
payment of the employee’s portion of the premiums for continuation of insured benefits while on 
leave; and (vi) of the employee’s usual right to restoration to employment upon completion of the 
leave.  [Note:  The Rights & Responsibilities Notice may include the employee’s weekly duty to 
notify the Human Resources Manager of his/her intent to return to work.] 
 
Designation Notice:  After the Authority has enough information to determine whether the leave 
is being taken for an FMLA-qualifying reason (e.g. after receiving a certification), the Authority will 
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notify the employee within five (5) business days whether the leave will be designated and will be 
counted as FMLA leave and whether the Authority will require the employee to exhaust any 
available paid leave as part of his FMLA leave.  This notice will also notify the employee whether a 
fitness for duty certification will be required as a condition to reinstatement and will provide a 
listing of the essential functions of the employee’s job. 
 
In appropriate circumstances, the foregoing notices may be combined. 
 
Medical Certification: If leave is requested because of the employee's own or a covered 
relative's serious health condition, the employee and the relevant health care provider must 
supply appropriate medical certification.  When an employee requests leave, the Human 
Resources Manager will provide a Certification of Health Care Provider form.  This form must be 
returned to the Human Resources Manager within fifteen (15) calendar days.  Failure to provide 
requested medical certification in a timely manner may result in denial or delay of FMLA leave 
until it is provided.  In the event the medical certification is insufficient or incomplete, the 
employee will have seven (7) calendar days to cure the deficiency.  Failure to cure any 
deficiency may result in the denial of FMLA leave. 
 
The Authority, at its expense, may require an examination by a second health care provider 
designated by the Authority if it reasonably doubts the medical certification initially provided.  If 
the second health care provider's opinion conflicts with the original medical certification, the 
Authority, at its expense, may require a third, mutually agreeable, health care provider to 
conduct an examination and provide a final and binding opinion.  The Authority may also 
require subsequent medical re-certification on a reasonable basis. 
 
An employee may be required to present a Fitness-For-Duty certificate prior to be being 
restored to employment in cases where the reason for the leave is the employee’s own serious 
health condition that made the employee unable to perform his job.  In certain circumstances, 
the Authority may require the certification specifically address the employee’s ability to perform 
the essential functions of his job.  If such a certification is required, the Human Resources 
Manager will provide the employee with a Fitness-For-Duty certificate for the physician to 
complete prior to his return. 
 
Medical certification may also be required when leave is taken to care for a Covered Service 
member with a serious injury or illness (i.e. FMLA/Servicemember Leave).   
 
Certification may be required when an employee requests leave because of a qualifying exigency 
arising out of the active duty or call to active duty status as a covered military member.  The 
Authority may require the employee to provide a copy of the covered military member’s active duty 
orders or other documentation issued by the military which indicates that the covered military 
member is on active duty or call to active duty status in support of a contingency operation, and 
the dates of the covered military member’s active duty service. 
 
Reporting While on Leave: If an employee takes leave because of his own serious health 
condition or to care for a covered relative (including a Covered Service member), the employee 
may be required to report periodically to the Human Resources Manager (voicemail message is 
allowed) at 717-249-0789 on his status and intent to return to work. 
 
Pay Considerations: FMLA leave is unpaid leave, but employees are required to use 
accumulated paid leave time (e.g., vacation time, sick time, and available disability benefits, 
including Workers' Compensation benefits, if applicable) during the FMLA leave.  This 
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substitution of paid leave time for unpaid FMLA leave time runs concurrently with, and does not 
extend, the 12 week leave period. 
 
Intermittent and Reduced Schedule Leave: If medically necessary, leave because of the 
employee's own or a covered family member's serious health condition, or leave to care for a 
Covered Service member with a serious injury or illness, may be taken intermittently (i.e., in 
separate blocks of time due to a single health condition) or on a reduced leave schedule (i.e., 
reducing the usual number of hours worked per work week or work day).  In addition, leave 
taken due to a qualifying exigency arising from a family member’s military status may be taken 
intermittently or on a reduced schedule basis.  An employee working a reduced leave schedule 
is paid only for hours actually worked.  While the employee is on an intermittent or reduced 
schedule leave, the Authority may temporarily transfer the employee to an available alternative 
position, which better accommodates the recurring leave and which has equivalent pay and 
benefits. 
 
Medical and Other Benefits: During an approved FMLA leave, the Authority will maintain the 
employee's health insurance under the same terms and conditions which existed prior to the 
leave.  Employees on FMLA leave are required to pay their portion of the group benefit 
premiums as if they were still working.  Taking FMLA leave will not result in the loss of any 
benefits accrued before the date the leave started. 
 
