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INTRODUCTION 
 
 The Rockford Housing Commission in extending services to its residents 
acknowledges that the well being of its employees is essential in maintaining a high 
standard of operation.  A sound Management/Employee relationship makes it 
possible for the Commission and its employees to develop and provide quality 
tenant services in the development.  The procedures set forth in this policy are 
intended to establish an efficient, equitable, and functional system of Personnel 
Administration based on principles, which shall govern employment, and other 
related matters. 
 
 Employment by Rockford Housing Commission is “at will”. This means that 
either Rockford Housing Commission or you (the employee) may terminate 
employment at any time without cause, reason or notice. The description of current 
policies should not be construed as a contract of employment or as a statement 
that these policies will not change. Continued employment of an individual shall be 
at the will of Rockford Housing Commission and it’s Board of Commissioners, 
subject only to the applicable laws forbidding discrimination.  
 
 

STATEMENT OF NON- DISCRIMNATION 
 

 Rockford Housing Commission will not discriminate against any employee or 
applicant on the basis of race, color, religion, sex, national origin, physical or 
mental handicap, political belief, marital status, familial status, age, height, weight 
or sexual orientation.  Rockford Housing Commission complies with all Equal 
Opportunity and American with Disabilities Act laws and regulations in the areas of 
hiring, compensation, benefits and promotion.  
 
 

ORGANIZATION 
 

The commissions Executive Director is appointed by the Board of commissioners. 
S/he shall have the general supervision over the administration of the business and 
affairs of the Commission in accordance with the by-laws. The position description 
of the Executive Director and job descriptions of each of the other approved 
employee classifications shall be on file in the management office.  
 
According to Rockford Housing Commission By-laws, the compensation package of 
the Executive Director is determined by the Board of Commissioners. As such, the 
fringe benefits offered him/her may differ from those contained herein, regulating 
hired employees.  
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PERSONNEL ADMINISTRATION 
 

1.      AUTHORITY 
 
The Rockford Housing Commission shall be the ultimate policymaking 
authority in matters pertaining to Personnel. 

 

The Board reserves the right to amend this policy at any time and such   
amendments may apply to any current employee and may be applied 
retroactively. Any amendment to this policy shall be discussed and voted in 
at a special or regular meeting of the board. All current employees and any 
past employees who may have been affected by the change shall have 30 
days notice of such meeting and shall have the right to be heard.  
 
Any amendment shall be for good cause only, and the reason for the 
amendment must be stated in the meeting. At no time shall any amendment 
violate any state or federal law, nor shall any amendment or policy 
impermissibly discriminate against any particular employee. 
 
Authority to appoint, suspend, separate or to take other appropriate 
personnel action, and the primary responsibility of enforcement of the 
provisions and purposes of this personnel policy shall be vested in the 
Executive Director 

 
2.         ADMINISTRATION 
 

The Rockford Housing Commission Board of Directors will name an Executive 
Director who shall have general supervision over the administration of the 
business affairs of the Commission’s personnel policies on a day to day basis.  
The Executive Director may exercise discretion within the personnel policies, 
but may not contradict or avoid the personnel policies.  Ambiguities in the 
policies shall be resolved by the Board of Commissioners at a regular or 
special meeting. 

 
3.      BASIC PRINCIPLES 

 
A. Merit System 

 
The recruitment, employment and advancement and all actions affecting 
employees shall be based solely on their relative ability, knowledge, and 
skills, including open consideration of qualified applicants for initial 
appointment. 
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B. Selection of Applicants 
 
Persons desiring employment shall file a written application to the 
Commission office, specifying their qualifications, experience, education, 
references and other necessary information that may be required. The 
Housing Commission may require an applicant to appear for an oral 
interview to gain additional information and to further evaluate training, 
experience, skills, etc... 

 
There shall be no discrimination against employees and applicants for 
employment on the basis of race, creed, color, national origin, sex, familial 
status, marital status, political status, age, weight, height, or sexual 
orientation.   

 
        PROBATIONARY PERIOD 

 
All employees of the Housing Commission, whether full or part-time, shall be 
on probation for (90) ninety calendar days of continuous employment 
following the first day of work for the Commission. All promotional 
appointments shall be tentative and subject to a probationary period of sixty 
(60) calendar days.  

 
The initial probationary period of ninety (90) calendar days shall be utilized 
by the Commission as an opportunity to observe the performance, to train 
and aid the employee in adjustments to the work assigned and to reject any 
employee whose work performance fails to meet the required work 
standards. 
 
