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EMPLOYMENT AT WILL 

 

This policy is not intended to constitute an expressed or implied contract between HAGC and the 

employee or a guarantee of the benefits or policies stated in it. 

All HAGC employees are at-will. This means that all employees may be terminated at any time and for 

any reason, with or without advance notice.  Employees are also free to quit at any time.  Any 

employment relationship other than at-will must be expressly set out in writing and signed by HAGC’s 

Executive Director.  No one other than the Executive Director has the authority to issue an agreement for 

employment, and oral or written statements to the contrary are expressly disavowed. 

 

1.  INTRODUCTION 

This Personnel and Travel Policy shall become effective immediately upon adoption by the governing 

body of the Housing Authority of Gloucester County (“HAGC”), in the County of Gloucester, State of 

New Jersey.  The provisions of this Personnel and Travel Policy (“Policy”) as hereinafter set forth shall 

remain in effect until such time as it may be rescinded, modified, or altered, in whole or in part, by 

resolution of the governing body of HAGC. In the event that any of the provisions hereinafter contained 

shall contravene or in any way conflict with Federal or State of New Jersey laws, statutes, or regulations 

as they may pertain to housing authorities in the State of New Jersey, such provisions only shall be 

considered null and void.  The appropriate laws, statutes, or regulations shall supersede and control. 

This Policy is intended to apply to the Union and non-Union employees of HAGC.  HAGC 

acknowledges that its relationship with its Union employees is also governed by the terms of the 

negotiated contract between HAGC and the employees’ Union (“Union Contract”).  This Policy and the 

Union Contract remain separate and distinct documents. As to Union employees, in the event of any 

conflict between this Policy and the Union Contract, the Union Contract shall control.  In circumstances 

that are not covered or addressed by the Union Contract, this Policy shall control as to Union employees. 

1.1 Welcome 

You and HAGC have made an important decision: HAGC has decided you can contribute to our success, 

and you have decided that HAGC is the organization where you can pursue your career productively and 

enjoyably. 

As you will quickly discover, our success is based on delivering high-quality services and providing 

unsurpassed customer service.  How do we do it?  By working very hard, thinking about our clients’ 

needs, and doing whatever it takes.  We do it by treating each other and clients/tenants with respect.  We 

do it by acting as a team. 

The mission of HAGC is to provide quality affordable housing opportunities to those not served 

adequately by private/unsubsidized organizations in Gloucester County. 

Should you have any questions concerning this Policy, your employment or benefits, please discuss them 

with the Human Resource Administrator. The Executive Director shall have primary responsibility of 

enforcement of the provisions of this Policy. 

1.2    Changes in Policy 

This Policy replaces all previous personnel policies and supersedes all earlier oral and written materials 

about HAGC policies and procedures. HAGC reserves the right to change, add, or delete benefits and 

policies as necessary and without prior notice to the employees.  The policies and procedures described 

are periodically reviewed. It is necessary that you read this Policy and refer to it often. 



Personnel and Travel Policy 

 

7 

 

2 DEFINITIONS 

The following terms shall be defined as indicated for the purpose of this Policy: 

HAGC The Housing Authority of Gloucester County 

 

Chairman Chairman of the Board of Commissioners of the Housing Authority 

of Gloucester County 

Commissioner Commissioner of the Housing Authority of Gloucester County 

Secretary or Executive 

Director 

Secretary or Executive Director of the Housing Authority of 

Gloucester County 

Year The 12-month period of employment commencing with the 

inception of employment or anniversary of that inception. 

2.1 Employment Classification 

 

Regular            Full Time 

 

(*This applies to hours 

worked by an employee 

enrolled after May 21, 

2010.  Employees hired 

prior to May 21, 2010 

must work 20 hours per 

week or more.) 

Shall be an employee who: 

a) Has performed regularly assigned duties satisfactorily for 

90 calendar days and satisfied the requirements of the 

employment probationary period; 

b) Has been employed to fill a position which has been created 

as a regular position; and 

c) Has been employed to fill a position with regularly 

scheduled duties of *32 hours per week or more.  

Regular          Part Time 

 

(*This applies to hours 

worked by an employee 

enrolled after May 21, 

2010.  Employees hired 

prior to May 21, 2010 

must work fewer than 20 

hours per week.) 

Shall be an employee who: 

a) Has performed regularly assigned duties satisfactorily for 

90 calendar days and satisfied the requirements of the 

employment probationary period; 

b) Works fewer than *32 hours per week in regularly 

scheduled duties; and 

c) Is working in a position that has been created as a regular 

position subject to budgetary limitations. 

 

Temporary Employee  

 

Shall be an employee who: 

a) Has been employed by HAGC  for fewer  than 90 calendar 

days; or 
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b) Has been employed to fill a position which has been created 

for a limited time only; or 

c) Has been employed to fill a position with regularly 

scheduled duties of up to 40 hours per week; or  

d) May be working in a seasonal position for a period not to 

exceed six months; or 

e) Has been employed to work an irregular schedule to fill in 

during the temporary absence of another employee. 

2.2 Benefit Eligibility 

Eligibility for Benefits Employees who are classified as having been employed by HAGC 

for 60 calendar days in a position classified as regular full time, or 

regular part time shall be eligible for all applicable benefit programs 

offered by HAGC. Medical, dental and vision benefits become 

available on the 1
st
 day of the month following the completion of 

the 60 calendar days. Those temporary employees who perform 

duties in positions classified as seasonal in nature or temporary with 

a pre-determined sunset date shall not be eligible for benefits.  

Benefits Benefits are those insurances and programs mandated by statute and 

those benefits comparable to benefits offered to regular full time 

Union employees of the Authority, subject to Authority budgetary 

restrictions. 

Apportionment for Leave 

Benefits 

Regular Full Time and Regular Part Time employees shall be 

eligible for leave benefits on an accrual basis commensurate with 

hours worked per week as compared to a full work week of forty 

(40) hours, as applicable. 

 

3   Anti Discrimination & Harassment 

3.1 Equal Employment Opportunity Policy 

 

HAGC is committed to the principles of equal employment opportunity and antidiscrimination pursuant 

to Title VII of the 1964 Civil Rights Act as amended by the Equal Opportunity Act of 1972 and the New 

Jersey Law Against Discrimination as amended by the New Jersey Pregnant Worker’s Fairness Act. 

Under no circumstances will HAGC  discriminate on the basis of sex, race, creed, color, religion, national 

origin, ancestry, age, marital or political status, affection or sexual orientation, domestic partnership 

status, civil union status, atypical heredity, cellular or blood trait, genetic information, disability 

(including AIDS or HIV infection), liability for service in the United States armed forces, gender identity 

or expression, pregnancy, pregnancy related medical conditions, childbirth and/or any other characteristic 

protected by law.  
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Decisions regarding the hiring, promotion, transfer, demotion or termination are based on the 

qualifications and performance of the employee or prospective employee and will be made without 

unlawfully discriminating on any prohibited basis. 

 

3.2 Americans with Disabilities Act Policy/New Jersey Pregnant Workers Fairness Act 

 

HAGC will not discriminate against any employee or job applicant with respect to any terms, conditions, 

or privileges of employment on the basis of a known or perceived disability, pregnancy, childbirth or 

pregnancy related medical condition.  HAGC is committed to complying with the ADA Amendments 

Act of 2008, the Americans with Disabilities Act of 1990 and its related Section 504 of the Rehabilitation 

Act of 1973, the New Jersey Law Against Discrimination, as amended by the New Jersey Pregnant 

Worker’s Fairness Act, as applicable.  HAGC recognizes that some individuals with disabilities may 

require accommodations at work.  If you are currently disabled or become disabled during your 

employment, you should contact your immediate supervisor or the Human Resource Administrator to 

discuss reasonable accommodations that may enable you to perform the essential functions of your job. 

Once on notice of an employee’s disability and a reasonable accommodation is requested, Human 

Resources shall engage in an interactive dialogue with disabled or pregnant employee/prospective 

employee to identify reasonable accommodations. HAGC is not required to provide an accommodation 

that could cause HAGC an undue hardship as defined by law. Undue hardship refers not only to financial 

difficulty, but to reasonable accommodations that are unduly extensive, substantial, or disruptive, or those 

that would fundamentally alter the nature or operation of the business. HAGC will assess on a case-by-

case basis whether a particular reasonable accommodation would cause undue hardship.  

 

The Americans with Disabilities Act defines "disability" as: (1) a physical or mental impairment that 

substantially limits one or more of the major life activities of such individual; (2) a record of such an 

impairment; or (3) being regarded as having such an impairment.  "Major life activities"  include, but may 

not be limited to, caring for oneself, performing manual tasks, seeing, hearing, eating, sleeping, walking, 

standing, lifting, bending, speaking, breathing, learning, reading, concentrating, thinking, communicating, 

and working. 

 

HAGC encourages employees with contagious diseases or life threatening illness to continue their normal 

pursuits, including work, to the fullest extent allowed by their condition. HAGC will provide reasonable 

accommodations to known physical and mental limitations provided that the individual is otherwise 

qualified to safely perform the essential functions of the job and the accommodation is not an undue 

hardship as defined above. 

 

3.3 Policy Prohibiting Harassment and Discrimination 

 

HAGC is committed to maintaining an environment free from discrimination and harassment, where 

employees treat each other with respect, dignity and courtesy.   

 

A. Prohibited Behavior 

HAGC does not and will not tolerate any type of discrimination or harassment of our employees, 

applicants for employment, vendors, clients or residents.  Discriminatory conduct or conduct 

characterized as harassment as defined below is prohibited. 

 

The term harassment includes, but is not limited to, slurs, jokes, and other verbal or physical 

conduct relating to a person's gender (including pregnancy), race, color, religion, national origin, 
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age, disability, military status, domestic partnership status, creed, ancestry, marital status, 

affectional or sexual orientation, genetic information, nationality, atypical hereditary cellular or 

blood trait, refusal to submit to a genetic test or make available the results of a genetic test, civil 

union status, gender identity or expression, or any other protected category under federal, state or 

local law, that unreasonably interferes with a person's work performance or creates an 

intimidating, hostile work environment. 

 

Sexually harassing behavior in particular includes unwelcome conduct such as: sexual advances, 

requests for sexual favors, offensive touching, or other verbal or physical conduct of a sexual 

nature. Such conduct may constitute sexual harassment when: 

 

 Submission to such conduct is made an explicit or implicit condition of employment; 

 Submission or rejection of such conduct is used as the basis for employment decisions; 

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

   work performance; or  

 Such conduct creates an intimidating, hostile or offensive working environment. 

 

The types of conduct covered by this policy include: demands or subtle pressure for sexual favors 

accompanied by a promise of favorable job treatment or a threat concerning employment. 

 

Specifically, it includes, but is not limited to, sexual behavior such as: 

 

 repeated sexual flirtations, advances or propositions; 

 continued and repeated verbal abuse of a sexual nature, sexually related comments and 

joking, graphic or degrading comments about an employee's appearance or displaying 

sexually suggestive objects or pictures including cartoons and vulgar e-mail messages; 

and 

 any uninvited physical contact or touching, such as patting, pinching or repeated brushing 

against another's body. 

 

Such conduct may constitute sexual harassment regardless of whether the conduct is between 

members of management, between management and staff employees, between staff employees, or 

directed at employees by nonemployees conducting business with HAGC, regardless of gender. 

 

B. Harassment by Nonemployees 

HAGC shall also endeavor to protect employees, to the extent possible, from reported harassment 

by nonemployees in the workplace, including customers, clients, vendors and contractors. 

 

C. Complaint Procedure and Investigation 

All employees are obligated to report acts of harassment to their immediate supervisor or Human 

Resources.  HAGC cannot promise complete confidentiality. Immediate and corrective action 

shall be taken when cases of sexual harassment are identified in the work place. All employees 

shall be made aware of this policy against sexual harassment and the procedure for filing 

complaints. 

 

HAGC: 

(1) Shall investigate promptly and thoroughly all claims filed; 
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(2) Shall take immediate and appropriate corrective action by doing whatever is necessary to 

end the harassment, which may include making the victim whole by restoring lost 

employment benefits or opportunities; 

 

(3) Shall take such reasonable steps as may prevent the misconduct from recurring; 

 

(4) Shall make follow-up inquiries to ensure that the harassment does not recur; 

 

(5) Shall take action to ensure that the victim has not suffered retaliation; and 

 

(6) May, from time to time, utilize training programs as appropriate. 

 

Reports shall be made to Human Resources to review such claims.  A preliminary report shall be 

filed after investigation by Human Resources and shall be submitted to the Executive Director.  

The report of claims of harassment shall include all facts surrounding the incident, including the 

name of the accused, specific acts, when they occurred, where they occurred and how they 

occurred. 

 

When a claim is filed per the policy, the following steps are taken: 

 

(1) Initially, the accused has an informal meeting with his/her immediate supervisor to 

discuss the problem, reason for the problem and possible solution.  The cooperation of 

the accused is solicited. 

(2) Upon resolution of problem, a written memorandum shall be placed in the accused's 

personnel file to confirm that resolution. 

(3) If a resolution is not reached, the Executive Director may take additional action as 

appropriate.  

 

 

D. Retaliation  

Any employee who files a harassment complaint or other discrimination in good faith shall not be 

adversely affected in terms and conditions of employment and shall not be retaliated against or 

discharged because of such complaint. 

 

In addition, HAGC will not tolerate retaliation against any employee who, in good faith, 

cooperates in the investigation of a harassment complaint.   