Returning from Leave: Upon return from FMLA leave, an employee will normally be restored 
to his original job, or to an equivalent job with equivalent pay, benefits, and other terms and 
conditions of employment.  Employees must request to return from leave of absence by 
notifying the Human Resources Manager two (2) weeks prior to the anticipated return date.  An 
employee, who cannot provide the required (2) week notification because of extenuating 
circumstances, is responsible for providing as much advance notice of his return to work as is 
practicable. 
 
An employee on leave of absence for a serious health condition must return to duty as soon as 
the attending physician has declared that he is medically able to do so. 
 
If, after exhaustion of the twelve (12) week leave entitlement (or twenty-six (26) week leave 
entitlement in the case of FMLA/Service Member Leave), an employee cannot perform the 
essential functions of the job, or for any other reason is unable to return to work, additional 
leave, if any, would not be FMLA leave and the legally protected reinstatement rights afforded 
by the FMLA would not be applicable. 
 
Fraudulent Claims:  Employees who make fraudulent claims for FMLA leave may be denied 
restoration and/or disciplined up to and including discharge. 
 
H. Workers’ Compensation 
 

Reporting On The Job Accidents and Work Related Illnesses 
 
If you have an accident or injure yourself in the course of your work, no matter how minor, it is 
essential that this be reported to your supervisor immediately.  This is necessary to ensure that 
you receive the appropriate level of medical care as soon as possible.  It is also necessary to 
allow the Authority to complete and forward the proper forms and reports to governmental 
agencies and to the Authority’s Workers’ Compensation carrier as required by law. 
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In accordance with its Drug-Free Workplace policy, the Authority may require you to submit to 
testing, at the Authority’s expense, to determine the presence of illegal drugs or alcohol 
immediately following an accident or injury that occurs in the course of your work. 
 
Employees who are involved in an accident or injury at work (whether medical attention is 
needed or not) must assist in the completion of the Investigation Report to be completed by a 
member of the Authority’s Safety Committee. 
 
Workers’ Compensation 
 
All employees are covered by the Authority’s Workers’ Compensation insurance policy from the 
moment employment with the Authority begins.  This coverage provides medical treatment for 
you in the event you are injured or become ill as a result of your job duties and also provides 
for income continuation should job related injuries or illnesses prevent you from reporting for 
work. 
 
IN ACCORDANCE WITH THE PENNSYLVANIA WORKERS’ COMPENSATION ACT, YOU 
MUST CHOOSE A PHYSICIAN OR OTHER HEALTH CARE PROVIDER FOR THE FIRST 
90 DAYS FROM THE WORKERS’ COMPENSATION PANEL OF PHYSICIANS (“PANEL”) 
POSTED THROUGHOUT THE BUILDING AND AS PROVIDED TO YOU BY HUMAN 
RESOURCES. 
 
You must continue to visit one of the Panel physicians or other Panel health care providers, if 
you need treatment, for 90 days from the date of your first visit. After this 90 day period, if you 
still need treatment, you may choose to go to another physician or other health care provider 
for treatment.  If this situation should arise let your employer and the Authority’s Workers’ 
Compensation insurance representative know within 5 days of the first visit to another provider. 
 
All physicians and other health care providers must file reports within 10 days after your first 
visit and at least once a month for as long as treatment continues in order for payment to be 
considered.  If one of the Panel physician or other Panel health care providers listed refers you 
to another physician or health care provider your employer and its insurer will pay the 
reasonable and necessary bills for these services. 
 
If you are faced with an immediate medical emergency you may secure initial assistance from a 
hospital, physician or other health care provider of your choice.  You must then seek 
subsequent treatment from a Panel physician or other Panel health care provider for at least the 
first 90 days from the date of your first treatment. 
 
If one of the Panel providers recommends invasive surgery, you are entitled to a second opinion 
form a physician of your choice.  Should your physician’s opinion letter differ, and you choose 
that opinion, the Panel physician will abide by same for 90 days. 
 