The promotional probationary period shall be utilized by the Commission as 
an opportunity to observe the promoted employee’s performance, to train 
and aid the promoted employee in the work assigned and to rescind the 
promotion of any employee whose work performance fails to meet the 
required work standards. 

 
An employee who is demoted or dismissed during the initial probationary 
period shall not have the right to appeal such action under the Grievance 
Procedure. 

 
Leave time will not accrue until the successful completion of the 
probationary period. 
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The Executive Director is charged, by the Housing Commission, with insuring    
the fair administration of the Commission’s Personnel Policy. 

 
At any time during the initial probationary period, the 
Commission may demote or dismiss an employee without cause.  

 
C. PHYSICAL EXAMINATION AND DRUG TESTING 
 
As part of the Housing Commission’s employment procedures, an applicant is 
required to undergo a pre-employment medical examination that includes 
drug screening, conducted by a physician designated by the Housing 
Commission.   A drug screening will be conducted to assure, to the greatest 
extent possible, that the Housing Commission provides a drug-free 
workplace for employees and program participants.  Any offer of 
employment that an applicant received from the Housing Commission is 
contingent upon, among other things, satisfactory completion of this 
examination and a determination, by the Housing Commission and its 
examining physicians that the applicant is capable of performing the 
responsibilities of the position that has been offered. 

 
D. CRIMINAL HISTORY REPORT:   
 
A Criminal History Report will be run on all prospective employees and if a 
felony or drug conviction exists, the decision to employ the applicant will be 
made at a Board of Commissioners meeting.           

 
E. NON-DISCRIMINATION 

 
Fair treatment of applicants and employees in all aspects of Personnel 
Administration without regard to political affiliation, race, color, national 
origin, sex, religious creed, age, or handicap, and with proper regard for 
their privacy and Constitutional Rights as citizens, is assured.  This fair 
treatment principle includes compliance with the Federal Equal Employment 
Opportunity and Non-discrimination laws. 

 
F. HARASSMENT 
 
Any employee who is subjected to any on-the-job harassment based on sex, 
race, or any other factor, or believes they have been treated in an unlawful 
or discriminatory manner, should immediately report the incident to his/her 
supervisor or the Executive Director who will undertake an investigation.  
The employee’s complaint will be kept confidential to the maximum extent 
possible. 
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If the Housing Commission determines that an employee is guilty of 
harassing another employee, appropriate disciplinary action will be taken 
against the offending employee. 
 
The Rockford Housing Commission prohibits any form of retaliation 
against any employee for filing a bona-fide complaint under this policy or 
for assisting in a complaint investigation.  However, if, after investigation, 
the Housing Commission determines that the complaint is not bona-fide 
or that an employee has provided false information regarding the 
complaint, disciplinary action may be taken against the individual who 
filed the complaint or who gave false information. 

 
G. NEPOTISM 

 
Rockford Housing Commission hiring procedures afford a fair and equal 
opportunity for employment. Consistent with local public practice, state 
and local laws and Section_____ of the ACC, Rockford Housing 
Commission policy does not prohibit the hiring or appointment of spouses 
or relatives of the commission’s employees. The Board of Commissioners 
voted on at the 03/28/2012 meeting to have a stipulation stating  
Only one relative in any family could be employed and that, that person        
could not be supervised by the family member.  

 
H. OUTSIDE EMPLOYMENT 
 

Employees may accept outside employment or may engage in 
professional proprietary activities for profit, during times other than 
normal duty hours, provided there is no interference with their total 
responsibilities to the Housing Commission, also provided such activities 
are conducted with no involvement of Commission-owned equipment, 
materials, or personnel.  In the event any such activities/outside 
employment results in substantial conflict of interest, neglect or 
interference with the employees responsibilities to the Housing 
Commission, or would involve bringing discredit to the Housing 
Commission, the Housing Commission will require that activity be totally 
curtailed. Any plans for such activity/outside employment must be 
reported to the Director prior to involvement. 

 
J.  SOLICITATION 
 

No peddling, solicitation, or sales for charitable purposes or any other   
reason shall be allowed among or by Commission employees during 
working hours, unless specifically approved by the Executive Director. 
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K.  USE OF COMMISSION PROPERTY 

 
A. Any employee found responsible for damage to or loss of Commission   
property through negligence or abuse, shall be subject to disciplinary 
action and may be required to reimburse the Commission for such 
damage or loss.  No Commission equipment, facilities, materials or 
supplies shall be used by any employee for his/her personal use or 
activities without consent from the Director. 
 