3.4 New Jersey Conscientious Employee Protection Act 

 

Employees have the right under the Conscientious Employee Protection Act (CEPA) to complain about 

any activity, policy or practice that the employees reasonably believe is in violation of a law, rule, or 

regulation promulgated pursuant to law without fear of retaliation or reprisal.  

 

HAGC shall not take any retaliatory action or tolerate any reprisal against an employee for any of the 

following: 

 

 Disclosing or threatening to disclose to a supervisor, Executive Director, other official or to a 

public body, as defined CEPA, an activity, policy or practice that the employee reasonably 

believes is in violation of a law, a rule or regulation promulgated pursuant to law; 

 



Personnel and Travel Policy 

 

12 

 

 Providing information to, or testifying before any public body conducting an investigation, 

hearing, an inquiry into any violation of law, or a rule or regulation promulgated pursuant to law; 

or 

 

 Objecting to, or refusing to participate in any activity, policy, or practice that the employee 

reasonably believes is a violation of a law, rule or regulation promulgated pursuant to law; is 

fraudulent or criminal; or is incompatible with a clear public policy mandate concerning the 

public health, safety, or welfare. 

 

In accordance with the above statute, the employee shall bring the violation to the attention of HAGC.  

However, disclosure is not required where (1) the employee is reasonably certain that the violation is known 

to one or more officials; (2) where the employee reasonably fears physical harm; or (3) the situation is 

emergency in nature.  Under the law, the employee must give HAGC a reasonable opportunity to correct 

the activity, policy or practice.   

 

4 Employee Safety  

4.1 Safety Policy  

 

HAGC is committed to maintaining a safe and healthy environment for all employees.  Employees shall 

report all accidents, injuries, potential safety hazards, safety suggestions and health and safety related 

issues immediately.  

 

Employees who experience a work-related injury should notify their immediate supervisor immediately. 

HAGC shall act promptly and seek medical attention as necessary under the circumstances.  

 

Employees must complete an Incident Report if they have an injury that requires medical attention.  If the 

injury does not require medical attention, the employee shall still complete an Incident Report in case 

medical treatment is later needed and to ensure that any existing safety hazards are corrected.  Employees 

can obtain the required forms from Human Resources or an immediate supervisor. 

 

The federal Occupational Safety and Health Act (“OSHA”), requires that HAGC keep records of all 

illnesses and accidents that occur on the job.  OSHA also provides for your right to know about any 

health hazards that might be present on the job. 

4.2 Zero Tolerance for Workplace Violence 

 

Violence or the threat of violence is prohibited. To ensure a workplace safe and free of violence for all 

employees, HAGC prohibits the possession or use of weapons anywhere on HAGC property, including HAGC 

owned or leased buildings and surrounding areas such as walkways, driveways and parking lots. Unless 

otherwise permitted by federal, state or local law, employees are prohibited from bringing or otherwise carrying 

firearms inside HAGC buildings, structures, or other areas or structures where employees, staff, management, 

customers or other members of the public gather as a result of HAGC business, events or activities. This policy 

also applies to all HAGC owned or leased vehicles and all vehicles that come onto HAGC property. To enforce 

this policy and protect our employees’ safety, HAGC reserves the right to search all HAGC owned or leased 

vehicles and all vehicles, packages, containers, purses, briefcases, backpacks, lockers, desks or persons entering 

or located on HAGC property. Prohibited conduct  also includes:  Causing physical injury to another person, 

making threatening remarks, aggressive or hostile behavior that creates a reasonable fear of injury to another 

person or subjects another individual to emotional distress, intentionally damaging HAGC property or property 
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of another employee,  and committing acts motivated by, or related to, sexual harassment or domestic violence.  

No employee, acting in good faith, who reports real or implied violent behavior shall be subject to retaliation or 

harassment. 

4.3 Emergency Measures 

 

HAGC recognizes that bad weather or hazardous commuting conditions may occasionally make it 

impossible for employees to report to work on time.  Employees are expected to make a diligent effort to 

report to work when conditions have improved.  Employees shall notify their immediate supervisor as 

soon as possible if they are unable to report to work due to weather conditions. An employee’s absence 

may be charged to personal or vacation time.  

 

If it becomes necessary to shut down HAGC offices due to weather or other emergency, every effort shall 

be made to notify employees. If it is deemed necessary to close HAGC offices because of adverse 

weather, employees shall not be docked for the day.  

4.4 Drug and Alcohol Policy 

 

HAGC is committed to maintaining a workplace free of drugs and alcohol and to discourage drug and 

alcohol abuse by its employees.  Misuse of alcohol or drugs by employees can impair the ability of 

employees to perform their duties, as well as adversely affect our client’s and communities’ confidence in 

HAGC. Employees must notify the Human ResourceAdministrator within five (5) days of a conviction 

for a drug or alcohol related violation, whether or not the violation occurred in the workplace.  

 

Alcohol 

Employees are prohibited from using or being under the influence of alcohol while performing HAGC 

business, while operating a motor vehicle in the course of business or for any job-related purpose, or 

while on HAGC premises or a worksite. 

 

Illegal Drugs 

HAGC employees are prohibited from using or being under the influence of illegal drugs while 

performing HAGC business or while on HAGC premises or worksite.  Employees  may not use, 

manufacture, distribute, purchase, transfer or possess an illegal drug while in HAGC facilities, while on 

HAGC premises, while operating a motor vehicle for any job-related purpose, while on the job, or while 

performing any HAGC business.  This policy does not prohibit the proper use of medication under the 

direction of a physician.   However, misuse of such medications is prohibited.  

 

Drug Testing 

Each employee, as a condition of employment, shall be required to participate in pre-employment, 

random, post-accident, reasonable suspicion, return-to-duty and follow-up drug and alcohol testing upon 

selection or request of management. Further, all employees who regularly operate a vehicle in the course 

and scope of their employment shall be required to submit to drug and alcohol testing. 

All drug and alcohol testing information shall be maintained in a separate confidential record. Testing 

shall be conducted in compliance with current medical practices and in accordance with all applicable 

federal and state guidelines.  

4.5 Searches 

 

HAGC may conduct searches of HAGC property and HACG issued equipment at anytime without prior 
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or advance notice.  Employees are expected to cooperate fully and employees should have no reasonable 

expectation of privacy with respect to HAGC owned property, offices, desks and files.  HAGC may 

periodically audit, inspect and or monitor employee’s internet access as deemed appropriate. 

 

Searches of employees and their personal property may be conducted when there is reasonable suspicion 

to believe that the employee has violated this Policy or when circumstances or workplace conditions 

justify such a search. Prior or advance notice of such search is not required.   Personal property may 

include, but is not limited to, purses, boxes or briefcases. 

 

An employee's consent to a search is required as a condition of employment.  

4.6 Smoking Policy 

 

In accordance with the New Jersey Smokefree Air Act, employees are prohibited from the smoking of 

tobacco products, including the use of electronic smoking devices, in all enclosed indoor places and 

workplaces of HAGC. Employees are also prohibited from the smoking of tobacco products, including 

the use of electronic smoking devices in HAGC owned vehicles.  

 

5 Ethical and Legal Business Practices 

5.1 HAGC Ethical Standard  

 

Employees shall conduct business according to the highest ethical standards of public service. Employees 

are expected to devote their best efforts to the interests of HAGC. Employees should also be guided by 

basic honesty and good judgment, and be sensitive to others' perceptions and interpretations.   

 

HAGC recognizes the right of employees to engage in outside activities that are private in nature and 

unrelated to HAGC business.  However, business dealings that appear to create a conflict between the 

employee and HAGC’s interests are unlawful and prohibited.  

5.2 Conflicts of Interest Policy 

 

Employees must avoid any interest, influence or relationship which might conflict or appear to conflict 

with the best interests of HAGC. Employees must avoid any situation in which their loyalty may be 

divided and promptly disclose to their immediate supervisor any situation where an actual or potential 

conflict may exist.  Business dealings that appear to create a conflict between the employee and HAGC’s 

interests are unlawful under the New Jersey Local Government Ethics Acts.  A potential or actual conflict 

of interest occurs whenever an employee is in a position to influence a decision that may result in a 

personal gain for the employee or an immediate relative. 

 

No HAGC employee shall participate in the selection, award or administration of a contract supported by 

federal funds if a conflict of interest, financial or otherwise, real or apparent would be involved.  
No HAGC employee shall engage in selling or attempting to sell supplies, service or construction to 
HAGC for one year following the date such employment ceased.  

Additional examples of potential conflict situations include: 

 

 Having a financial interest in any business transaction with HAGC; 

 Owning or having a significant financial interest in, or other relationship with, an HAGC 

competitor, customer or supplier; and 
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 Accepting gifts, entertainment or other benefit of more than a nominal value from an HAGC 

competitor, customer or supplier.  

 

Anyone with a conflict of interest must disclose it to management and remove themselves from 

negotiations, deliberations or votes involving the conflict.   

 

Employees are permitted to hold outside employment as long as it does not interfere with their 

responsibility to HAGC or create a conflict of interest. 

 

5.3 Gifts Policy 

 

Employees, shall neither, directly or indirectly, solicit, accept, or agree to accept gratuities, favors, or 

anything of monetary value from clients/residents, contractors, suppliers, government officials or other 

organizations.  Employees shall not accept any gift, favor, service, employment or offer of employment or 

anything of value which the employee knows or has reason to believe is offered to the employee with the 

intent to influence the employee in the performance of duties and responsibilities.  

 

Exceptions may be made for gifts that are customary and lawful, are of nominal value and are authorized 

in advance.  You may accept meals and refreshments if they are infrequent, are of nominal value and are 

in connection with business discussions. 

 

If you do receive a gift or other benefit of more than nominal value, report it promptly to Human 

Resources. Such gift shall be returned or donated to a suitable charity. 

 

5.4 Confidentiality Policy  

 

Information that pertains to HAGC’s business, including all nonpublic information concerning HAGC, its 

participants and applicants, is strictly confidential and shall not be given to people who are not employed 

by HAGC. 

 

Please help protect confidential information -- which may include, for example, client/participant lists and 

financial information -- by taking the following precautionary measures: 

 

 Discuss work matters only with other HAGC employees who have a specific business reason to 

know or have access to such information. 

 Do not discuss work matters in public places. 

 Monitor and supervise visitors to HAGC to ensure that they do not have access to confidential 

information. 

 Destroy hard copies of documents containing confidential information that are not filed or 

archived. 

 Secure confidential information in desk drawers and cabinets at the end of every business day. 

 

 

HAGC collects personal information about employees that relates to their employment.  Only people with 

a business-related need to know are given access to this information, and the Executive Director or the 

Chair of the Board of Commissioners shall authorize any release of such information to others.  Personal 

information, other than that required to verify employment or to satisfy legitimate investigatory or legal 

requirements, shall be released outside HAGC only with employee approval.   
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If you have access to any confidential information, including private employee information, you are 

responsible for acting with integrity. Unauthorized disclosure or inappropriate use of confidential 

information shall not be tolerated.   

5.5 Accounting and Financial Reports 

 

HAGC's financial statements and all books and records on which they are based must accurately reflect 

HAGC's transactions.  All disbursements and receipts must be properly authorized and recorded.   

 

Employees must record and report financial information accurately.  Reimbursable business expenses 

must be reasonable, accurately reported and supported by receipts. 

 

Those responsible for handling or disbursing funds shall assure that all transactions are executed as 

authorized and recorded to permit financial statements in accord with Generally Accepted Accounting 

Principles.   

5.6 Political Activity Policy 

 

The Hatch Act, 5 U.S.C. §1501-1508, restricts the political activity of persons principally employed by a 

state or local agency who work in connection with programs financed in whole or in part by loans or 

grants made by the United States or a Federal agency.  A state or local employee covered by the Hatch 

Act may not run for partisan office. However, employees may join political organizations, as long as they 

maintain a clear separation between their official responsibilities and their political affiliations. 

5.7 Employee Records 

 

An employee's personnel file consists of the employee's employment application, withholding forms, 

reference checks, emergency information and any performance appraisals, or other appropriate 

employment-related documents.  

 

It is the employee's responsibility to notify the Payroll or the Human Resource Administrator of any 

changes in name, address, telephone number, marital status, number of dependents, military service 

status, beneficiaries or person to notify in case of an emergency.  

 

Personnel records are considered HAGC property and are not available for review by employees unless 

specifically authorized by management. Personnel files are confidential records that shall be secured in a 

locked cabinet. Upon request, employees may inspect their own personnel files at a mutually agreeable 

time on HAGC premises and in the presence of the Human Resource Administrator.   

5.8 Nepotism Policy  

 

The employment of more than one member of the same family shall be avoided insofar as possible. No 

person should be hired as a regular or temporary employee if that appointment would violate any 

provision of this nepotism policy, or unless the appointment is otherwise permitted by the New Jersey 

Department of Personnel Rules and Regulations. No member of the immediate family of a Commissioner 

shall be hired or be in a position of supervision over another member of the same family. 

 

For purposes of this policy, the term “immediate family” shall mean spouse, child, parent, sister, 

brother, son-in-law, daughter-in-law, mother-in-law, father-in-law, aunt, uncle, niece, nephew 

and grandchildren. 
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This nepotism policy shall not deprive any employee of any promotional right in normal career  

development, nor change the existing status of an employee. 

 

 

6 Employee Conduct  

6.1 Conduct Standards  

 

All employees are obligated to comply conscientiously with all rules and regulations promulgated by 

HAGC. Employees shall be diligent and thoroughly professional in the execution of their job duties. 

Employees are prohibited from engaging in acts of fraud, deceit, misrepresentation, and gross negligence.  