According to Pennsylvania state law, lost wage benefits are paid after the first seven (7) 
calendar days of lost time. The first day of the waiting period will begin the day after the date 
of injury.  The Authority will pay wages for the date of injury.  Employee’s sick leave or other 
leave benefits should be used to cover the first seven (7) days of lost time.  If the disability 
exceeds thirteen (13) calendar days of lost time, then the entire time lost from work is covered 
by the Workers’ Compensation Plan, and the leave benefits used will be restored to the 
employee upon return to work. 
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An employee who is not able to return to work in any capacity will continue to be eligible for a 
period of six (6) months for those Authority medical benefits he had prior to the injury.  The 
employee is still required to pay for his portion of these medical benefits (health, dental, vision) 
during this time.  The benefits will cease at the end of the month in which the six (6) months 
has expired.  The employee will then be placed in a leave without pay status and be eligible to 
purchase Authority medical benefits through the provisions of COBRA. 
 
An employee will not be allowed to collect sick leave pay and Workers’ Compensation payment 
for the same period of time.  However, should this occur, the employee will be obligated to 
reimburse the Authority for any sick leave pay received.  Upon reimbursement to the Authority, 
the Authority will reinstate sick leave days used. 
 
More details on Workers’ Compensation are available from Human Resources. 
 
I. Lactation Breaks 
 
The Authority supports breastfeeding mothers by accommodating the mother who wishes to 
express breast milk during her workday when separated from her newborn child.  The 
provisions of this policy meet the requirements of the Fair Labor Standards Act as it relates to 
breaks for nursing mothers. 
 
For up to one year after the child’s birth, any employee who is breastfeeding her child will be 
provided reasonable break times to express breast milk for her newborn. The Authority has 
designated a room located at 114 North Hanover Street, Carlisle, for this purpose.  Any breast 
milk stored in a refrigerator provided by the Authority must be labeled with the name of the 
employee and the date of expressing the breast milk.  Employees storing milk in the refrigerator 
assume all responsibility for the safety of the milk and the risk of harm for any reason, including 
improper storage, refrigeration and tampering.  Nursing mothers wishing to use this room must 
request/reserve the room by contacting the Human Resources Manager.  Employees who work 
off-site or in other locations will be accommodated with a private area as necessary. 
 
Breaks of more than 20 minutes in length will be unpaid, and the employee should indicate this 
break period on her time record. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

NEXT SECTION: BENEFITS 
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VI. BENEFITS 
 
A. Insurance Benefits 
 
The Authority provides insurance benefits (i.e., health, dental, vision) to full-time employees 
and their dependents.  For health insurance purposes only, federal law may define “full-time” 
differently than the Authority.  Nevertheless, all employees eligible for health benefits under the 
law effective at that time will be notified in writing prior to the open enrollment date. 
 
These insurance benefits are offered as part of an IRS Section 125 Cafeteria Plan.  There are 
strict open enrollment regulations which will be enforced to ensure the continuation of pre-tax 
status of payroll deductions. 
 
The Authority currently contributes a portion of the health insurance premium.  The employee is 
responsible, through payroll deduction, for the remaining portion of the health premium and 
100% of dental and/or vision premiums elected.  The Authority will distribute information about 
the financial contribution prior to the open enrollment date and at time of hire.  Upon enrolling, 
employees will receive summary plan descriptions (SPDs) that describe the benefits in greater 
detail.  Please refer to the SPDs for detailed plan information.   
 
As part of the IRS Section 125 Cafeteria Plan, the Authority offers separate Medical and 
Dependent Care Flexible Spending Accounts to full-time employees.  The open enrollments for 
these Accounts align with the Insurance Benefits.  Information will be distributed to eligible 
employees before the open enrollment date and at time of hire. 
 
Questions regarding these benefits should be directed to the Human Resources Manager. 
 
B. Life Insurance 
 
The Authority shall pay the full premium for group life insurance for full-time employees in the 
amount equal to the employee’s base annualized pay rate.  The insurance carrier may stipulate 
reduced coverage based on an employee’s age.  The employee’s IRS valuation (based on his 
age) of coverage over the IRS excluded amount (currently $50,000) will be included as taxable 
wages in a December pay, or at the time of termination, in accordance with IRS regulations.  
Additional information regarding the terms and conditions of this group life insurance benefit is 
contained in the applicable SPD. 
 
C. Deferred Compensation Plan 
 
The Authority is committed to supporting the retirement goals of all its employees.  To that 
end, all employees may participate in the Authority’s Governmental Eligible 457 Deferred 
Compensation Plan pursuant to the terms of an Eligible 457 Prototype Plan Salary Reduction 
Contributions/Employer Contributions Adoption Agreement, as amended from time to time.  
Details of this plan are outlined in the 457 Plan Instrument provided to all new and current 
employees. 
 