B. Employees must return all property of Rockford Housing Commission 
that has been issued to them or in their possession or control upon 
termination of their employment (voluntary or otherwise). Rockford 
Housing Commission property includes vehicles, keys, cell phones, tools, 
computers, printers, software, disks, tenant information, other 
documentation etc. Where permitted by applicable laws, the Rockford 
Housing Commission may withhold the employees paycheck for the cost 
of any property not returned when required. RHC may also take all action 
deemed appropriate to recover or protect its property.  

 
   L. HEALTH AND SAFETY 

 
Employees shall be provided safe, sanitary and healthful working   
conditions. Employees shall also be covered by Workman’s 
Compensation Insurance. All safety rules and directives shall be adhered 
to by all employees at all times. Proper safety equipment necessary to 
perform a job within the job description will be provided at no cost to 
the employee by the Commission. 

 
  M. CONFIDENTIALITY 
 

It is the policy of Rockford Housing Commission to ensure that the 
operations, activities, and business affairs of Rockford Housing 
Commission and the residents, applicants, or other program participants 
are kept confidential to the greatest extent possible. If, during the 
course of their employment, employees acquire confidential information 
about RHC’s residents, applicants, or other program participants, such 
information is to be handled in strict confidence and not to be discussed 
with anyone. Employees are also responsible for the internal security of 
such information.  

 
Employees found to be violating this policy are subject to 
disciplinary action, up to and including termination, and may also 
be subject to civil and/or criminal penalties for violations.  
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N. DRIVERS LICENSE 
 

A valid driver’s license will be required for presentation for those 
employees who are required to drive Rockford Housing Commission 
vehicles or to attend meetings or other activities as a represenitive of the 
Rockford Housing Commission. Employees who are required to possess a 
valid Michigan driver’s license must notify the ED immediately should their 
driver’s license ever be revoked, suspended, expired, etc. Such loss could 
result in termination. Rockford Housing Commission will request a copy of 
all renewed driver’s license for the personal files.  

 
 
4. ORGANIZATION 
 

A. FLOWCHART 
 

 
 

 
 
 

 
    

 
 

 

 

 
 
 
 

BOARD 
OF 

COMMISSIONERS 
 

 

EXECUTIVE 
DIRECTOR 

MAINTENANCE 
SUPERVISOR 

ADMINISTRATIVE 
SUPPORT 

STAFF 

CUSTODIAL 
PERSONNEL 



 8 

 
 
 
4. ORGANIZATION (Continued 
 
 

 A.  JOB DESCRIPTION 
 
The job description of the Executive Director and all of the other Commission 
employees shall be on file at the Commission office at all times.  All 
employee Job Descriptions shall be approved by the Housing Commission. 
The Housing Commission will reserve the right to amend a job description by 
vote of the Board of Commissioners.  

 
C.  DELEGATION OF AUTHORITY 

 
Every employee shall be given the authority to perform his/her assigned 
duties, within the job description and within the scope of this policy. 

 
D.  EMPLOYEE RECORDS 

 
The Executive Director shall be responsible for maintaining records on each 
employee to include pertinent personnel data such as name, address, 
telephone number, job description, and current salary.  Records shall also 
include information relative to completion of training programs, professional 
designations, awards, employee evaluations, with attachments and any other 
data which may impact the employment status of the employees. To ensure 
that your personnel file is up-to-date and accurate at all times, you must 
notify the ED of any changes in your name, telephone number, home 
address, marital status, dependants, and the individuals to notify in case of 
emergencies. Any such notifications of changes are to be made in writing 
and delivered to the ED within fourteen (14) days of any such change.  

 
E.  EMPLOYEE RECORD REVIEW 

 
All employees’ records shall be for official use only and shall not be made 
available to public use.  Any individual employee is entitled to review his/her 
employee records, as provided by the Bullard-Plawecki Right to Know Act, by 
submitting a written request to the Executive Director, specifying the 
material the employee wishes to review.  The Executive Director, or his/her 
designee, shall respond, in writing, to the employee and provide the 
personnel material requested within three (3) working days of the 
employee’s written request. 
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  5.   COMPENSATION 

 
A. PLAN 

 
The Housing Commission will operate under a uniform and equitable 
compensation plan.  Rates of pay will be determined with regard to the 
duties or responsibilities of each job description and the ability to perform 
the task therein. 

 
The compensation of all employees will be fixed by the Executive Director 
and will be determined based on factors such as education, experience, 
ability, performance, and relative effectiveness in the interpretation of and 
the administration of the regulations governing Public Housing programs. 
The compensation rates of all employees will be reviewed annually and 
adjustments will be recommended based on the yearly budget allowances.  
HUD will determine the increases for Maintenance/Custodial staff when 
appropriate, using the HUD Maintenance Wage Rate schedule.  