 

All employees are expected to abide by the behavioral rules and standards set forth in Behavioral 

Standards (RULES) of the Housing Authority of Gloucester County in Appendix A. Said rules are 

incorporated and made part of this Policy and by acknowledging acceptance of this Policy, 

employees are furthermore acknowledging acceptance of the Rules. 
 

6.2 Travel 

 

A. HAGC employees, consultants and Commissioners may perform official travel  

upon authorization by the Board or the Executive Director.  Each trip to a destination 

outside of the jurisdiction of HAGC (except to the HUD Central Office, Regional Office, 

State Office, area-wide planning agency offices, state capital, recognized program 

training seminars, and places in which meetings are held which are sponsored by 

professional associations in which HAGC or its Executive Director is a member, and to 

nearby communities to carry out normal operating functions) shall specifically have prior 

authorization by adopted motion of the Board approving the trip as essential to the 

conduct of its programs.  HAGC attendance at conferences, conventions and meetings 

shall be limited to the number of persons necessary to cover the meeting adequately. 

 

B. Transportation costs for those authorized to travel on official business of HAGC shall be 

paid by HAGC.  Airline (tourist or coach), first class rail, Pullman accommodations 

(lower berth, roomette, or parlor car seat), or automobile travel, as advantageous, shall be 

the standard means of transportation.  

 

C. Costs of taxi fares, telephone calls, telegrams, secretarial services, reasonable  

hotel accommodations, and similar items necessarily incident to the performance of 

official business shall be considered reimbursable costs. 

 

In addition to reimbursable costs as outlined above, an allowance for subsistence  

in lieu of actual expenses shall be paid at a rate not to exceed $100.00 per day for HAGC 

employees, consultants and Commissioners.  In high cost areas as determined by U.S. 

HUD and as approved by the Executive Director, travelers shall be reimbursed on a per- 

dollar basis.  All such expenses shall be recorded, signed by the traveler, and approved by 

the Executive Director prior to reimbursement.   

 

In computing the subsistence allowance, the rate of one-fourth the established daily 

amount for each of the periods listed below, or fraction thereof, shall be utilized: 
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12:00 midnight to 6:00 a.m. 

6:00 a.m. to 12:00 noon 

12:00 noon to 6:00 p.m. 

6:00 p.m. to 12:00 midnight 

 

No allowance shall be paid for travel of less than 24 hours, except if such travel 

required departure prior to 6:00 a.m. or return after 6:00 p.m., and exceeded 12 

hours, in which case an allowance shall be paid for the actual expense of meals.  (If 

actual expense method is used, revise accordingly. 

 

D. Reimbursement for use of a privately owned automobile for authorized out-of-town 

travel shall be limited to the cost of common carrier service permitted herein. 

 

E. Travel of considerable distance shall be analyzed in terms of costs by alternate methods 

of transportation and reimbursement shall be provided for the least expensive method of 

travel. 

 

F. Reimbursement shall be made for travel by private automobile at the rate allowable by 

the Internal Revenue Service (as amended from time to time). In no event shall such 

mileage allowance exceed the aggregate costs of common carrier transportation.  This 

determination is not required in connection with reimbursement for trips to nearby 

communities to carry out normal operating functions, trips to area-wide planning 

agencies, trips  to the State, Regional and Central Offices of HUD, trips to the state 

capital, and trips of an emergency nature made in the interest of maintaining safe housing 

in HAGC owned and managed projects.  Whenever automobile travel is involved, signed 

records of car expenses and mileage, or of mileage only in the case of privately owned 

automobiles, shall be submitted and approved before payment.   If two or more persons 

travel in the same automobile, only one of those persons shall be reimbursed for mileage 

or for car expenses. 

 

G. All travel expenses shall be recorded, signed by the traveler, and approved by the  

Executive Director prior to reimbursement. 

 

H. When feasible, automobile travel shall be conducted in vehicles owned or leased by  

HAGC.  Direct expenses for fuel and oil and emergency repairs, if any, shall be the only 

reimbursement made in lieu of a per-mile allowance when travel occurs in a vehicle that 

is owned or leased by HAGC. 

6.3 Company-Sponsored Social Events 

 

Employees are not permitted to consume or possess alcohol on any HAGC owned or managed property. 

However, when authorized by HAGC, alcoholic beverages may be served at HAGC-sponsored social 

events.  Only those individuals legally permitted to consume alcoholic beverages may be served at such 

functions.  However, no employee is obligated to consume alcohol at such events and no employee should 

feel pressured to consume alcoholic beverages.  If an employee chooses to drink alcohol during HAGC 

events, the employee does so at the employee’s own risk.  All employees are expected to maintain a high 

standard of professional and personal conduct at any HAGC event. 

 

HAGC reserves the right to arrange transportation for any employee suspected of being intoxicated at an 

HAGC social event.  HAGC reserves the right to cease allowing alcoholic beverages to be served to any 
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employee whom it suspects is intoxicated or who behaves inappropriately at such events.  Managers and 

supervisors should remember that even at HAGC social events, managers and supervisors should set the 

standard for acceptable, responsible behavior. 

 

6.4 Legal Representation 

 

Whenever an employee is a defendant in any action or legal proceeding arising out of and directly related 

to and in the furtherance of his/her official duties, the Executive Director, in his/her discretion, may 

provide said employee with the necessary means for the defense of such actions or proceeding.  However, 

no assistance shall be provided for defense in a disciplinary proceeding instituted against the employee by 

HAGC or in a criminal proceeding instituted as a result of a complaint on behalf of HAGC or any other 

official body including, but not limited to the State of New Jersey and/or a municipality.  In no event shall 

HAGC be responsible for any fines, penalties, and/or costs related to a conviction for said offenses.   

6.5 Dating In The Workplace 

 

Supervisors and employees under their supervision are strongly discouraged from forming romantic or 

sexual relationships.  Such relationships can create the impression of impropriety in terms and conditions 

of employment and can interfere with productivity and the overall work environment.  

 

If you are unsure of the appropriateness of an interaction with another employee of HAGC, contact the 

Human Resource Administrator for guidance.  If you are encouraged or pressured to become involved 

with a vendor, client, program participant and/or a co-worker and/or a supervisor in a way that makes you 

feel uncomfortable and is unwelcome, you should also notify your immediate supervisor or Human 

Resources immediately.   

 

If the employees involved in the relationship are in a supervisor/subordinate status, the Executive Director 

may take any action which he/she deems appropriate, up to and including transferring one of the parties 

so there is no longer a supervisor/subordinate relationship between them. 

 

6.6 Dress Policy 

 

It is important that all employees give a positive impression of themselves and have pride in representing 

HAGC. Employees should be properly attired for the office environment, meeting and other interactions 

with the public by maintaining a neat, well-groomed and professional appearance. It is anticipated that 

employees will be able to utilize their discretion in determining suitable clothing for the workplace. In 

situations where guidance is required, the immediate supervisor is responsible for communicating proper 

standards and to notify employees if their appearance is not appropriate for the office environment. 

 

The following Dress Standards have been established to protect the safety of the employees and to project 

a business atmosphere. 

 

Employees must maintain, at all times, acceptable dress standards: 

 

(1) Long pants and full covered rubber soled shoes shall be worn by Maintenance Workers, 

Security Staff, Congregate Cook/Aides and those carrying out the duties of an Inspector. 
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(2) Denim material in the form of pants, skirts, dresses or shirts shall not be worn by 

Administration and Office Personnel. 

 

(3) Sweat suits, sweatshirts, sweatpants and leggings/stirrup pants shall not be worn by any 

employee. 

 

(4) Sneakers and flip flops are not to be used by Office Personnel. Heeled shoes shall not be 

more than 3 inches in height. 

 

(5) Skirts and dresses shall be worn no more than 3 inches above the top of the kneecap for 

Administration and Office Personnel.  Clothing shall always be worn loose fitting. 

 

(6) Maintenance Workers and Congregate Cook/Aides shall refrain from clothing bearing 

slogans or logos. Except clothing bearing designers’ names no more than 1/2 inch in height. 

 

(7) T-shirts shall only be worn by Maintenance Workers and Congregate Cook/Aides. 

 

(8) Shorts, Bermuda shorts, capris that are above the knee and skorts shall not be worn by any 

HAGC employee. 

 

(9) Midriff shall be covered on all employees. 

 

(10) Pants, dresses and shirts shall not have patches, rips, cut-offs or open holed designs. 

 

6.7 Dress Down Day 

 

Fridays have been formally designated by HAGC as a dress down day.  On Fridays, jeans, sneakers and a 

more casual approach to dressing, although never potentially offensive to others, are allowed.  All rules 

about the acceptability of clothing listed below apply on dress down day. 

 

Although you are allowed to dress down on Fridays you must consider your schedule.  It may not be 

appropriate for you to dress down if you have a scheduled meeting, interview or guests coming to the 

office.  You must consider this and act accordingly.   

 

Slacks, Pants and Suit Pants 

 Slacks or pants that are similar to Dockers and other makers of cotton or synthetic material pants, 

wool pants, flannel pants, jeans and nice looking athletic pants are acceptable.  Gauchos and 

capris are acceptable.  Pants that are below the knee with finished edges are acceptable. 

 Unacceptable slacks or pants in any HAGC buildings include sweatpants, exercise pants, 

Bermuda shorts, short shorts, skorts, leggings, and any spandex or other form-fitting pants such as 

people wear for biking. As a general rule, shorts or pants that are above knee length are 

unacceptable. 

Skirts, Dresses, and Skirted Suits 

 As a general rule, dresses and skirts that are above knee length (3 inches above or more) 

and that do not allow bending are unacceptable. Short, tight skirts that ride halfway up the 

thigh are inappropriate for work. Mini-skirts, skorts, sun dresses, beach dresses, bathing suit 

cover-ups, and spaghetti-strap dresses are unacceptable. 
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Shirts, Tops, Blouses and Jackets 

 Casual shirts, dress shirts, sweaters, tops, golf-type shirts, t-shirts, sweatshirts, nice looking 

athletic tops, and turtlenecks are acceptable attire for work. 

 Unaccepatble attire for work includes tank tops; midriff baring tops; shirts with potentially 

offensive words, terms, logos, pictures, cartoons, or slogans; halter-tops; and tops with bare 

shoulders. 

Shoes and Footwear 

 Employees shall adhere to the same guidelines for footwear as our Dress Standards policy states, 

with the following exception: sneakers are acceptable on dress down days.  However, sneakers 

must be clean, not torn or frayed; they must be presentable for an office environment.  (Exception 

to the sneaker policy applies to Maintenance Personnel and Congregate).  Flip flops with rubber 

soles or shower shoes are unacceptable. 

Hats and Head Coverings 

 Hats are not appropriate at work. Head Covers that are required for religious purposes or to honor 

cultural tradition are acceptable. 

Exception: Congregate, Security Guards and Maintenance Repairers 

 Employees that are supplied uniforms by HAGC must wear those uniforms at all times and are 

not eligible to participate in dress down days.  Steel toe boots shall be worn by Maintenance 

Repairers at all times.  This is for your safety.   

 Congregate workers shall be given the option, on dress down days, whether they want to wear 

scrubs or dress down. 

Please wear clothing and accessories that will project a professional image of you and HAGC for 

both visitors and coworkers.  Wear: 

 Attire that is clean, safe, and in good repair. 

 Clothes that are not sexually provocative. 

 Clothing that does not draw undue attention to one’s self or create a distraction for other 

employees. 

 Clothing that will not be offensive to other employees. 

 

If clothing fails to meet these Dress Standards, as determined by the employee’s immediate supervisor 

and Human Resource Administrator, the employee shall be asked not to wear the inappropriate item to 

work again. If the problem persists, or is especially inappropriate, unprofessional, and/or offensive, the 

employee may be sent home to change clothes and all policies pertaining to paid time off use shall apply.  

 

7 Use of Company Equipment  

7.1 Guidelines for Use  

When using HAGC property, including computer equipment or hardware, employees should exercise 

care, perform required maintenance, follow all operating instructions, safety standards, and guidelines. 

Employees may not use HAGC property for more than incidental personal purposes or remove any 

HAGC property from HAGC premises without prior written permission from the Executive Director or 

his/her  designee. 
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Notify your immediate supervisor if any equipment or machines appear to be damaged, defective, or in 

need of repair.  This prompt reporting could prevent the equipment's deterioration and could also help 

prevent injury to you or others. Employees are prohibited from using or operating equipment improperly, 

carelessly, negligently or unsafely. Employees may be held financially responsible for mistreatment of 

HAGC equipment.  

 

7.2 Company Vehicles  

 

All vehicles owned by HAGC shall be used only for official business and all passengers must be on 

official business. Vehicles may be taken home only with advance approval of the Executive Director.  

Any employee whose work requires the operation of HAGC vehicles must hold a valid New Jersey State 

Driver's License. All new employees who will be assigned work entailing the operating of a HAGC 

vehicle shall be required to submit to a Department of Motor Vehicles driving records check as a 

condition of employment. 

 

7.3 Use of Company Cell Phones While Driving 

 

This policy applies to: (1) the operation of HAGC provided vehicles at any time; and (2) the operation of 

private vehicles while an employee is on work time or conducting business for HAGC. 

 

Employees must adhere to all federal, state or local rules and regulations regarding the use of cell phones 

while driving. Accordingly, employees must not use cell phones while driving if such conduct is 

prohibited by law, regulation or other ordinance. If you are not sure whether the use of a cell phone while 

driving is prohibited in a particular area, please check with the Human Resource Administrator.  

