PROFESSIONAL SERVICES AGREEMENT

BETWEEN

PUGH, JONES AND JOHNSON, P. C,
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THE CHICAGO HOUSING AUTHORITY

(OFFICE OF THE GENERAL COUNSEL)

Contract No. 11770



AGREEMENT

THIS PROFESSIONAL SERVICES AGREEMENT ("Agreement"}) is made effective as
of this 157 day of July, 2016 by and between the CHICAGO HOUSING AUTHORITY, a
municipal corporation (hereinafier referred to as "the CHA") with offices at 60 East Van Buren
Street, Chicago, IL 60605, acting through its Office of the General Counsel ("General Counsel")
and PUGH, JONES AND JOHNSON, P. C. (hereinafter referred to as the "Ethics/EEO Officer")
with offices at 180 North LaSalle Street, Suite 3400, Chicago, IL 60601,

RECITALS

WHEREAS, the CHA is engaged in the development and operation of safe, decent and
sanitary housing throughout the City of Chicago for low-income families in accordance with the
United States Housing Act of 1937, 42 USC 1437 et seq., regulations promulgated by the United
States Department of Housing and Urban Development ("HUD"), and the Illinois Housing
Authorities Act, 310 ILCS 10/1 et seq., as amended, and other applicable laws, regulations and
ordinances; and

WHEREAS, the CHA desires to retain Ethics/EEO Officer to perform certain professional
services including, but not limited to: acting as the Ethics Officer to perform the functions required
under the CHA Ethics Policy, which is attached hereto as Exhibit VI; and acting as the Equal
Employment Officer to perform the functions set forth in the CHA Employee Handbook, the
relevant portions of which are attached hereto as Exhibit VII on an as-needed-basis (collectively,
the “Services”); and

WHEREAS, the CHA has determined that retention of Ethics/EEQO Officer is in the best
interests of the CHA, and that the Ethics/EEQO Officer is ready, willing and able to provide the
Services to the full satisfaction of the CHA.

NOW THEREFORE, in consideration of the mutual promises and the terms and
conditions set forth herein, the CHA and Ethics/EEO Officer do hereby agree as follows:

ARTICLE 1 INCORPORATION OF RECITALS AND DEFINITIONS
Section 1.01  Incorporation of Recitals

The recitals set forth above are incorporated by reference as if fully set forth herein.

Section 1,02 Definitions

“Additional Services” means those services requested in writing by the General Counsel
which are within the general scope of the Services of this Agreement, but beyond the scope of
services required pursuant to Section 2.01 and Exhibit [ of this Agreement, and any and all services
reasonably necessary to complete the Additional Services in accordance with the standard of
performance required hereunder.
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“Agreement” means this Professional Services Agreement, including all exhibits attached
to it and incorporated in it by reference, and all amendments, modifications or revisions made in
accordance with its terms.

“Authorized Personnel” means those individuals, including, but not limited to, attomeys
and paralegals, approved and authorized by the Office of the General Counsel to perform legal
services for and on behalf of the CHA.

“General Counsel” means the head of the Office of the General Counsel.

“Key Personnel” means those job titles and the persons assigned to those positions in
accordance with the provisions of Section 2.03 of this Agreement.

“Services” means the services, duties and responsibilities described in Article 2 and Exhibit
I of this Agreement and any services/work necessary to complete them or carry them out fully and
to the standard of performance required by this Agreement.

“Office of the General Counsel” means the legal department of the CHA, which is entrusted
with performing the legal business and coordinating the legal affairs of the CHA.

“Work Product” means all memoranda, pleadings, documents, discovery items, notes,
photographs, inspection reports, investigation reports, books, records, computer-generated
information, computer-stored information, research, opinions, data, studies, findings and
information generated, prepared and/or collected in connection with this Agreement.

ARTICLE 2 ETHICS/EEO OFFICER’S DUTIES AND RESPONSIBILITIES

Section 2.0 Services to be Performed

A, Scope of Services

The Services which Ethics/EEQ Officer shall provide under this Agreement include, but
are not limited to, those described in this Article 2 and the attached Exhibit I, which is incorporated
by reference as if fully set forth herein. This Scope of Services is intended to be general in nature
and is neither a complete description of Ethics/EEQ Officer's services nor a limitation on the
Services which Ethics/EEO Officer is to provide under this Agreement. Ethics/EEO Officer shall
provide the Services in accordance with the standards of performance set forth in Section 2.02
hereof and in accordance with the CHA Outside Counsel Billing Guidelines set forth in Exhibit
IIL, which is attached hereto and incorporated by reference as if fully set forth herein.

B. Work Product

In carrying out the Services described and set forth in Exhibit [, Ethics/EEO Officer shall
generate, prepare, collect or provide certain work product including, but not limited to,
memoranda, pleadings, documents, discovery items, notes, photographs, inspection reports,
investigation reports, books, records, computer generated information, computer stored
information, research, opinions, studies, data, findings and information (collectively “Work
Product™). Any and all Work Product shall be the exclusive property of the CHA and shall not be
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utilized, sold or shared with any other party except in accordance with specific prior written
direction or consent of the CHA or pursuant to discovery procedures or court orders. The CHA
reserves the right to reject any and all Work Product which, in the sole judgment of the CHA, does
not adequately represent the intended level of completion or standard of performance, does not
include relevant information or data, or does not include all documents specified in this Agreement
or reasonably necessary for the purposes for which the CHA made this Agreement with
Ethics/EEO Officer or for which the CHA intends to use the Work Product.