 
 

B. HOURS OF WORK 
 

Full Time Employees- A regular work week shall consist of (40) hours. The 
pay period work week for Rockford Housing Commission will consist of 
Sunday through Saturday. The payday will be every Monday unless the 
payday falls on a holiday then payday will fall on the following day. Payroll is 
processed by Rockford Housing Commission.  
 
An accurate time and attendance report must be maintained by each 
employee, checked and initialed by the Maintenance Superintendent (for 
his/her staff). The executive Director will monitor supervisory time and 
attendance records and will review all time and attendance records of all 
employees.  
 
Maintenance staff workday shall be necessary to provide adequate coverage 
of the maintenance operations.  
 
Overtime hours shall be avoided as much as possible but may be required in 
the interest of “efficient operation”, or in case of an emergency. Maintenance 
employees are subject to the “Contract Work Hours and Safety Standards 
Act”, which requires the payment of time and one half in excess of 40 hours 
in one week.  
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An employee specifically called back to work after leaving the premises 
following the completion of their shift or called into work prior to starting  
their shift, will receive a minimum of three (3) hours pay at time and one 
half (1 ½) of their regular hourly rate.  
 
With the exception of emergencies affecting the health, safety, or welfare of 
the Commission and tenants, all maintenance overtime must be approved by 
the Executive Director or his/ her designee in advance.  
 
“Salaried” employees shall not be compensated at the premium pay (one 
and one-half) for overtime worked.  
 
Part Time Employees- The employees working in a part time position shall 
not exceed 30 hours per work week. The pay period work week for part time 
employees of Rockford Housing Commission will consist of Sunday through 
Saturday with a payday on Monday. If the payday Monday falls on a Holiday, 
the payday will be the following day.  
 
The Custodial Position shall be considered a part time position and a regular 
work week shall consist of twenty five (25) hours in accordance with the 
Rockford Housing Commission annual budget. The Part time custodial staffs 
regular work week hours are Monday through Friday. This limitation shall not 
prohibit occasional instances of employment for more then 25 hours per pay 
period, provided that compensation for such additional hours shall be on a 
“straight time” basis and provided further that such additional hours are first 
approved by the Executive Director.  
 
BREAKS AND LUNCHES- All full time employees may take a rest period of 
up to fifteen (15) minutes in the first half of their shift and fifteen (15) 
minutes in the second half of their shift. All employees working a regular full 
time work week(40 hours) may take up to a one hour ( 1) unpaid lunch 
period.  
 
A part time employee (custodial staff) will be entitled to a paid fifteen (15) 
minute rest period half way through his/her shift. Or a part time employee 
may choose up to a one (1) hour unpaid lunch break halfway through 
his/her shift.  

 
C.  EMPLOYEE BENEFITS 

 
The Housing Commission will provide a schedule of Employee Benefits, 
within this policy, that is comparable, in so far as practical, with those 
benefits provided by the City non-union employees. 
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D. DEDUCTIONS 
 

The Rockford Housing Commission authorizes the following mandatory and 
voluntary deductions: 

 
1. FICA 
2. STATE INCOME TAX 
3. FEDERAL INCOME TAX 
4. CREDIT UNION  
5. INSURANCE CO-PAYMENTS 
6. COURT ORDERED DEDUCTIONS 
7. HSA DEDUCTIONS 

 
E. ANNUAL PERFORMANCE REVIEW 

 
Each employee is entitled to a probationary and annual performance review. 
A performance review is normally conducted by the Director or the Director’s 
designee. Goals and priorities will be established for the next work year. A 
performance review form should be signed by the employee and the person 
conducting the review, with a copy in the personnel file and a copy retained 
by the employee. The annual performance review should not imply 
compensatory increases are required. Wage increases are reviewed by the 
Director, annually, at budget time. The Director’s salary is reviewed annually 
by the Board of Directors as well as an annual performance review. 
Maintenance wage rates will be recommended to HUD Labor Relations by 
the Executive Director, for a HUD wage determination as required by HUD.  

 
6. ABSENCE FROM WORK 
 
The following leave provision, which is comparable to that of other Housing 
Commissions, insofar as possible, shall be observed. 
 