 

Employees should not use hand held cell phones for business purposes while driving. Should an 

employee need to make a business call while driving, he/she should locate a lawfully designated area to 

park and make the call.  Employees may use hands-free cell phones only in emergency situations. Such 

calls should be kept short and should the circumstances warrant (e.g., heavy traffic, bad weather), the 

employee should locate a lawfully designated area to park to continue the call. HAGC is not responsible 

for an employee’s failure to comply with applicable laws or regulations while operating an HAGC 

vehicle.  

 

7.4 Recording Devices/Camera Phones 

 

In an effort to secure employee and client privacy and other business information, HAGC prohibits 

employee’s use of recording devices such as cameras, camera phones, tape recorders or any other 

recording device in a manner which would pose a threat to employee and HAGC privacy. 

 

This policy is applicable to all employees and their visitors while on HAGC premises.  Employees are 

responsible for making their visitors aware of this policy and that all recording devices should be left 

either at the reception area or in their vehicles. 

 

 

 



Personnel and Travel Policy 

 

23 

 

7.5 Software Policy 

 

HAGC regulates employees' use of its computer software.  Employees may not duplicate any licensed 

software or related documentation for use, either on HAGC’s premises or elsewhere, unless expressly 

authorized to do so by written agreement with the licensor.  Employees may not provide licensed software 

to anyone outside HAGC.  Employees should be aware that the illegal duplication of software may result 

in the filing of criminal copyright charges by the owners of the copyrights and can subject both the 

employee and HAGC to liability.  

 

All software that HAGC acquires must be purchased by the MIS Director with approval from the 

Executive Director.  Upon delivery, all software must be registered properly by the MIS Director and 

installed by the MIS Director.  Employees may not load personal software on HAGC computers.  

7.6 Use of Company Communication Systems 

 

The communication and information systems, including internet/intranet and email usage, at HAGC 

should be used only for conducting HAGC business.  Incidental, occasional and infrequent use of 

HAGC’s communication and information systems for personal use is permitted as long as such use does 

not interfere with your work or the work of any other employee or with the computer’s operations. 

 

The communication and information systems of HAGC may not be used for any illegal, unethical, 

destructive or wasteful purpose.  Employees should exercise care in personal use of any communication 

and information systems device and should not expect their use of personal information stored in these 

systems to be kept private. 

 

All Data stored on and/or transmitted through Communication Media is the property of HAGC. For 

purposes of this policy, “Data” includes “electronically-stored files, programs, tables, data bases, audio 

and video objects, spreadsheets, reports and printed or microfiche materials which serve a HAGC 

business purpose, regardless of who creates, processes or maintains the data, or whether the data is 

processed manually or through any of HAGC’s mainframe, midrange or workstations, servers, routers, 

gateways, bridges, hubs, switches and other hardware components of the HAGC local or wide-area 

networks.” 

 

The use of private email accounts for ANY HAGC business is prohibited.  

 

All employees may access only data for which HAGC has given permission.  All employees must take 

appropriate actions to ensure that (local unit type) data is protected from unauthorized access, use or 

distribution consistent with these policies.  Employees may not access or retrieve any information 

technology resource and store information other than where authorized.   

 

Employees must not reveal or publicize confidential information on social media.  Confidential 

proprietary or sensitive information may be disseminated only to individuals with a need and a right to 

know, and where there is sufficient assurance that appropriate security of such information will be 

maintained.  Such information includes, but is not limited to the transmittal of personnel information such 

as medical records or related information.  Employees shall not post internal working documents to social 

media sites. 

 

Any use of HAGC’s name, logos, service marks or trademarks outside the course of the employee’s 

employment, without the express consent of HAGC, is strictly prohibited.   
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Telephone Usage 

 

The telephone system (including voicemail) at HAGC is the property of HAGC and is provided for 

business purposes.  To the extent permitted by law, HAGC may periodically monitor the use of the 

telephone systems to ensure compliance with this policy.  Therefore, employees should not consider their 

conversations on the HAGC telephone system to be private. Any personal calls received during business 

hours must not interfere with the employee’s work.  Employees should spend as little time as possible on 

any personal calls made during business hours. 

 

Social Media 

 

HAGC recognizes the right of employees to use blogs/social networking sites as a medium of self 

expression during non-working hours.  Should an employee indentify themselves as an employee of 

HAGC to discuss business related matters on such websites, some readers may view the employee as an 

HAGC representative or spokesperson.  Accordingly, employees must: 

 

1. Ensure that readers understand that the views expressed are entirely their own, and that these 

      views do not necessarily reflect the views of HAGC.  Please include a disclaimer that is easily  

      visible to all visitors to the site. 

 

2. All bloggers should reveal their identity on the blog and should not use a pseudonym to post their  

      views. 

 

3. Do not disclose any sensitive, financial, proprietary or confidential HAGC information.  This  

may include, but is not limited to financial data.  Protected health information or any other 

participant identifiable information shall not be disclosed under any circumstances.   

 

4. HAGC expects that employees will be respectful to HAGC, fellow employees, our customers, 

       partners and competitors.  Employees must not post materials that violate the privacy or publicity 

      rights of another individual or entity. 

 

      5.  Blogging activity should not interfere with work requirements at any given time. 

 

6. Copyrights and laws regulating what can be written shall be respected at all times.  Blogs and  

      social networking sites shall not be used to make statements that are libelous, defamatory,     

      profane, harassing or obscene. 

 

7. HAGC reserves the right to suspend blogging activities temporarily if it has any concerns  

           about compliance with securities regulations or other laws. 

 

Unsolicited Messages 

 

HAGC strictly prohibits the transmission of unsolicited e-mails or mass-messages of any kind.  Spam 

(i.e., unsolicited commercial or bulk e-mails, mass and junk e-mails) shall not be tolerated.   

7.7 Return of Company Property Upon Separation 

 

When an employee’s employment with HAGC concludes, for whatever reason, the employee is required 

to immediately return all HAGC owned property used during his/her employment, and all documents and 

other materials containing proprietary or confidential information belonging to HAGC. This includes 
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without limitation, keys, credit cards, computers, vehicles, communication devices, uniforms, 

identification cards or badges, and any other equipment, materials, or items purchased, leased, owned, or 

otherwise belonging to HAGC. 

 

Upon separation, employees must return any originals or duplicates of any written or other tangible items, 

whether maintained in hard copy, film, microfiche or electronic medium, belonging to HAGC. 

 

8 General Personnel Matters 

8.1 Authority to Effect Personnel Action 

 

The Authority to hire, promote, transfer, demote, suspend, and separate personnel shall be vested in the 

Executive Director.  However, personnel actions relating to key personnel, as identified by the Board, 

shall be reviewed by the Board for action on the recommendation of the Executive Director. 

8.2 Selection of Applicants 

 

Applications   
 

Persons desiring employment shall file a complete, written application with the Human Resource 

Administrator on a form provided by HAGC.  

 

Examination 

 

The qualification of applicants shall be assessed by appropriate evaluation, which may  

consist of one or more of the following: a rating of experience and training; a written test; an oral test or  

interview; and a performance or demonstration test.  

8.3 Job Postings 

 

HAGC has a job posting program to inform employees of available staff positions.  HAGC shall fill job 

vacancies whenever possible by promoting qualified employees from within HAGC. Job postings 

generally remain posted for 2 days. 

 

To apply for a posted position, an employee must: 

 

 Have completed any mandatory Introductory Period at a satisfactory performance level, 

 Meet the minimum requirements for the position, and  

 Not have received written discipline within the past 90 days; employees who have received a 

verbal warning may also be prohibited from applying. 

 

Employees interested in applying for a posted position should submit a memorandum with an updated 

resume to the Human Resource Administrator indicating interest in the position.  Qualified employees 

must inform their supervisors/managers that they have applied for the job.  Candidates will be judged on 

individual performance, conduct, experience, and potential.  Length of service, although considered, shall 

not be the sole determining factor in selecting candidates for promotion. 

 

HACG has the discretion to fill job vacancies from applicants outside HAGC. 
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8.4 Identity Theft Protection 

 

HAGC respects the privacy of employees’ personal data and is committed to ensuring that it will only be 

accessed and utilized as necessary, in a professional and confidential capacity.  In all circumstances, 

HAGC shall take reasonable steps to: 

 

 Give employees clear notice when HAGC is  requesting information, including the type of 

information, the general purposes for which that information will be used or disclosed, and the 

categories of users to whom HAGC provide the information; and  

 Use safe and secure systems, physical and electronic, to safeguard employees’ non-public 

personal information, including an employee’s social security number. 

 

If at any time an employee feels as if personal data has been misused or improperly accessed, the 

employee should report the concern to the Human Resource Administrator for further investigation. 

8.5 Reference/Background Checks 

 

HAGC retains the right to conduct reference and background checks on all new employees.   All inquiries 

regarding a current or former employee must be referred to the Human Resource Administrator. No 

employee may issue a reference letter to any current or former employee without the permission of the 

Human Resource Administrator. 

 

Under no circumstances should any employee release any information about any current or former 

employee over the telephone. All telephone inquiries regarding any current or former employee must be 

referred to the Human Resource Administrator. 

 

In response to an outside request for information regarding a current or former employee, the Human 

Resource Administrator shall furnish or verify only an employee's name, dates of employment, job title 

and department. No other data or information regarding any current or former employee, or his/her 

employment with HAGC, shall be furnished unless the employee authorizes HAGC to furnish such 

information in writing that also releases HAGC from liability in connection with the furnishing of such 

information or HAGC is required by law to furnish such information. 

8.6 Employment Separation 

 

Employees may be dismissed by the Executive Director without a resolution of the Board.  Employees are 

"at will" and may be terminated with or without cause or notice. Similarly, employees are free to resign at 

any time.  If at any time it is necessary for an employee to resign his or her employment, HAGC requests 

at least two weeks prior notice.   

Employees who are discharged or resign will receive their final paycheck on the next regular payday.  

Final paychecks will include all wages accrued, but not paid through the date of separation.   

 

Reduction in Force 

 

HAGC may institute layoff actions for economy, efficiency or other related reasons.  In instituting  

layoffs, the Executive Director may consider seniority, re-employment rights and relative efficiency of  

employees.  Employees dismissed under honorable circumstances and not on the basis of inefficiency 

or incompetence shall be entitled to a letter signed by the Executive Director stating that the term of 

employment has been satisfactory and that dismissal was without prejudice.  
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Severance Payments 

 

No terminal leave or severance payments shall be made except for payment of the authorized, unused, 

vacation leave balance and one half of the authorized, unused sick leave balance. 

8.7 Employee Reviews  

 

An employee’s immediate supervisor will complete a written evaluation form for each employee to 

measure progress and encourage improvement of duties once a year. The supervisor will review with the 

employee and return the form to the Executive Director.  

8.8 Unions 

 

HAGC recognizes the Union as a representative for those workers who are unionized.  This Policy does 

not change any terms or stipulations of the Union Contract.  This Policy has been created in full 

accordance with the Union Contract. 

8.9 Bulletin Boards 

 

Employees shall check all the bulletin boards regularly to obtain important information about HAGC 

events and policies.  Only HAGC employees should use company bulletin boards. Management shall 

approve all postings.  See Human Resources to obtain approval for a bulletin board posting. 

 

9 Work Schedules  

9.1 Attendance and Punctuality 

 

Every employee is expected to attend work regularly and report to work on time. Employees are expected 

to perform their duties promptly at the beginning of their work day.  

9.2 Absence Without Authorization 

If an employee fails to report for work without proper authorization, said employee shall not be paid for 

the period of absence and said absence shall be deemed “Absence Without Authorization.” 

 

Lateness procedure 

 

Employees shall telephone their immediate supervisor and Human Resources as soon as they learn they 

will be late to work, or at least one hour prior to their scheduled start time.  HAGC recognizes that there 

may be emergencies or other extraordinary circumstances that will hinder the employee’s ability to call 

one hour in advance.  

9.3 Breaks 

Employees are entitled to a 10-minute break for rest twice each day, at 10:00 a.m. and 3:00 p.m. 

Employees are not permitted to leave HAGC premises during these breaks. 

 

Employees are also entitled to a 60-minute unpaid break for meals during each work period.  This will 

generally occur between 12:00 noon -1:00 p.m. or 1:00 p.m -2:00 p.m. Employees are permitted to leave 

HAGC premises during these breaks. 
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Employees who are under the age of 18 are also entitled to at least a 30-minute meal break if they work 

more than five consecutive hours.   

 

Breaks may be scheduled at staggered times to allow department coverage.  If employees require a break 

at a time not specified above, they should speak to their immediate supervisor. 

9.4 Work Hours 

The regularly scheduled workweek shall consist of five (5) consecutive days, Monday through Friday, 

forty (40) hours per week.  Other workweek hours may be established at the discretion of the Executive 

Director.  The hours of work per day shall be: 

 

(1) 8:00 a.m. - 5:00 p.m. 

(2) 8:30 a.m. - 5:00 p.m. 

(3) 8:00 a.m. - 4:30 p.m. 

(4) 8:30 a.m. - 5:30 p.m. 

 

The assignment of employees to (1), (2), (3) or (4) shall be at the discretion of the Executive Director or 

his/her designee. 

 

Maintenance Personnel   

 

The regularly scheduled workweek shall consist of five (5) consecutive days, Monday through Friday, 

forty (40) hours per week. The hours of work per day shall be 8:00 a.m.- 5 p.m. 

 

Congregate Services Personnel 
 

The regular workweek shall cover a seven (7) day operation.  Full-time employees shall work up to forty 

(40) hours per week.   

 

The workweek shall consist of the following shift: Sunday through Saturday, 8:30 a.m. - 5:30 p.m. 