D. Hepatitis B Vaccine 
 
Due to the possibility of occupational exposure to blood or other potential infectious materials, 
certain employees identified by the Authority will be offered the Hepatitis B vaccine.  If an 
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employee is identified as an employee who may incur exposure to blood or other infectious 
materials, the Authority will provide the Hepatitis B vaccine at no cost to the employee. 
 
Employees may decline the offer to receive the Hepatitis B vaccine but understand that by 
declining the offer, they continue to be at risk of acquiring Hepatitis B, a serious disease.  If in 
the future, they continue to have occupational exposure to blood or other potentially infectious 
materials and want to receive the Hepatitis B vaccine, they can receive the vaccine at no 
charge. 
 
E. Tuition Reimbursement 
 
Full-time employees wishing to improve their job performance by taking courses directly related 
to their work at an accredited institution, may, subject to budgetary restrictions and successful 
completion, be provided with financial assistance of 50% reimbursement of course cost.  
“Successful completion” is defined as obtaining a “C” or better, or PASS in a PASS/FAIL 
situation.  If retaking of an exam is necessary, the Authority will not pay the cost. 
 
Eligible employees for tuition reimbursement are regular full-time employees who have 
completed one year of continuous service before starting the course and remain employed by 
the Authority throughout the duration of the course. 
 
Employees already entitled to educational aid extended by a government agency, private 
agency, foundation, scholarship, or other such programs may be exempt from this plan. 
 
Approval from the Executive Director must be received for each course prior to registration.  
Failure to obtain pre-approval will result in denial. 
 
A signed continuing employment commitment to the Authority, based on funds requested, is 
required before disbursement of funds.  If the employee leaves the Authority’s employment 
before the time stipulated, the employee will pay back such reimbursement/allotment on a pro-
rated basis. 
 
F. Short- and Long-Term Disability Insurance 
 
The Authority currently provides for the availability of voluntary short-term, long-term, and life 
insurance policies.  This life insurance is separate from the company paid group life insurance 
offered to full-time employees.  100% of the insurance premiums elected by the employee are 
paid by the employee through an after- tax payroll deduction.  Availability is subject to the 
terms and conditions of the plans selected by the Authority and may be cancelled at any time 
by the Authority or the carrier.  The Authority will provide information to eligible employees at 
time of open enrollment and at time of hire. 
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VII. PERFORMANCE MANAGEMENT AND DEVELOPMENT 
 
A. Promotions and Transfers 
 
When deemed appropriate, the Authority will attempt to fill vacancies by the transfer or 
promotion of employees already employed by the Authority who possess the established 
qualifications, skills, and abilities for the positions.  Employees who are interested in an 
available position must follow the instructions for applying for that position.  Depending on the 
position, outside candidates may also be sought by advertisement or other avenues.  A transfer 
or promotion shall not take place solely on the basis of length of service nor primarily to 
increase an employee’s pay.  In all situations, the Authority shall hire the most qualified 
applicant for each position.  In the event of a re-organization, the Authority may transfer or 
place a specific employee in a position to retain that employee’s employment. 
 
B. Break in Service 
 
An employee’s service shall be broken for the following reasons: (1) resignation, (2) discharge, 
(3) acceptance of other employment while on authorized leave of absence, including sick leave, 
unless said other employment is authorized by the Authority. 
 
Failure to notify the Authority of an absence may disqualify the employee for any sick leave 
benefits.  Three (3) consecutive days of absence from employment without a notice to the 
Authority will be considered job abandonment and will result in automatic termination of 
employment. 
 
C. Protection of Authority Property 
 
Any Authority employee who is proven to have committed theft or misuse of Authority property 
shall be subject to termination.  Any employee who observes another employee stealing shall 
report his observation immediately to his supervisor. 
 
Employees shall be responsible to see that all confidential information is properly secured at the 
end of each business day. 
 
D. General Safety Rules 
 
The Authority requires that any accident or incidents regarding employees be reported promptly 
to a Supervisor.  In accordance with its Drug-Free Workplace policy, the Authority may require 
an employee to submit to testing, at the Authority’s expense, to determine the presence of 
illegal drugs or alcohol immediately following an accident or injury that occurs in the course of 
work.  Any property damage to Authority facilities or hazardous conditions should be reported 
immediately to a Supervisor for corrective action.  Safety awareness must be instilled in all 
employees, so that each of us may live and work in an accident free environment.  In order to 
ensure the safest working conditions, Supervisors and employees alike must support and 
participate in strengthening the safety program and regulations.  All supervisory personnel have 
the responsibility of ensuring that their staff is aware of safety rules and reporting procedures 
for the Authority and their Department.  All employees must be thoroughly trained and 
knowledgeable of the safety policies and procedures specific to their job, and to carry out all 
their duties in a safe manner. 
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Any employee who violates established or common sense safety procedures will be subject to 
disciplinary action, up to and including termination.  Because all employees are responsible for 
awareness of safety procedures and compliance with them, violation of the safety policies and 
procedures will be considered “willful misconduct.”  
 