A. HOLIDAYS WITH PAY FOR FULL TIME EMPLOYEES 

        
December 31, New Year’s Eve.                   Friday after Thanksgiving 
January 1st, New Year’s Day                      Christmas Eve Day 
Memorial Day               Christmas Day 
Independence Day               Labor Day             

     Thanksgiving Day 
  
     If one of the Holidays listed in this section should fall on a Saturday, the             
     previous Friday shall be observed as a holiday.  If one of the Holidays listed  
     above should fall on a Sunday, the following Monday shall be observed as a 
     Holiday. Part –time employees are paid up to 5 hours of pay per holiday. 
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B. VACATION 
      

The vacation year for vacation purposes shall begin on the anniversary date of 
the employee’s most current date of hire with the Housing Commission but will  
renew at the beginning of Rockford Housing Commissions fiscal year. For all full-
time employees, vacation time will be earned for years of continued service as 
follows,  

 
After 1 year of service but less than 5 years, =10 Days/ 80 hours 
After 5 years of service, =             15 Days/120 hours 
 

For all Part-time employees vacation time will be earned as follows, 
 
After 1 year of service = 5 half (1/2) days or 25 hours.  
 
Vacation leave not taken by Full- time employees will roll over into the next 
fiscal year but may not exceed 40 hours of roll over time. Part-time employees 
may roll over up to 20 hours.  

 
Vacations may be taken as weekly periods or as no less then l day or half days. 
Employees requesting 8 or more consecutive vacation days must submit a 
written request, for approval, at least 30 days prior to such leave. 

 
An employee who is permanently separated shall be paid in a lump sum at 
his/her current rate of pay for all unused vacation leave. 
 
C. SICK LEAVE 
There shall be no sick leave days granted during an employee’s probationary 
employment. 
 
Sick leave with pay shall be earned or accrued by full-time employees at a rate 
of one (1) work day for each completed month of service. An employee who 
works at least 14 days in the month (except an employee on disability leave, 
unpaid leave, or on a lay-off) will be considered to have completed a month of 
service and qualify for a day of such leave. Sick leave shall not be taken by an 
employee at their discretion, but shall be allowed only in case of actual need 
due to personal illness or physical incapacity of the employee. A certificate from 
a reputable physician may be required as evidence of illness before 
compensation for the period of illness is allowed. An employee, upon returning 
from work after illness in excess of three (3) consecutive workdays, will be 
required to provide documentation, such as a physician’s statement releasing 
the employee to return to work.  
 
 



 13 

 
 
 
Each regular full-time employee shall accumulate sick leave at the rate of one 
(1) day for each thirty calendar days of service beginning after the 90 day 
probationary period for new hires.  An employee may accumulate a maximum of 
twelve (12) sick days.  No sick leave shall accumulate beyond the twelve days.  
An employee who has accrued unused sick leave is eligible to receive fifty 
percent (50%) of that time paid out at the end of the Rockford Housing 
Commissions fiscal year at the employee’s current rate of pay. Sick leave time 
will not be allowed to roll over to the next fiscal year.  
 
Rockford Housing Commission is not currently covered under the Family Medical    
Leave Act, however, the Executive Director will consider all appropriate 
operational and expense concerns when considering extended illness or accident 
leave (also including maternity leave) will be granted. 

 
D. PERSONAL LEAVE  

 
Three (3) unscheduled Personal Days per year will be given after one (1) year 
of service to full-time employees. After five (5) years, five (5) days will be 
granted. Personal leave can not be accumulated and must be used before the 
fiscal year end.  Employees will not be paid out for unused personal leave. 

 
 
7.  ABSENCE FROM WORK (Continued) 

 
ABSENCE WITHOUT AUTHORIZATION 

 
At the discretion of the Commission, absence without proper authorization or 
approval may be considered sufficient cause for suspension or dismissal of the 
employee. If an employee is absent without proper authorization there shall be 
a deduction in pay for the period of absence. If an employee has missed three 
(3) consecutive days without authorization, it shall be considered a resignation 
and the employee will be terminated. The Executive Director reserves the right 
to verify any absences claimed to be medically-related when considering the 
nature of the unexcused absence. Before returning to work, employees will be 
required to provide physician verification for medically-related absences lasting 
three (3) days or longer.  
 
E. MILITARY LEAVE 

 
An employee who leaves his position to enter military service in time of war or 
any period of national emergency as declared by the President of the U.S. in 
connection with national defense or by reason of being drafted, shall be carried 
on the rolls in a military leave status. 
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Upon return from military service, the employee shall be entitled to be restored 
to his/her same position, or to a position equally acceptable to that employee, 
for which they are qualified, provided the employee applies for re-employment 
within ninety (90) days after their discharge, or before the expiration of any 
statutory right to re-employment, if later. 
 