 

             (1)  An employee's schedule shall provide two (2) twenty-four (24) hour  

            periods of unscheduled work during the seven day cycle. 

(2)       No regular shift shall exceed eight (8) hours per shift in a twenty-four (24) hour 

  period. 

(3) When an employee is called in to work on a weekend during which the employee was not 

scheduled to work, the employee shall receive pay at the rate of one and one-half times 

the employee's regular rate of pay. 

 

Because of the unique and special nature of this work, any of the duties performed by the 

Congregate Services Personnel may be carried out or supplemented by volunteers.  

However, such volunteers shall not be utilized for the purpose of denying employees 

overtime work, or for the sole reason of laying off any employees. 

 

Security Personnel 

 

The regular workweek shall cover a seven (7) day operation.  Full-time employees shall work forty (40) 

hours per week on shifts to be established by the Executive Director. 
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(1) An employee's schedule shall provide two (2) twenty-four (24) hour periods of 

unscheduled work during the seven day cycle. 

(2) No regular shift shall exceed eight (8) hours per shift in a twenty- four (24) hour period. 

(3) The parties recognize the need for flexibility in the scheduling of security personnel to 

their assigned duties. 

 

10 Compensation  

10.1  General Pay Information 

 

The Fair Labor Standards Act (FLSA) is a federal law which requires that most employees in the United 

States be paid at least the federal minimum wage for all hours worked and overtime pay at time and one-

half the regular rate of pay for all hours worked over 40 hours in a workweek. 

 

Certain deductions from employee pay shall be made in accordance with federal and state laws. In 

addition, HAGC makes available certain voluntary deductions as part of HAGC’s benefits program.  If an 

employee elects supplemental coverage under one of the HAGC’s benefit plans, which requires employee 

contributions, the employee's share of the cost shall be deducted from his or her check each pay period.  If 

the employee is not receiving a payroll check due to illness, injury, or leave of absence, he or she shall be 

required to pay the monthly cost directly to HAGC.   

10.2  Overtime 

 

Employees may be asked to work overtime on weekends or holidays or additional hours during the 

regular workday and are expected to comply with such requests.  

 

Overtime compensation is paid to all nonexempt employees at one and one-half times their regular rate of 

pay for all hours worked in excess of 40 hours per week.  

 

If you are nonexempt, you must receive authorization from your manager before working overtime.  After 

you have worked overtime, you must enter it on your time record no later than the day after it is accrued. 

 

Overtime pay is based on actual hours worked. Time taken for lunch or dinner is not included as time 

worked for purposes of computing overtime.  Time off on holidays, sick leave, vacation leave, and 

personal leave earned by the employee and then paid out by HAGC shall be factored in as hours worked 

when calculating overtime. 

  

A. The Executive Director may authorize overtime when he/she deems it necessary, but 

shall endeavor at all times to avoid requiring overtime work. 

 

B. When approved by the Executive Director, required overtime work may be compensated 

at regular time up to the end of the eighth hour in a given day, then time worked may be 

paid at the rate of one and one-half times the normal rate of pay for all hours paid for said 

day.  When approved by the Executive Director, all time in excess of forty (40) hours per  

week may be compensated at the rate of one and one-half times the employee’s regular 

rate of pay.   

 

C. Congregate services personnel shall be compensated by granting overtime for  

work exceeding eight (8) hours in any one twenty-four (24) hour period, or in excess of 

forty (40) hours per week, at the rate of one and one-half times the employee's regular 
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rate of pay.  If a congregate employee is required to work on his or her scheduled day off, 

he or she shall receive overtime pay for that day. 

 

D. Overtime shall be paid with regular earned pay for the same pay period. 

 

E. Overtime shall be distributed as equally as possible among the employees within the 

same classification and area of program responsibility. 

10.3   Holiday Premium Pay 

 

A. Premium pay shall be compensation for hours worked on an established holiday.  An 

established holiday is any time between 12:01 a.m. and 11:59 p.m. (a 24-hour period) or 

any of the official days and official dates as set forth in the Union Contract.  Premium 

pay shall be at two and one-half times the employee's regular hourly rate of pay for all 

hours worked.  This paragraph shall not be interpreted in such a way as to require that 

any employee be paid three and one-half times the employee’s regular hourly rate for 

holiday premium pay. 

 

B. The computation of premium holiday pay shall not be contingent upon the employee 

working forty (40) hours in one week as required by the one and one-half time provision 

of federal regulations. 

 

C. Employees in congregate services who are scheduled to work on a day that is a holiday 

and their regular day off shall be paid at the rate of two and one-half times their regular 

pay. 

10.4 Call-In Time 

 

If a non-Union employee is recalled to duty, he or she will be compensated for the call in time as 

approved by the Executive Director.  

10.5 Longevity 

 

Longevity payments shall be made each year to the employees hired prior to August 1, 2005 in 

accordance with the schedule outlined below, calculated in accordance with the employee's adjusted 

anniversary date.  Payment shall be made on the first regular pay date after the employee's adjusted 

anniversary date.  Payment shall be made in a separate check issued to eligible employees.  

 

Calculations for longevity shall be based on the number of years completed and the preceding calendar 

year’s annual base salary of the employee. 

 

  5 years, 1 day of employment  2% of annual salary 

10 years, 1 day of employment  3% of annual salary 

15 years, 1 day of employment  4% of annual salary 

20 years, 1 day of employment  5% of annual salary 

 

For time actually worked, any employee retiring during the course of the year who shall otherwise be 

entitled to longevity pay shall be paid on a prorated basis, said payment to be calculated in accordance 

with the employee's adjusted anniversary date.  Employees who do not work the entire year for any 
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reason other than dismissal for just cause shall likewise be entitled to longevity pay on a prorated basis, 

said payment to be calculated in accordance with the employee's adjusted anniversary date. 

 

Service time for purposes of determining eligibility for longevity payments shall be calculated in the same 

manner as service time for seniority purposes.  In the context of longevity eligibility, the "adjusted 

anniversary date" shall be the same as the employee's seniority date.  In calculating the seniority date and 

the adjusted anniversary date, no service time is awarded for the length of any unpaid leave or period of 

suspension. 

 

These provisions as to longevity payments shall not apply to the Executive Director. 

10.6 Pay Schedule 

 

A. Determination of Rates.  For all employees, appropriate compensation rates  

shall be determined on the basis of local public practices.  “Public practices” shall consist 

primarily of the compensation rates of governmental bodies similar to HAGC in size and 

scope of operation.  However, with regard to the Executive Director, comparisons shall 

be made to comparable positions of size and responsibility in other housing authorities 

and board of education superintendents. 

 

 B. Salary Ranges.  A salary range shall be assigned to each position, and the rate of  

compensation for each employee shall be within the bracket established for his/her 

position.  However, initial appointments will consider relevant education and previous 

work experience.   

 

C. Periodic Pay Increases.  Employees whose services warrant shall be eligible to  

receive periodic increases, within their salary ranges, at the discretion of the Executive 

Director, subject to budgetary limitations. 

 

D. Payday.  Payday shall be on the Wednesday following the preceding pay period  

which shall end at 12:00 midnight the preceding Sunday.  If Wednesday shall be a legal 

holiday, payday shall be the preceding day.  

 

 Any overtime earnings shall be paid in the same pay period worked.  

 Employees can receive vacation pay in advance if taking five consecutive days, and that 

check will be distributed on the last payday preceding vacation. To be paid in advance, 

employees must notify their immediate supervisor one week before vacation begins so 

that a check can be prepared. 

 If a paycheck is lost or stolen, notify Human Resources or the Finance Department 

immediately. 

 

10.7 Credit Union 

 

All employees shall be entitled to participate, by payroll deduction and at no cost to HAGC, in the ABCO 

and South Jersey Public Employees Federal Credit Union.  To participate, the employee shall file an 

application with ABCO or South Jersey Federal Credit Union.   
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10.8 Salary Deduction Policy for Exempt Employees 

 

The FLSA, cited above, provides an exemption from both minimum wage and overtime pay for 

employees employed as bona fide executive, administrative, professional and outside sales employees.  

The FLSA also exempts certain computer employees. To qualify for exemption, employees generally 

must meet certain tests regarding their job duties and be paid on a set salary basis, (receives a 

predetermined amount of compensation each pay period on a weekly, or less frequent, basis) as 

determined by federal law. Job titles do not determine exempt status. In order for an exemption to apply, 

an employee’s specific job duties and salary must meet the requirements of the FLSA and Department of 

Labor’s regulations. 

 

Circumstances in Which the Employer May Make Deductions from Pay 

 

Deductions from pay are permissible when an exempt employee: is absent from work for one or more full 

days for personal reasons other than sickness or disability; for absences of one or more full days due to 

sickness or disability if the deduction is made in accordance with a bona fide plan, policy or practice of 

providing compensation for salary lost due to illness; to offset amounts employees receive as jury or 

witness fees, or for military pay; or for unpaid disciplinary suspensions of one or more full days imposed 

in good faith for workplace conduct rule infractions. Also, HAGC is not required to pay the full salary in 

the initial or terminal week of employment; for penalties imposed in good faith for infractions of safety 

rules of major significance, or for weeks in which an exempt employee takes unpaid leave under the 

Family and Medical Leave Act. In these circumstances, either partial day or full day deductions may be 

made. If you believe that an improper deduction has been made to your salary, you should immediately 

report this information to Human Resources.  

10.9 Timekeeping Rules for Non-Exempt Employees 

 

In accordance with the FLSA, as described above, non-exempt employees are required to comply with the 

timekeeping rules below.  

 

 Employees must keep an accurate record of all work hours in the manner designated by HAGC 

(e.g., handwritten time card, time clock, timekeeping computer program, etc).  

 

 Employees must review the accuracy of their time records before submitting them to a supervisor 

for processing.  If you need to make a change on your time records to correct an error, make the 

correction before you submit it for processing.  When signing and submitting time records, 

employees are certifying that they are complete and that they accurately reflect all hours worked.   

 

 Employees are responsible for maintaining their own time records.  Do not allow another 

employee to sign in/out for you, and do not sign in/out for any other employee.  Do not tamper 

with timekeeping equipment. 

 

 Enter the exact time that you begin and end working on your time records.  Record all breaks 

during which you are completely relieved from work duties if they exceed 20 minutes, including 

meal breaks.  You should not be performing any work during your recorded breaks, as these 

entries may be deducted from your total work hours as non-compensable time off. 

 

 You must obtain your immediate supervisor's approval before working over and above your 

regularly scheduled work hours.  This includes time incurred before or after your regular shift, 

during unpaid meal breaks, or after hours at your home or another off-site location.  If you do 
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perform any work outside of your regularly scheduled hours, you should record the time 

accurately on your time records.  

 

 Your time records should include entries for time spent at mandatory, job-related training 

programs, lectures, or meetings.    

 

 Do not carry over hours of work from one day to the next, or from one week to the next.  Your 

time records should reflect the exact hours worked for each day indicated.  

10.10 Special Circumstances for State and Local Employees 

Under certain prescribed conditions, employees of state and local government agencies may receive 

compensatory time off at a rate of not less than one and one-half hours for each overtime hour worked 

instead of cash payment for overtime.  Among other things, the regulations governing the use of 

compensatory time off (comp time) impose limitations on the accrual of comp time, conditions regarding 

the use of accumulated comp time, and requirements for “pay outs” of unused comp time.    

All compensatory time accrued must be used by the end of the calendar year in which it is accrued unless 

an exception is made by the Executive Director.  All compensatory time must be approved by completing 

a Paid Time Off Request form before the compensatory time may be utilized.  You may get a Paid Time 

Off Request form from your immediate supervisor or Human Resources. 

10.11 Work Eligibility Records 

 

The federal government requires that no later than the first day of employment the employee must 

complete an employment eligibility verification form (I-9 Form), and show HAGC documentation 

proving their identity and eligibility to work in the United States.   

 

If you have previously worked for HAGC, you need only provide this information if it has been more 

than three years since you last completed an I-9 Form for HAGC or if your current I-9 Form is no longer 

valid.   

 

I-9 Forms are maintained separately from other personnel records and are treated as confidential to the 

extent possible.   

 

10.12 Child Support Reporting Requirements 

 

Federal and state laws require HAGC to report basic information about new employees, including the 

employee’s name, address, and social security number to a state agency designated as the State Directory 

of New Hires.  The state collects this information in an effort to enforce child support orders.  Please be 

advised that if the state determines that you owe child support, it will send HAGC an order requiring 

HAGC to withhold money from your paycheck to pay your child support obligations.  HAGC is required 

to comply with such orders as a matter of federal and state law.  
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11 LEAVE 

11.1 Bereavement Leave 

A. Employees shall be entitled to three (3) days leave (with pay) per incident for a death in 

the immediate family, as defined in Subparagraph C(1) below. 

B. Employees shall be entitled to two (2) days leave (with pay) per incident for a death in 

the family, as defined in Subparagraph C(2) below. 

C. Employees shall be entitled to the use, without penalty, of two (2) sick days per  

incident for a death of a relative other than those enumerated in Subparagraphs (1) and 

(2). 

(1) a. Mother   (2) a. Sister 

     b. Father        b. Brother 

     c. Spouse        c. mother-in-law 

     d. Child        d. father-in-law 

     e. Foster child       e. Grandmother 

     f. Stepchild       f. Grandfather 

     g. Stepmother       g. Grandchild 

h. Stepfather  

  

D. At the request of the employee and at the discretion of the Executive Director, an 

employee may, in connection with the death of a Subparagraph C(1) individual, request 

an additional two (2) days bereavement leave, to be charged against sick leave.   