E. Employee Performance Evaluation 

 
Objectives 
 
The main objectives of the employee performance evaluation system are:  
 

(1) To help achieve a high level of efficiency through regular supervisory evaluation 
of the factors affecting employee performance. 

(2) To discover those employees in Authority service who demonstrate a capacity for 
work at a higher level. 

(3) To discovery those employees in the Authority service who are unsuited for 
Authority employment. 

 
Process 
 
Performance evaluation is a continuous process that involves observation, evaluation, 
discussion, critique, assistance, and recognition.  It is the duty of every Division Head to be 
aware of the level of performance of employees under their supervision.  Encouragement and 
assistance should be given to employees to improve performance.  Recognition should be given 
to employees who demonstrate superior performance. 
 
Evaluation Period 
 
Each employee shall typically be evaluated by his immediate Supervisor on an annual basis.  
Semi-annual evaluations may be completed if warranted by performance concerns. 
 
Review with Employee 
 
The Supervisor shall discuss the evaluation with the employee and shall indicate to the 
employee the areas in which his performance is satisfactory or unsatisfactory.  The Supervisor 
also has the responsibility to indicate to the employee ways in which his performance can be 
improved.  If the employee does not agree with the evaluation, he may request an interview 
with the Executive Director. 
 
F. Disciplinary Measures 
 
Employment with the Authority is “at will.”  This means that your employment is not for any 
specified period of time, and the Authority may terminate your employment without notice, 
reason, or cause, and conversely, you may resign your employment at any time and for any 
reason.  Neither this Policy Manual, nor any other Authority document, confers any contractual 
right, either expressed or implied, to remain in the Authority’s employ.  Nor does it guarantee 
any fixed terms or conditions of your employment.   
 
In its sole discretion, and respecting the at-will nature of employment, the Authority reserves 
the right to administer various levels of discipline (e.g., counseling, verbal warning, written 
warning), up to and including termination.  Discipline administered by the Authority is not 
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“progressive,” and an employee may be terminated at any time depending upon the severity of 
the infraction, the severity of which will be determined solely by the Authority. 
 
Without limiting the foregoing, causes for immediate suspension and/or dismissal of an 
employee include, but are not necessarily limited to: falsification of time reports, misuse of sick 
leave, misrepresentation, unreliability, destruction of property, theft, sleeping while on duty, 
drug or alcohol abuse, and striking or harassing co-employees or supervisors. 
 
G. Complaint Procedure 
 
Complaints of harassment, discrimination, or retaliation should be made in accordance with the 
Authority’s reporting policies and procedures outlined in Section II of this Policy Manual.  For all 
other issues, employees may file a complaint under the following procedures without fear of 
reprisal or retaliation: 
 
(1) Step One – Any employee with a complaint may discuss the matter with his immediate 
supervisor in a timely manner.  The immediate Supervisor will attempt to settle the matter to 
the mutual satisfaction of the Authority and employee within five (5) working days of the 
employee bringing the complaint to the Supervisor’s attention. 

 
(2) Step Two – If a Supervisor fails to respond within five (5) days or if the employee is not 
satisfied with the disposition of his complaint after discussion with his immediate Supervisor, he 
may submit a written appeal to his Department Head within five (5) working days after 
receiving a decision at Step One.  The Department Head, within five (5) working days after 
receiving the appeal, shall meet with the employee in an attempt to resolve the complaint.  The 
Department Head shall give the employee a written decision within five (5) working days after 
the meeting. 
 
(3) Step Three – If the Department Head fails to respond within five (5) working days or if the 
employee is not satisfied with the disposition of his complaint at the second step, he may 
submit a written appeal to the Executive Director or his designee within five (5) working days 
after receiving a decision at Step Two.  The Executive Director or his designee shall hold a 
meeting in which the employee can present his complaint and shall give the employee a 
decision within ten (10) working days following said meeting.  The decision of the Executive 
Director shall be final. 
 
Any employee can bypass a Supervisor or Department Head if the Supervisor/Department Head 
is the subject of a complaint and present the complaint to the next ranking employee. 
 