Military leave of absence with pay, in accordance with the number of calendar 
days each calendar year permitted by existing State and Federal law, will be 
granted to permanent employees who are reservists of the Armed Forces or  
 
members of the National Guard engaged in active duty, training or military aid 
to enforce the law. 

 
F. JURY LEAVE 

 
1. Summons 
A summons or subpoena must be legally served upon an employee and shall be 
presented to the Housing Commission in order to obtain court leave for witness 
or jury duty.  All employees when actually summoned shall immediately inform 
the Executive Director. The pay of any employee who has received a subpoena 
for jury or as a witness will continue at their regular rate of pay. All 
reimbursement received shall be turned over to the Commission to be credited 
against regular salary. Payment by the court to the employee for travel expense 
at the prevailing rate may be retained by the employee. 
 
G. BEREAVEMENT LEAVE 

 
If an employee is required to be absent because of the death in the 
immediate family, s/he is entitled to three (3) working days paid leave. 
Immediate family consist of, spouse, mother, father, sibling, children, 
grandchildren, grandparents, mother/father in-law, sister/brother in-law and 
son/daughter in-law. Step parents, step siblings and step children are 
included in this category.  
 
One (1) paid working day is given for other relatives as follows; aunt, cousin, 
niece, nephew. If any additional time is necessary over the days herein 
noted, it may be granted with permission from the Director and will be 
charged to vacation or sick leave.  
 
Bereavement leave may not be accumulated and an employee will not be 
paid for Bereavement leave not taken. 
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H. MATERNITY LEAVE 

 
A maternity leave of absence will be handled in accordance with the Housing 
Commission’s sick leave policy and in accordance with applicable Federal Law. 
 
I. MILEAGE 

 
The commission will pay the current I.R.S. rate for authorized or private 
automobiles on official commission use, for both Public Housing and the HCV 
programs. 
 

7. INSURANCES 
 
A. WORKER COMPENSATION   

 
An employee who is injured while on duty or who incurs an illness rising out of 
and in the course of employment is entitled to under state law to workers 
compensation. ALL ACCIDENTS MUST BE REPORTED IMMEDIATELY TO THE 
EXECUTIVE DIRECTOR. Days, or portions of days lost as a result of injury on 
the job and not covered by workers compensation shall be deducted as sick 
leave days until such time as workers compensation benefits become effective. 
If applicable, an employee’s sick leave payment will be limited to only the 
amount of difference between that received from workers compensation and 
the regular pay due the employee from the Housing Commission  
 
An employee may be terminated by Rockford Housing Commission at such time 
that the Housing Commission is notified that an employee has sustained a 
disability to the extent that the employee can no longer perform hers/his 
essential job duties with reasonable accommodation or, is unable to return to 
work at the expiration of sick, vacation, and/or disability leave. 
 
No sick or vacation leave shall accumulate during a leave of absence due to an 
injury of 30 days or longer. 
 
If at a future date the employee is able to return physically able to return to 
work and has the appropriate paperwork as outlined in the Workers 
Compensation policy, s/he will be given due consideration for the first available 
opening for which she is qualified. 
 
B. HEALTH INSURANCE 

 
Full time employees are eligible for health insurance benefits with employee 
co-pay. Employees are eligible to participate in the Health Insurance plan on 
the first day of the following month following completion of the ninety (90) 
day probationary period 
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Rockford Housing Commission reserves the right to select the provider or to 
change providers.  
 
A detail of the medical insurance is outlined in a separate brochure given to 
each employee. Payment for coverage under this plan is shared by Rockford 
Housing Commission and the employee on a co-payment arrangement. 
Employees will be required to pay twenty five (25) percent of the monthly 
premium. The co-pay will be deducted from the weekly paycheck on a pre-
tax basis.  
 
Health Insurance coverage shall be discontinued on the first of the month 
following the day the employee’s services are terminated or is laid off unless 
other arrangements are made. Terminating employees will be told of the 
status of their insurance, when it will expire and what options are available 
for converting coverage, i.e. COBRA. 
 
Rockford Housing Commission reserves the right to amend or terminate any 
of the benefits or to require or increase employee premium contributions 
toward any benefits at its discretion.  
 

C. SIMPLIFIED EMPLOYEE PENSION PLAN (SEP) 
 

Upon completion of one year of service and commencing at the beginning of 
Rockford Housing Commission’s fiscal year, all employees, full and part time 
are eligible for a SEP Plan. This is an employer only contribution plan. All 
details of the SEP plan are outlined in a separate brochure and given to each 
employee. Employer contributions will be based on the employee’s current 
gross quarterly earnings and will be deposited directly into an account with 
“The Principal Group” at the end of each quarter.  The employee will receive 
statements from “The Principal Group” and full vested control of their 
account once eligible.  
 