E. At the request of the employee and at the discretion of the Executive Director, an 

employee may, in connection with the death of a Subparagraph C(2) individual, request 

an additional three (3) days bereavement leave, to be charged against sick leave. 

11.2    Impact of Unpaid Leave on Health and Retirement 

 

Leaves of Absence without pay affect the health plan and retirement plan in accordance with the rules and 

regulations of the New Jersey Division of Pensions. 

11.3   Procedure for Requesting Unpaid Leave 

 

All requests for unpaid leave made by an employee shall be submitted to the Executive Director or his/her 

designee in writing for approval at least thirty (30) days in advance and must be approved prior to taking 

the unpaid leave time. The Executive Director may deny such requests if circumstances warrant same.  

 

11.4    Family and Medical Leave Rights 

 

Basic Leave Entitlement 

 

Employees may be eligible for an unpaid family and medical leave under the federal Family and Medical 

Leave Act (“FMLA”).  Employees also may be eligible for family and/or medical leave pursuant to the 

New Jersey Family Leave Act (“FLA”).  In order to be eligible for such leave, employees must have: one 

(1) year of service with HAGC; and, at least 1,000 hours of work (for New Jersey leave) and 1,250 hours 

of work (for Federal leave) during the previous twelve (12) months and is employed at a worksite where 

50 or more employees are employed by the employer within 75 miles of the worksite (for Federal leave). 

Eligible employees may receive up to twelve (12) weeks of leave per year (FMLA) or twelve (12) weeks 

every twenty-four (24) months (FLA). 
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 “Eligible” employees may be eligible for leave for the following reasons: 

 

 For incapacity due to pregnancy, prenatal medical care or child birth; 

 To care for the employee’s child after birth, or placement for adoption or foster care; 

 To care for the employee’s spouse, son or daughter, or parent, who has a serious health condition; or 

 For a serious health condition that makes the employee unable to perform the employee’s job. 

 

Military Family Leave Entitlements 

 

Eligible employees with a spouse, son, daughter, or parent on covered active duty or called to covered 

active duty status in the Armed Forces (including the National Guard or Reserves) may use their 12-week 

leave entitlement to address certain qualifying exigencies. Qualifying exigencies may include attending 

certain military events, arranging for alternative childcare, addressing certain financial and legal 

arrangements, attending certain counseling sessions, and attending post-deployment reintegration 

briefings. 

 

FMLA also includes a special leave entitlement that permits eligible employees to take up to 26 weeks of 

leave to care for a family member who is a covered service member during a single 12-month period.  

 

A covered service member is: 

 

 A member of the Armed Forces (including a member of the National Guard or Reserves) who is 

undergoing medical treatment, recuperation, or therapy, or is in outpatient status, or is on the  

temporary retired list, for a serious injury or illness.  

 

 A veteran who is undergoing medical treatment, recuperation or therapy, for a serious injury or illness 

and who was a member of the Armed Forces (including the National Guard or Reserves) at any time 

during the five years preceding the date of medical treatment, recuperation or therapy. 

 

A serious injury or illness is: 

 

 In the case of a member of the Armed Forces (including a member of the National Guard or 

Reserves), an injury or illness that was incurred by the member in the line of duty on active duty in 

the Armed Forces (or existed before the beginning of the member’s active duty and was aggravated 

by service in the line of duty on active duty in the Armed Forces) that may render the member 

medically unfit to perform the duties of the member’s office, grade, rank or rating. 

 

 In the case of a veteran who was a member of the Armed Forces (including a member of the National 

Guard or Reserves) at any time during the five years preceding the date of medical treatment, 

recuperation or therapy, a qualifying injury or illness that was incurred by the member in the line of 

duty on active duty in the Armed Forces (or existed before the beginning of the member’s active duty 

and was aggravated by service in the line of duty on active duty in the Armed Forces) that manifested 

itself before or after the member became a veteran. 

 

Benefits and Protections 

 

During FMLA leave, the employer must maintain the employee’s health coverage under any “group 

health plan” on the same terms as if the employee had continued to work.  Upon return from FMLA 

leave, most employees must be restored to their original or equivalent positions with equivalent pay, 
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benefits, and other employment terms. The employee will not continue to accrue vacation, sick or 

personal days for the period of leave under this section. 

 

Use of FMLA leave cannot result in the loss of any employment benefit that accrued prior to the start of 

an employee’s leave. 

 

Definition of Serious Health Condition 

 

A serious health condition is an illness, injury, impairment, or physical or mental condition that involves 

either an overnight stay in a medical care facility, or continuing treatment by a health care provider for a 

condition that either prevents the employee from performing the functions of the employee’s job, or 

prevents the qualified family member from participating in school or other daily activities. 

 

Subject to certain conditions, the continuing treatment requirement may be met by a period of incapacity 

of more than three consecutive calendar days combined with at least two visits to a health care provider or 

one visit and a regimen of continuing treatment, or incapacity due to pregnancy, or incapacity due to a 

chronic condition.  Other conditions may meet the definition of continuing treatment. 

 

Use of Leave 

 

An employee does not need to use this leave entitlement in one block. Leave can be taken intermittently 

or on a reduced leave schedule when medically necessary.  Employees must make reasonable efforts to 

schedule leave for planned medical treatment so as not to unduly disrupt the employer’s operations. Leave 

due to qualifying exigencies may also be taken on an intermittent basis. 

 

Substitution of Paid Leave for Unpaid Leave 

 

Employees may choose or HAGC may require use of accrued paid leave while taking FMLA leave. In 

order to use paid leave for FMLA leave, employees must comply with HAGC’s normal paid leave 

policies. 

 

Employee Responsibilities 

 

Employees must provide 30 days advance notice of the need to take FMLA leave when the need is 

foreseeable. When 30 days notice is not possible, the employee must provide notice as soon as practicable 

and generally must comply with HAGC’s normal call-in procedures. 

 

Employees must provide sufficient information for HAGC to determine if the leave may qualify for 

FMLA protection and the anticipated timing and duration of the leave. Sufficient information may include 

that the employee is unable to perform job functions, the family member is unable to perform daily 

activities, the need for hospitalization or continuing treatment by a health care provider, or circumstances 

supporting the need for military family leave. Employees also must inform HAGC if the requested leave 

is for a reason for which FMLA leave was previously taken or certified. The period of leave must be 

supported by a physician’s certificate. Employees also may be required to provide a certification and 

periodic recertification supporting the need for leave. 

 

Employer Responsibilities 

 

HAGC must inform employees requesting leave whether they are eligible under FMLA. The notice must 

specify any additional information required as well as the employees’ rights and responsibilities. 
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HAGC must inform employees if leave will be designated as FMLA-protected and the amount of leave 

counted against the employee’s leave entitlement.  If HAGC determines that the leave is not FMLA-

protected, HAGC must notify the employee. 

 

Unlawful Acts by Employers 

 

FMLA makes it unlawful for HAGC to: 

 Interfere with, restrain, or deny the exercise of any right provided under FMLA; 

 Discharge or discriminate against any person for opposing any practice made unlawful by FMLA or 

for involvement in any proceeding under or relating to FMLA. 

 

Enforcement 

 

An employee may file a complaint with the U.S. Department of Labor or may bring a private lawsuit 

against HAGC. 

 

FMLA does not affect any Federal or State law prohibiting discrimination, or supersede any State or local 

law or collective bargaining agreement which provides greater family or medical leave rights. 

FMLA section 109 (29 U.S.C. § 2619) requires HAGC to post the text of this notice. Regulations 29 

C.F.R. § 825.300(a) may require additional disclosures. 
 

For additional information: 1-866-4USWAGE (1-866-487-9243) TTY: 1-877-889-5627 

WWW.WAGEHOUR.DOL.GOV 

 

U.S. Department of Labor/Employment Standards Administration/Wage and Hour Division 

11.5   New Jersey Paid Leave Law 

 

The state's Temporary Disability Insurance ("TDI") program provides eligible employees with up to six 

weeks of partially paid leave in a 12-month period to care for a seriously ill child, spouse, parent, 

domestic partner or civil union partner or to bond with a new child.  Employees seeking coverage under 

this program are required to file for disability benefits supported by a medical certification when 

applicable.   

 

See attached NJ Temporary Family Disability Leave Policy of HAGC in Appendix B. 

11.6 Jury Duty 

 

Employees are encouraged to serve on jury duty and fulfill their civic obligations. Employees who are 

scheduled for jury duty must provide documentation of the jury duty summons to their immediate 

supervisor immediately.  

 

Employees shall be granted paid leave for actual time served when summoned for jury duty or when 

subpoenaed as a witness in a trial or other legal hearing.  HAGC shall not interfere with an employee's 

statutory obligation to perform jury duty. If excused or released from jury duty, employees are expected 

to return to work promptly. 
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11.7 Time Off From Work In Connection With Court Cases 

HAGC recognizes that an employee might be subpoenaed or otherwise required to serve as a witness in a 

court case or arbitration.  If employees are called to serve as a witness, employees should notify their 

immediate supervisor as soon as possible. 

 

Unless otherwise required by state or local law, employees called to testify will not be paid for the time 

they are away from work as a result of their participation in a court case or arbitration, but may use 

available vacation and personal days to cover their time away from work.   

11.8 Military Leave 

 

The Uniformed Service Employment and Reemployment Rights Act, USERRA, protects the job rights of 

individuals who voluntarily or involuntarily leave employment positions to undertake military service or 

certain types of service in the National Disaster Medical System.  USERRA also prohibits employers 

from discriminating against past and present members of the uniformed services, and applicants to the 

uniformed services. 

 

Reemployment Rights  

 

You have the right to be reemployed in your civilian job if you leave that job to perform service in the 

uniformed services and: 

 

 You ensure that HAGC receives advance written or verbal notice of your service; 

 You have five years or less of cumulative service in the uniformed services while with HAGC; 

 You return to work or apply for reemployment in a timely manner after conclusion of service; and 

 You have not been separated from service with a disqualifying discharge or under other than 

honorable conditions. 

 

If you are eligible to be reemployed, you must be restored to the job and benefits you would have attained 

if you had not been absent due to military service or, in some cases, a comparable job. 

 

Right to be Free From Discrimination  

 

If you: 

 

 Are a past or present member of the uniformed services; 

 Have applied for membership in the uniformed services; or 

 Are obligated to serve in the uniformed services; 

 

then HAGC may not deny you:  

 

 Initial employment; 

 Reemployment; 

 Retention in employment; 

 Promotion; or 

 Any benefit of employment because of this status. 

 

In addition, HAGC may not retaliate against anyone assisting in the enforcement of USERRA rights, 

including testifying or making a statement in connection with a proceeding under USERRA, even if that 

person has no service connection. 
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Health Insurance Protection 

 

 If you leave your job to perform military service, you have the right to elect to continue your 

existing HAGC health plan coverage for you and your dependents for up to 24 months while in 

the military. 

 

 Even if you do not elect to continue coverage during your military service, you have the right to 

be reinstated in HAGC's health plan when you are reemployed, generally without any waiting 

periods or exclusions (e.g., pre-existing condition exclusions) except for service-connected 

illnesses or injuries. 

 

Enforcement  

 

 The U.S. Department of Labor, Veterans Employment and Training Service (VETS) is authorized 

to investigate and resolve complaints of USERRA violations. 

 

 For assistance in filing a complaint, or for any other information on USERRA, contact VETS at 

1-866-4-USA-DOL or visit its website at http://www.dol.gov/vets.  An interactive online 

USERRA Advisor can be viewed at http://www.dol.gov/elaws/userra.htm. 

 

 If you file a complaint with VETS and VETS is unable to resolve it, you may request that your 

case be referred to the Department of Justice for representation. 

 

 You may also bypass the VETS process and bring a civil action against an employer for 

violations of USERRA. 

 

The rights listed here may vary depending on the circumstances. 

 

New Jersey State Law 
 

Additionally, state law provides that employees who are members of the U.S. reserves are entitled to 30 

days of paid leave per year when called to federal active duty.  Employees who are members of the state 

organized militia are also entitled to 90 days of paid leave per year when called to federal or state active 

duty. 

11.9 NJ SAFE ACT “NJ Security & Financial Empowerment Act” 

 

The New Jersey Security and Financial Empowerment Act (“NJ SAFE Act”), P.L. 2013, c.82, provides 

that certain employees are eligible to receive an unpaid leave of absence, for a period not to exceed 20 

days in a 12-month period, to address circumstances resulting from domestic violence or a sexually 

violent offense.  To be eligible, the employee must have worked at least 1,000 hours during the 

immediately preceding 12-month period.  Further, the employee must have worked for HAGC for each 

working day during each of 20 or more calendar workweeks in the then-current or immediately preceding 

calendar year. 

 

Leave under the NJ SAFE Act may be taken by an employee who is a victim of domestic violence as that 

term is defined in N.J.S.A. 2C:25-19, or a victim of a sexually violent offense, as that term is defined in 

N.J.S.A. 30:4-27.6.  Leave may also be taken by an employee whose child, parent, spouse, domestic 

partner, or civil union partner is a victim of domestic violence or a sexually violent offense. 
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Leave under the NJ SAFE Act may be taken for the purpose of engaging in any of the following activities 

as they relate to an incident of domestic violence or a sexually violent offense: 

 

1) Seeking medical attention for, or recovering from, physical or psychological injuries caused by 

domestic or sexual violence to the employee or the employee’s child, parent, spouse, domestic 

partner or civil union partner, 

2) Obtaining services from a victim services organization for the employee or the employee’s child, 

parent, spouse, domestic partner, or civil union partner, 

3) Obtaining psychological or other counseling for the employee or the employee’s child, parent, 

spouse, domestic partner or civil union partner, 

4) Participating in safety planning, temporarily or permanently relocating, or taking other actions to 

increase the safety from future domestic violence or sexual violence or to ensure the economic 

security of the employee or the employee’s child, parent, spouse, domestic partner or civil union 

partner, 

5) Seeking legal assistance or remedies to ensure the health and safety of the employee or the 

employee’s child, parent, spouse, domestic partner, or civil union partner, including preparing for 

or participating in any civil or criminal legal proceeding related to or derived from domestic 

violence or sexual violence; or 

6) Attending, participating in or preparing for a criminal or civil court proceeding relating to an 

incident of domestic or sexual violence of which the employee or the employee’s child, parent, 

spouse, domestic partner, or civil union partner, was a victim. 