H. End of Employment 
 
NOTICE OF RESIGNATION - The Authority requests that any employee resigning from the 
Authority submit a notice, in writing, to his Supervisor or Division Head, at least two (2) weeks 
before the effective date of the resignation.  Failure to submit a written notice at least two (2) 
weeks before a termination or resignation will be noted in the employee’s personnel file.  
Resigning employees are asked to participate in an Exit Interview with the Human Resources 
Manager. 
 
EMPLOYEE REFERENCES - The Authority will only verify dates of employment and job title(s) 
held by former employees.  If a current employee requires wage verification, he must submit a 
written request to the Human Resources Manager. 
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APPROVAL OF PERSONNEL POLICY  
APPROVED THIS 24th day of JUNE, 2014 

 
 
 
 
 

_______________________________________________  
LOUIS MARTIN, CHAIRMAN 

REDEVELOPMENT AUTHORITY OF CUMBERLAND COUNTY, PA 
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STATEMENT OF RECEIPT OF 
DISCLOSURE AND AUTHORIZATION FOR CONSUMER REPORT 

I understand that, as a condition of my consideration for employment with the Redevelopment 
Authority of the County of Cumberland (“Authority”), or as a condition of my continued 
employment with the Authority, the Authority may obtain a consumer report that includes, but 
is not limited to, my creditworthiness or similar characteristics, employment and education 
verifications, social security verification, criminal and civil history, personal interviews, DMV 
records, Medicare/Medicaid fraud or abuse, and any other public records and any other 
information bearing on my credit standing, credit capacity, character, general reputation, 
personal characteristics, and trustworthiness. 

I hereby authorize and consent to the Authority’s procurement of such a report.  I understand 
that, pursuant to the federal Fair Credit Reporting Act, the Authority will provide me with a copy 
of any such report if the information contained in such report is, in any way, to be used in 
making a decision regarding my fitness for employment with the Authority.  I further 
understand that such report will be made available to me prior to any such decision being 
made, along with the name and address of the reporting agency that produced the report. 

 
________________________________________ 
Signature of Applicant or Employee              Date 
 
________________________________________ 
Printed Name of Applicant or Employee 

The following information is required by law enforcement agencies and other entities for 
identification purposes when checking records.  It is confidential and will not be used for any 
other purpose. Please print clearly: 
 

Name: Last 

 

First Middle 

Other Names Used - include maiden name, aliases and nick names 

 

Street Address: 

 

City/State/Zip 

 

Email Address: 

Telephone Number 

 

Social Security Number 

 

Date of Birth 

 

Drivers’ License Number 

 

Type State 
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STATEMENT OF RECEIPT OF PERSONNEL POLICY 
ACKNOWLEDGMENT OF TERMS AND CONDITIONS OF EMPLOYMENT 

 
I acknowledge that I have received a copy of the Authority’s Policy Manual. 

 
I understand and agree that the Policy Manual is intended only to provide an overview of some 
of the Authority’s employment programs and benefits.  I also understand and agree that the 
Personnel Policy does not necessarily describe all such programs and benefits in force, and that 
the Authority may at any time - - with or without notice - - add, modify, or rescind any program 
or benefit at its sole discretion. 

 
I further acknowledge and agree that the programs and benefits described in the Policy Manual 
do not create an express or implied contract or covenant of any type between the Authority and 
me.  Consequently, I acknowledge and agree that my employment by the Authority is “at will,” 
and that the Authority reserves the right to terminate my employment at any time, with or 
without cause and with or without notice, and that I may resign at any time. 

 
I understand and agree that no policy or practice of or relating to termination procedures in any 
way alters the at-will nature of my employment.   

 
I agree to the terms and conditions as outlined in this Personnel Policy and on this page. 
 
 
       
Signature 
 
 
  Date:   
Employee Name (Print) 
 

AUTHORIZED DEDUCTIONS FROM EMPLOYEE COMPENSATION 
 

By my signature below, I authorize the Authority to deduct any and all amounts due 
and owing to the Authority from my unpaid compensation, including payroll checks, 
to the extent permitted by law.  Permitted deductions shall include, but are not 
limited to, deductions for amounts relating to used, but unaccrued vacation time 
taken by me prior to the termination of my employment with the Authority, 
Authority property retained by me without authorization subsequent to the 
termination of my employment, amounts relating to property damage caused by me, 
compensation erroneously paid to me, and all other amounts due and owing from 
me to the Authority.   

 
 
       
Signature 
 
 
  Date:   
Employee Name (Print) 

 