Rockford Housing Commission reserves the right to amend the percentage of 
contributions at the beginning of every RHC fiscal year. RHC will take into 
consideration the current economic conditions, budget constraints as well as 
current HUD funding when determining the percent of contributions.   

 
 

13.  GRIEVANCE PROCEDURE 
 

The purpose of the grievance procedure shall be to provide a method for 
complaints to be voiced in an orderly manner.  Every effort shall be made by the 
Housing commission and an employee to resolve, with the least possible delay, 
any and all disputes that may arise under the grievance procedure. 
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All grievances shall be defined as a complaint concerning the application, scope 
or interpretation of the Housing Commission’s Personnel Policy.  Any grievance 
filed should refer to the specific provision(s) alleged to have been violated and 
shall set forth the facts pertaining to such alleged violations. 
 
Any grievance of any employee shall be handled in accordance with the 
following procedures: 
 
A. VERBAL PROCEDURE 

 
The employee shall, within five (5) working days of the date of the cause of the 
grievance, verbally appeal to his/her supervisor requesting an adjustment of this 
grievance.  The grievance shall be fully and thoroughly discussed by the parties, 
who agree to make every effort to settle the grievance. 
 
B.  WRITTEN PROCEDURE 

 
Step One:  If an employee, after a discussion with his/her supervisor, feels that 
a proper adjustment has not been made through the verbal procedure, the 
employee shall, within three (3) working days of his/her supervisor’s reply, 
appeal in writing to the Executive Director.  Not later than three (3) working 
days from the written presentation of the grievance, the employee involved shall 
meet the Executive Director for the purpose of attempting to resolve the written 
grievance.  At the conclusion of the meeting, the Executive Director shall record 
the date of the meeting, those present and their disposition of the grievance; 
the Executive director shall respond, in writing, to the employee within two (2) 
working days. 
 
Step Two:  If the grievance disposition given in Step One is not considered 
satisfactory, the employee may submit it to the Housing Commission within ten 
(10) working days following the date of the disposition of the grievance in Step 
One.  Failure to advance a grievance to Step Two shall result in its being 
deemed permanently settled on the basis of the disposition given it by the 
Executive Director in Step One.  Not later than thirty (30) working days from 
receipt of the grievance, the employee involved shall have a hearing before the 
Housing Commission Board of Commissioners for the purpose of attempting to 
resolve the written grievance.  At the conclusion of the hearing, the Housing 
Commission shall have recorded the date of the hearing, those present and the 
facts presented by both parties, in summary form. 
 
The Housing Commission shall consider the appeal of the aggrieved employee 
and shall reach a decision within (10) days of hearing the employees appeal. 
 
Upon reaching a decision, the Housing Commission shall instruct the Executive 
Director to inform the employee, in writing, of the Commission’s decision.  The 
decision of the Housing Commission will be final. 
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An employee utilizing the grievance procedure may have legal counsel or some 
other appointed agent, assist them at all stages of the process.  Should an 
employee plan to bring legal counsel before the Housing Commission, notice 
must be given to the Commission, by that attorney, prior to the hearing or 
meeting.  The Commission shall have the right to obtain legal counsel to attend 
such hearings or meetings.  The Executive Director shall have the right to obtain 
legal counsel should a dispute arise between the Commission and the Executive. 
 
Employees having a common complaint may file a group grievance. 
 
Employees shall be free to use this procedure without restraint, interference, 
coercion, discrimination or reprisal.  An employee, whether acting in an official 
capacity for the Housing commission or on any other basis, shall not interfere 
with or attempt to interfere with another employee’s exercise of his/her rights 
under this procedure.  The aggrieved shall be granted necessary and reasonable  
 
paid absence from work for scheduled grievance meetings with the Supervisor, 
Executive Director and Housing Commission. 
 
Failure or refusal of an employee to utilize this grievance procedure shall be a 
bar to judicial review of the issue of issues that could have been presented by 
the employee. 

 
A. DISCIPLINARY ACTION 

 
Any action by an employee that discredits the Housing commission or hinders 
the performance of the Housing Commission’s operating function shall constitute 
good cause for disciplinary action.  Disciplinary action may include reprimand, 
suspension, demotion or dismissal. 
 
Two consecutive unsatisfactory performance evaluations within a single duty 
classification on any employee shall constitute good cause for disciplinary 
action.   
 