 

12 HIPAA  

12.1 HIPAA Privacy and Security Compliance 

 

HAGC is committed to safeguarding and protecting the privacy and security of its applicants', employees' 

and customers' "protected health information" as defined by HIPAA. 

 

"Protected health information" includes individually identifiable information, maintained or transmitted 

through any medium, relating to an individual's past, present, or future physical or mental health or 

healthcare.  Health information is considered “individually identifiable” if it either identifies a person by 

name or creates a reasonable basis to believe the individual could be identified (through identifiers such 

as address, social security number, dates of service, telephone number, email address, or vehicle 

identification number). 

 

It is the policy of HAGC to ensure the confidentiality, integrity, and availability of protected health 

information entrusted to HAGC by its applicants, employees and customers by protecting protected health 

information from unauthorized access, alteration, deletion, or unauthorized transmission and to ensure 

their physical security.  Employees and managers of HAGC cannot at any time access, use, or disclose to 

any person or entity, any protected health information of HAGC's applicants, employees or customers, 

except as necessary and authorized in the course of their duties and responsibilities with HAGC.  

Similarly, employees and managers are prohibited from making any unauthorized transmission, alteration, 

deletion, or unauthorized access of protected health information.  Such unauthorized transmission 

includes, but is not limited to, removing and/or transferring protected health information in HAGC's 

computer system to an unauthorized location.  

 

It is the policy of HAGC to take all reasonable steps to prevent security breaches with respect to protected 

health information and to notify all affected individuals when their protected health information is 

breached.  Employees of HAGC must notify their immediate supervisor of any suspected or actual 
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breaches of protected health information and support HAGC in meeting its obligations in the event a 

breach occurs. 

 

These privacy and security obligations apply regardless of the manner in which the employee or manager 

acquires the protected health information, whether it was communicated verbally, in writing, 

electronically, or in any format, and regardless of whether it was communicated directly to the individual 

or intended for his/her access.   

 

The unauthorized access, use, disclosure, alteration, deletion, or unauthorized transmission of protected 

health information in violation of this policy may subject you to disciplinary action up to and including 

termination of employment.   

12.2 HIPPA Portability Rights 

 

If you should terminate your health plan coverage, you may need to provide evidence of your prior 

coverage in order to enroll in another group health plan, to reduce a waiting period in another group 

health plan, or to get certain types of individual coverage.  This policy describes certain protections 

available to you under the Health Insurance Portability and Accountability Act (HIPAA) when changing 

your health insurance coverage.  If you should have any questions regarding your HIPAA portability 

rights, please contact Human Resources. 

 

Right to get special enrollment in another plan.   Under HIPAA, if you lose your group health plan 

coverage, you may be able to get into another group health plan for which you are eligible (such as a 

spouse's plan), even if the plan generally does not accept late enrollees, if you request enrollment within 

30 days.  (Additional special enrollment rights are triggered by marriage, birth, adoption, and placement 

for adoption.) 

 

Therefore, once your coverage ends, if you are eligible for coverage in another plan (such as a spouse's 

plan), you should request special enrollment as soon as possible. 

 

Prohibition against discrimination based on a health factor.  Under HIPAA, a group health plan may 

not keep you (or your dependents) out of the plan based on anything related to your health.  Also, a group 

health plan may not charge you (or your dependents) more for coverage, based on health, than the amount 

charged a similarly situated individual. 

 

Right to individual health coverage.  Under HIPAA, if you are an "eligible individual," you have a right 

to buy certain individual health policies (or in some states, to buy coverage through a high-risk pool) 

without a preexisting condition exclusion.  To be an eligible individual, you must meet the following 

requirements: 

 

 You have had coverage for at least 18 months without a break in coverage of 63 days or  

more; 

 Your most recent coverage was under a group health plan (which can be shown by your  

Certificate of Group Health Plan Coverage); 

 Your group coverage was not terminated because of fraud or nonpayment of premiums; 

 You are not eligible for COBRA continuation coverage or you have exhausted your  

COBRA benefits (or continuation coverage under a similar state provision); and 

 You are not eligible for another group health plan, Medicare or Medicaid, and do not  

have any other health insurance coverage. 
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The right to buy individual coverage is the same whether you are laid off, fired, or quit your job.  

Therefore, if you are interested in obtaining individual coverage and you meet the other criteria to be an 

eligible individual, you should apply for this coverage as soon as possible to avoid losing your eligible 

individual status due to a 63-day break. 

 

State flexibility.  This policy describes minimum HIPAA protections under federal law.  States may 

require insurers and HMOs to provide additional protections to individuals in that state. 

 

For more information.  If you have questions about your HIPAA rights, you may contact your state 

insurance department or the U.S. Department of Labor, Employee Benefits Security Administration 

(EBSA) toll-free at 1-866-444-3272 (for free HIPAA publications ask for publications concerning 

changes in health care laws).  You may also contact the CMS publication hotline at 1-800-633-4227 (ask 

for "Protecting Your Health Insurance Coverage").  These publications and other useful information are 

also available on the Internet at: http://www.dol.gov/ebsa, the DOL's interactive web pages - Health 

Elaws, or http://www.cms.hhs.gov/hipaa1. 

 

13 EMPLOYEE BENEFITS 

13.1  Employee Benefits Policy 

 

Employees are entitled to a wide range of benefits.  A number of the benefit programs -- such as Social 

Security, workers' compensation, state disability, and unemployment insurance -- cover all employees as 

required by law. 

 

Eligibility for most other benefits depends upon a variety of factors, including employee classification.  

The Human Resource Administrator can identify the programs for which you are eligible.  You can find 

the details of many of these programs in separate written summaries.  For more information, contact 

Human Resources. 

 

All benefit programs require contributions from employees.  HAGC reserves the right to add, amend, 

modify or terminate any employee benefit plans or programs. 

 

 All full-time employees shall be entitled to health benefits on the first day of the month following 

sixty (60) days after said employee's date of hiring.  The healthcare program shall be selected by 

HAGC. 

 All non-Union employees of HAGC shall receive additional medical benefits substantially similar to 

its Union employees, except that HAGC shall contribute on behalf of said non-union employees the 

sum agreed upon in the Union Contract for the applicable year. 

 Should the cost for providing said additional coverage exceed the amount mentioned above, then and 

in that event, each individual employee shall be responsible for payment of the excess with said funds 

to be deducted from the employee’s pay on a pro-rated basis throughout the year. 

13.2 COBRA 

The right to continuation coverage for group health plan benefits was created by a federal law, the 

Consolidated Omnibus Budget Reconciliation Act of 1985 (COBRA). COBRA continuation coverage can 

become available to you when you would otherwise lose your group health coverage.  It can also become  

available to other members of your family who are covered under the group health plan when they would 

otherwise lose their group health coverage. For additional information about your rights and obligations 

under the group plan and under federal law, you should review the plan's Summary Plan Description 

(SPD) or contact Human Resources. 
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What is COBRA Continuation Coverage? 

 

COBRA coverage is a continuation of plan coverage when coverage would otherwise end because of a 

life event known as a "qualifying event." Specific qualifying events are described below.  After a 

qualifying event, COBRA continuation coverage must be offered to each person who is a "qualified 

beneficiary."  You, your spouse, and your dependent children could become qualified beneficiaries if 

coverage under the plan is lost because of the qualifying event. Under the plan, qualified beneficiaries 

who elect COBRA continuation coverage must pay for COBRA continuation coverage. 

 

If you are an employee, you will become a qualified beneficiary if you lose your coverage under the plan 

because either one of the following qualifying events happens: 

 

 Your hours of employment are reduced, or  

 Your employment ends for any reason other than your gross misconduct.  

 

The spouse of an employee will become a qualified beneficiary if he/she loses coverage under the plan 

because of any of the following qualifying events: 

 

 The employee/spouse dies;  

 The employee/spouse's hours of employment are reduced; 

 The employee/spouse's employment ends for any reason other than his or her gross 

 misconduct;  

 The employee/spouse becomes entitled to Medicare benefits (under Part A, Part B, or   

 both); or  

 The individual becomes divorced or legally separated from the employee/spouse. 

 

Your dependent children will become qualified beneficiaries if they lose coverage under the plan because 

any of the following qualifying events happen: 

 

 The employee/parent dies;  

 The employee/parent's hours of employment are reduced;  

 The employee/parent's employment ends for any reason other than his or her gross   

 misconduct;  

 The employee/parent becomes entitled to Medicare benefits (Part A, Part B, or both);  

 The parents become divorced or legally separated; or  

 The child stops being eligible for coverage under the plan as a "dependent child."  

 

Sometimes, filing a proceeding in bankruptcy under title 11 of the United States Code can be a qualifying 

event. If a proceeding in bankruptcy is filed with respect to your employer sponsoring the plan, and that 

bankruptcy results in the loss of coverage of any retired employee covered under the plan, the retired 

employee will become a qualified beneficiary with respect to the bankruptcy. The retired employee's 

spouse, surviving spouse, and dependent children will also become qualified beneficiaries if bankruptcy 

results in the loss of their coverage under the plan. 

 

When is COBRA Coverage Available? 

 

The plan will offer COBRA continuation coverage to qualified beneficiaries only after the Plan 

Administrator has been notified that a qualifying event has occurred. When the qualifying event is the end 

of employment or reduction of hours of employment, death of the employee, commencement of a  
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proceeding in bankruptcy with respect to the employer, or the employee becoming entitled to Medicare 

benefits (under Part A, Part B, or both), the employer must notify the Plan Administrator of the qualifying 

event. 

 

You Must Give Notice of Some Qualifying Events 

 

For the other qualifying events (divorce or legal separation of the employee and spouse or a dependent 

child's losing eligibility for coverage as a dependent child), you must notify the Plan Administrator 

within 60 days, unless the Plan specifically allows a longer notice period, after the qualifying event 

occurs.  

 

How is COBRA Coverage Provided? 

 

Once the Plan Administrator receives notice that a qualifying event has occurred, COBRA continuation 

coverage will be offered to each of the qualified beneficiaries. Each qualified beneficiary will have an 

independent right to elect COBRA continuation coverage. Covered employees may elect COBRA 

continuation coverage on behalf of their spouses, and parents may elect COBRA continuation coverage 

on behalf of their children. 

 

COBRA continuation coverage is a temporary continuation of coverage.  When the qualifying event is the 

death of the employee, the employee's becoming entitled to Medicare benefits (under Part A, Part B, or 

both), divorce or legal separation, or a dependent child's losing eligibility as a dependent child, COBRA 

continuation coverage may last for up to a total of 36 months. When the qualifying event is the end of 

employment or reduction of the employee's hours of employment, and the employee became entitled to 

Medicare benefits less than 18 months before the qualifying event, COBRA continuation coverage for 

qualified beneficiaries other than the employee lasts until 36 months after the date of Medicare 

entitlement. For example, if a covered employee becomes entitled to Medicare 8 months before the date 

on which his employment terminates, COBRA continuation coverage for his spouse and children can last 

up to 36 months after the date of Medicare entitlement, which is equal to 28 months after the date of the 

qualifying event (36 months minus 8 months).  Otherwise, when the qualifying event is the end of 

employment or reduction of the employee's hours of employment, COBRA continuation coverage 

generally lasts for only up to a total of 18 months. (Note: If the qualifying event is the end of employment 

or reduction in hours due to the employee's active military service, alternative continuing coverage may 

be available for up to 24 months under a separate law - the Uniformed Services Employment and 

Reemployment Rights Act.  Ask the Plan Administrator for qualification requirements and additional 

information about this benefit.) There are two ways in which this 18-month period of COBRA 

continuation coverage can be extended: 

 

(1)  Disability extension of 18-month period of continuation coverage 
 

If you or anyone in your family covered under the plan is determined by the Social Security 

Administration to be disabled and you notify the Plan Administrator in a timely fashion, you and your 

entire family may be entitled to receive up to an additional 11 months of COBRA continuation coverage, 

for a total maximum of 29 months. The disability would have to have started at some time before the 60th 

day of COBRA continuation coverage and must last at least until the end of the 18-month period of 

continuation coverage.  You must notify the Plan Administrator of the Social Security Administration’s 

determination within 60 days of the date of the determination.   
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(2)  Second qualifying event extension of 18-month period of continuation coverage 
 

If your family experiences another qualifying event while receiving 18 months of COBRA continuation 

coverage, the spouse and dependent children in your family can get up to 18 additional months of 

COBRA continuation coverage, for a maximum of 36 months, if notice of the second qualifying event is 

properly given to the Plan. This extension may be available to the spouse and any dependent children 

receiving continuation coverage if the employee or former employee dies, becomes entitled to Medicare 

benefits (under Part A, Part B, or both), or gets divorced or legally separated, or if the dependent child 

stops being eligible under the Plan as a dependent child, but only if the event would have caused the 

spouse or dependent child to lose coverage under the Plan had the first qualifying event not occurred.  