Three unsatisfactory performance evaluations within a 24-month period on any 
employee shall constitute good cause for disciplinary action. 
 
A record of disciplinary action taken with regard to any employee shall be made 
by the Executive Director.  The record can be in the form of a memorandum.  A 
copy shall be given to the employee and placed in his/her personnel file.  The 
employee shall have five (5) working days in which to draft and submit a written 
response, which shall be attached to the record of the disciplinary action. 
 
The Executive Director and the Housing Commission shall not be required to 
utilize verbal or written warning prior to taking any form of disciplinary action 
such as reprimand, suspension, demotion or dismissal. 
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Probationary employees may be dismissed without cause regardless of whether 
or not the dismissal is characterized as being “disciplinary”. 
 
Regular, as opposed to probationary employees shall be entitled to a hearing 
with the Executive Director prior to disciplinary action resulting in dismissal.  
The hearing shall be with the Executive Director and the employee shall have at 
least five (5) days notice.  At least one other employee and one Commissioner 
shall be present.   One is to be selected by the employee and one by the 
Executive Director.  The Executive Director shall present his/her position and the 
evidence in support of it and the employee shall be allowed to present a 
response. 
 
Any disciplinary action can be appealed by a non-probationary employee 
through the grievance process. 
 
 
 
The appeal of disciplinary action resulting in dismissal shall be taken directly to 
the Board of the Rockford Housing Commission through Step 2 of the grievance 
procedure.  However, appeals of employee dismissals shall include the recording 
of the entire hearing. 
 
A transcript of the hearing shall be prepared for the Board prior to its rendering 
a decision unless the Board elects to act on the appeal immediately at the close 
of the hearing.  Both sides shall be allowed to present witnesses, exhibits and 
argument.  The Board shall designate one member to oversee the hearing.  It 
shall be that member’s responsibility to see that the hearing is administered 
with an emphasis on factual orderly development; excessive arguments or 
irrelevant evidence shall be prohibited.   
 
Failure or refusal of an employee to appeal through the grievance procedure, 
any disciplinary action, including dismissal, shall be a bar to judicial review of 
the issue of issues that could have been presented by the employee. 
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ROCKFORD HOUSING COMMISSION 

59 S. Main 
Rockford, MI 49341 

616-866-0371 
   

Employee acknowledgement of receipt of the Rockford Housing Commission 
Personnel Policies and Procedures Manual. 

 
 
 
 
 
 
 

 
Employee Signature       Date 
 
 

 
Directors Signature       Date 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Rockford Housing Commission 
59 S. Main 

Rockford, MI 49341 
616-866-0371 
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EMPLOYMENT –AT –WILL; EMPLOYEE ACKNOWLEDGEMENT 
 

As articulated in the “Introduction” section of the Personnel Policy, all employees, unless 
specifically excluded in writing by the Executive Director and approved by the Board are 
employment “At Will” employees. As such, the employment relationship may be terminated 
at any time for any reason and the term of the employment is indefinite.  All employees 
must affirmatively acknowledge this status as a term of continued employment. The 
acknowledgement shall be in a form substantially as follows: 
 
The Rockford Housing Commission Personnel Policy, and any amendment thereto, contains 
important information about my employer and I understand that any questions not 
answered in the compendium of policies should be directed to the Executive Director. As a 
term of employment, or continued employment, the undersigned voluntary and freely 
agrees to all the terms of the policies, including the “Employment At Will” status and that it 
is acknowledged that my employment may be terminated with or without cause; the 
employment is for an indefinite period of time. 
 
Since the information, policies and benefits are subject to change, I acknowledge that all 
additions and amendments to the personnel-related policies may occur. Any changes or 
amendments will not alter or affect the “Employment At- Will” status of the employment 
relationship. 
 
It is the responsibility of the undersigned to read and comply with the Commission’s 
policies and any amendments or additions thereto. The policies do not constitute a contract 
of employment. 
 
Employee agrees to bring any and all disability, accommodation or civil rights based claims 
and lawsuits, and any other employment or termination based lawsuits within 180 days or 
within the limitations set by law, whichever is less, after the event giving rise to the 
lawsuit; otherwise the action is forever barred. Any longer limitations period is waived. 
Employee agrees that it will also notify Rockford Housing Commission of the need for 
physical or mental disability accommodation within 182 days of knowing the need or when 
it should have been known; otherwise, the individual may be barred from any claim of 
alleged failure to accommodate. 
 
 

 
Employee Signature       Date 
 

 
Employee Printed Name 
 
 
 
 
 
 

 