You must notify the Plan Administrator of the second qualifying event within 60 days of the date of the 

event.    

 

How much does COBRA continuation coverage cost? 

 

Generally, each qualified beneficiary may be required to pay the entire cost of continuation coverage.  

The amount a qualified beneficiary may be required to pay may not exceed 102 percent (or, in the case of 

an extension of continuation coverage due to a disability, 150 percent) of the cost to the group health plan 

(including both employer and employee contributions) for coverage of a similarly situated plan 

participant or beneficiary who is not receiving continuation coverage.  The required payment for each 

continuation coverage period for each option is described in this notice. 

 

If You Have Questions 

 

Questions concerning your Plan or your COBRA continuation coverage rights should be addressed to the 

contact or contacts identified below: 

 

Human Resource Administrator 

100 Pop Moylan Blvd.  

Deptford, NJ 08096   

856-845-4959 ext. 217 

 

For more information about your rights under ERISA, including COBRA, the Health Insurance 

Portability and Accountability Act (HIPAA), and other laws affecting group health plans, contact the 

nearest Regional or District Office of the U.S. Department of Labor's Employee Benefits Security 

Administration (EBSA) in your area or visit the EBSA website at www.dol.gov/ebsa.  (Addresses and 

phone numbers of Regional and District EBSA Offices are available through EBSA's website.)    

 

13.3 Medical Insurance 

 

HAGC reserves the right to change insurance carriers or plans.  However, the coverage to be provided 

shall be substantially equivalent to the prior plan. 

13.4 Life Insurance 

 

Life insurance is provided to all full time employees at three times the annual salary.  
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13.5 Workers Compensation 

 

Employees who suffer job related injuries and illnesses may be entitled to medical expenses, lost income 

and other compensation under the New Jersey Workers Compensation Act. If you become ill or injured, 

please get medical attention at once.  

 

Employees must also report the details to their immediate supervisor immediately and complete a report 

for every injury, no matter how small, to keep the coverage in force and to get any benefits or other 

compensation to which the employee may be entitled. Failure to do so may jeopardize your claim. 

13.6 Unemployment Compensation 

 

The law provides unemployment compensation benefits to protect workers from economic hardship due 

to a loss of employment.  A terminated employee who is unable to secure new employment may file a 

claim for unemployment compensation.  An employee may be eligible for unemployment compensation if 

he/she was terminated for reasons other than misconduct, as defined by state law.  Generally, employees 

who voluntary resign without “good cause” are not eligible for benefits. 

 

When an employee files a claim for unemployment compensation, HAGC is required to provide a written 

statement detailing the circumstances or reasons for the employee’s termination.  HAGC will also be 

asked whether payment of unemployment compensation is opposed.  The answer provided by HAGC 

may determine the employee’s eligibility for benefits.  If either party disagrees with the initial 

determination with respect to coverage, an appeal can be made.  A formal hearing is held in the event that 

there is an appeal. 

 

14 Vacation & Holidays 

14.1 Holidays 

 

For a schedule of paid holidays, employees must refer to the annual holiday schedule issued by the 

Human Resource Administrator. 

 

A holiday shall be celebrated on the day nationally designated as the day observed.  Holidays which fall 

within an employee's vacation period shall be charged to holiday pay and credit given to unused vacation 

time.        

 

Employees shall receive any holiday, which is declared by the President of the United States or the 

Governor of the State of New Jersey, or as otherwise provided in the Union Contract. 

 

  If a holiday falls on an employee's regular day off, said employee shall be entitled to regular pay for the    

  number of hours normally worked. 

14.2       Personal Days 

 

Employees shall receive three (3) personal days per year, non-cumulative.  No employee shall be entitled 

to a personal day during the first ninety (90) days of employment.  A personal day shall be requested, in 

writing, no later than two (2) working days prior to the personal day requested.  Approval of this request 

may be denied by the Executive Director, or his/her designee, should adequate staff be unavailable to 

cover the shift/work.  In the event of an emergency, an employee may call in to request a personal day, 
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and the two-day notice provision may be waived at the discretion of the Executive Director or his/her 

designee. 

 

In the event that a permanent employee leaves employment by termination or otherwise prior to the end 

of the employee’s first calendar year of employment, and the employee has used more personal days than 

the employee would have been entitled to use based on such days accruing at the rate of 1/3 of one 

personal day per calendar month of employment, then the wages paid for the personal days so used shall 

be deducted from the employee’s last paycheck.    

14.3  Sick Days 

 

Sick leave for purposes herein is defined to mean absence of any employee from duty because of personal 

illness which prevents him or her from doing the usual duties of his or her position or exposure to 

contagious disease. 

 

A. Sick leave may be used for a short period of emergency attendance upon a member of the 

employee’s immediate family (as defined) who is ill and requires the presence of the employee.   

Immediate family shall include spouse or minor child and relatives in the same household. 

B. If an employee is absent for three (3) consecutive working days for any reason, said employee 

shall present proof of illness from employee's doctor stating that he or she is able to resume 

normal duties without restriction. 

C. When an illness of a chronic or recurring nature is causing occasional absences, one proof of 

illness shall be required per thirty (30) day period.  The proof of illness must specify the nature of 

the illness and that it is likely to cause absences from employment during a thirty (30) day period. 

D. Failure to provide medical evidence will result in denial of sick leave benefits, and the time 

involved during which the employee was absent shall be charged against vacation time.  HAGC  

reserves the right to have the employee examined by a physician of HAGC’s choice when an 

apparent pattern of leave abuse exists, to ascertain whether or not such employee is in fact ill and 

unable to perform his or her duties.  Should the employee refuse to submit to an examination, or 

after the examination it is determined that such employee could have performed his or her regular 

duties, then HAGC shall charge the absence against the employee's accrued vacation leave.  If 

there is no vacation leave accrued, the employee will not be compensated for this period, and the 

employee shall be considered absent without leave and subject to applicable disciplinary action. 

E. Any violation of Sections C, D, or E above may result in the disallowance of sick leave and 

possible further disciplinary action. 

F. No employee shall be entitled to any sick time unless he or she has been employed by HAGC for 

ninety (90) consecutive days.  At the end of ninety (90) consecutive days of employment, said 

employee shall be entitled to sick leave, retroactive to the date of commencement of his or her 

employment accrued. 

G. If an employee has exhausted all sick leave, then at the employee's option, said employee shall 

use vacation time.  However, sick leave shall not be construed as vacation.  

H. At the end of each calendar year, each employee shall have the option to accrue all unused sick 

leave or to sell back to HAGC one-half of such unused sick leave, not to exceed six (6) days per 

year.  HAGC will buy back sick time in full-day increments only.  At no time will sick time fall 

below one (1) full day as a result of the employee choosing the sick time buy back option.  

Payment of any unused sick time sold back to HAGC shall be paid to the employee on the second 

pay period of November at the current hourly rate of pay in effect at the time of payment.  In no 

event shall HAGC  be obligated to pay more than fifty percent (50%) of accumulated sick leave 

at the time of retirement or termination. 
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All employees shall be entitled to the following sick leave:   

 

Sick        Year 1                     10 days 

                Year 2 plus            15 days 

 

14.4 Vacation 

 

A.  Full-time employees of HAGC shall be entitled to the following annual vacation with pay: 

 

                Year 1                    6 days 

                Year 2 - 5             10 days 

                Year 5 - 7             15 days 

                Year 7 - 20           20 days 

                Year 20 plus         25 days 

 

Eligible employees working fewer than 37.5 hours per week shall receive vacation leave on a prorated 

basis based on their regular work week. 

 

B. All employees shall file a written request for annual vacation leave.  The request shall be on a 

form provided by HAGC and shall be delivered to the Executive Director or his/her designee at 

least fifteen (15) days prior to the proposed start of said leave when said leave is for five (5) 

working days or more, and at least five (5) working days prior to the proposed start of said leave 

when said leave is for fewer than five working days, except in the case of an emergency, when 

less notice may be permitted in the discretion of the department head.   

C. Where in any calendar year the vacation leave or any part thereof is not used, such vacation 

periods shall be granted and shall accrue during the next succeeding year only or shall be lost. 

D. Upon termination of employment, an employee shall be paid for all accumulated vacation at the 

hourly rate of pay in effect at the time of termination. 

E. Departments must be adequately staffed to serve the needs of HAGC at all times, generally 

requiring that no more than thirty (30%) of workers per department be absent at any one time.  
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Acknowledgment 

 

I acknowledge that I have received the HAGC Personnel and Travel Policy and that I have read and 

understand the policies.   

 

I understand that this Personnel and Travel Policy represents only current policies and benefits, 

and that it does not create a contract of employment.  HAGC retains the right to change these policies 

and benefits, as it deems advisable. 

 

Unless expressly proscribed by statute or contract, my employment is "at-will."  I understand that I have 

the right to terminate my employment at any time, with or without cause or notice, and that HAGC has 

the same right.  I further understand that my status as an "at-will" employee may not be changed except in 

writing and signed by the Executive Director. 

 

I understand that the information I come into contact with during my employment is proprietary to HAGC 

and accordingly, I agree to keep it confidential, which means I will not use it other than in the 

performance of my duties, or disclose it to any person or entity outside HAGC.  I understand that I must 

comply with all of the provisions of the Personnel and Travel Policy to have access to and use HAGC 

resources.  I also understand that if I do not comply with all provisions of the Personnel and Travel 

Policy, my access to HAGC resources may be revoked, and I may be subject to disciplinary action up to 

and including termination. 

 

I further understand that I am obligated to familiarize myself with HAGC's safety, health, and emergency 

procedures as outlined in this Personnel and Travel Policy or in other documents. 

 

 

 

 

 

__________________________________                          _______________________ 

                         Signature                          Date  

 

 

   

 

____________________________________   

                        Print Name    

 

 

 

 

 

 
 









HOUSING AUTHORITY OF GLOUCESTER COUNTY 
 

SALARY ALLOCATION POLICY 
 
 

 
 

General: 
 
It is the purpose of this policy to provide a manner in which to distribute/allocate workers’ salaries and 
fringe benefits among the various programs within the Housing Authority.  The primary objective is to 
charge each program logically, equitably and unambiguously their share of salaries along with payroll 
taxes and benefits in correlation to the time worked on the programs. 
 
The Office of Management and Budget (OMB) has issued new requirements concerning the recording of 
salaries and benefits.  2 CFR 200.430(i) “Compensation – personal services” states that “Charges to 
Federal awards for salaries and wages must be based on records that accurately reflect the work 
performed.”  Various methodologies are permitted to arrive at the allocations; however there should be 
appropriate documentation to support allocations made.   This policy provides for those methodologies 
along with the requiring of documentation to support it. 
 
When an employee is assigned primarily to one project or program, then subsequently their paid time 
off, proportionate taxes and benefits are charged to that same project.   Consequently, if an employee is 
assigned to more than one project or program, their paid time off, proportionate taxes and benefits are 
distributed in the same allocation as their work. 
  



PROJECT ASSIGNMENTS: 
 
For Staff assigned duties from their supervisor, the supervisor will need to submit a project assignment 
form identifying the effective date, the employee(s), and the percentage of time, if any, that each 
employee is assigned to each project.  Supervisors submitting such assignments shall be required to sign 
all submissions. 
 

 

 
 

John Doe 100% 



SPECIALIZED EMPLOYEE ALLOCATIONS: 
 
 
Accounts Receivable--   The allocation is based on the distribution of rent collections/rent charges/rental 
units per project managed. 
 
Accounts Payable --  The allocation is based on the distribution of checks written per project/program. 
 
Purchasing --  The allocation is based on the POs  and RFP/Bids generated per project/program.  With 
the RFP/Bids given 5 times more weight due to:  

1. Advertising  
2. Compiling all components of the RFP or Bid 
3. Reviewing Bids along with regulatory compliance 
4. Organizing Contract paperwork & Set-up Contract Record  
5. Ongoing Monitoring 

 
MIT/IT Personnel --  The allocation is based on program computers in operation by staffed employees 
and the projects they represent. 
 
Property Management --  The allocation is based on the units per project which they manage. 
 
Occupancy Specialist --  The allocation is based on the units per project, with special weight given to the 
additional work for files that have additional oversight and administrative functions involved.  
 
Human Resources--  The allocation is based on the entire HAGC staff’s percentage allocated to the 
projects/programs. 
 
Administrative Personnel--  The allocation is based on the distribution of Available Units both 
“Administered” in the Section 8 Programs and those “Managed” in all projects by the HAGC.  Certain 
weight shall be factored into the calculation to account for the additional overhead and direct time 
utilized in Managed projects over and above the Section 8 programs.  These items include among 
others:  Routine Maintenance, Energy Management, Structural Management (Capital Grants and 
Replacement Reserves), Tenant Collections, etc….   Consideration will also be given to projects with 
additional administrative burdens dealing with the NJHMFA, such as required prior contract approvals, 
purchase approvals, insurance approvals , as well as additional reporting.  In addition a factor will be 
added for Tenant Support, which encompasses the overall administration and reporting for programs 
such as ROSS and Congregate for the benefit of the tenants. 
 
The Administrative staff in this category includes the Executive Director, Financial staff, Assistant to the 
Executive Director and Administrative personnel.  
A quarterly review of the time and corresponding payroll expenses allocated shall be performed by the 
Finance Director and /or designee with the Administrative Staff. 

 
 
 
 
 



 
 
 
TIME SURVEYS: 
 
For those employees who are not assigned to projects or programs and an allocation plan cannot be 
determined, they may be required to keep track of their daily time on a Daily Time Survey form. 
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