Section 2.02 Standard of Performance

Ethies/EEO Officer shall perform all Services required of them under this Agreement with
that degree of skill, care and diligence normally shown by Ethics/EEO Officer performing services
of a scope, purpose and magnitude comparable and similar to the nature of the Services to be
provided under this Agreement,

Ethics/EEO Officer acknowledges that it is entrusted with or has access to valuable and
confidential information and records of the CHA. Ethics/EEO Officer shall at all times use its best
efforts on behalf of the CHA to ensure timely and satisfactory rendering and completion of
Services.

Ethics/EEO Officer shall at all times act in the best interests of the CHA consistent with
the professional obligations assumed by it in entering into this Agreement.

Section 2.03 Key Personnel

The Ethics/EEQ Officer’s Key Personnel who will be providing Services under this
Agreement, and who shall be designated as the Ethics/EEO Officer shall be: Jorge Cazares. The
Ethics/EEO Officer must provide no less than 5 days prior notice, when possible, of any change
to Key Personnel. Any change to the Key Personnel may result in a termination of this Agreement
in accordance with Section 7.03.

Attorneys and paralegals assigned to perform the Services under the supervision of the
Ethics/EEO Officer’s (** Authorized Personnel™) are:

Attormneys: Jorge Cazares

Paralegals:

No additional Authorized Personnel shall be added or assigned to provide Services under
this Agreement without the express consent of the Office of the General Counsel. The Ethics/EEQO
Officer must provide no less than 30 days prior notice, when possible, of any change in Authorized
Personnel. The CHA will not pay for any Services performed by Ethics/EEQ Officer's personnel
who are neither listed herein nor subsequently approved by the Office of the General Counsel.



Section 2.04 Non-Discrimination

Ethics/EEQ Officer shall comply with the Civil Rights Act of 1964, 42 U.S.C. sec. 2000 et
seq. {1989), as amended.; Exec. Order No. 11,246, 30 Fed. Reg. 12,319 (1965), reprinted in 42
U.S.C. 2000(e) note, as amended by Exec. Order No. 11,375, 32 Fed. Reg. 14,303 (1967) and by
Exec. Order No. 12,086, 43 Fed. Reg. 46,501 (1978); Age Discrimination Act, 42 U.S.C. sec.
6101-6106 (1989); Rehabilitation Act of 1973, 29 U.S.C. sec. 793-794 (1988); Fair Housing
Amendments Act, 42 U.S.C. Sec. 3601 et seq. (1988); Americans with Disabilities Act of 1990,
42 U.S.C. §12101; and 41 C.F.R. Part 60 et seq. (1990).

Section 2.05 Minority and Women Business Enterprise Commitment

Ethics/EEQ Officer hereby agrees to comply with the CHA’s Minority Business Enterprise/
Women’s Business Enterprise/Disadvantaged Business Enterprise (“MBE/WBE/DBE”)
participation requirements and the CHA’s Section 3 requirements in accordance with HUD
guidelines, which are attached hereto as Exhibit IV and incorporated by reference as if fully set
forth herein provided, however, that the CHA’s Chief Executive Officer may waive the
MBE/WBE/DBE participation requirements. Ethics/EEQ Officer shall complete certain
MBE/WBE/DBE and Section 3 schedules, which will become a part of Exhibit IV once they are
approved by the CHA's Department of Procurement and Contracts.

With respect to the Section 3 requirements, the CHA has determined that this contract is subject
to the requirements of Section 3 of the Housing and Urban Development Act of 1968, as amended,
12 U.S.C. 1701, (Section 3), and Title 24 of Subchapter B, Part 135 — Economic Opportunities
for Low- and Very Low-Income Persons, 24 CFR 135.3. Section 3 Compliance requires that any
contract or subcontract entered into for the benefit of public housing residents shall require that,
to the greatest extent feasible, economic opportunity in the form of training, employment,
contracting, and other economic opportunities arising from the expenditure of public housing
assistance for housing rehabilitation and housing construction be directed to low- and very low-
income persons.

A. Section 3 - Clause

1. The work to be performed under this contract is subject to the requirements of section 3 of
the Housing and Urban Development Act of 1968, as amended, 12 U.S.C. 1701u (section
3). The purpose of section 3 is to ensure that employment and other economic opportunities
generated by HUD assistance or HUD-assisted projects covered by section 3, shall, to the
greatest extent feasible, be directed to low- and very low-income persons, particularly
persons who are recipients of HUD assistance for housing.

2

The parties to this contract agree to comply with HUD's regulations in 24 CFR Part 135,
which implement section 3. As evidenced by their execution of this contract, the parties to
this contract certify that they are under no contractual or other impediment that would
prevent them from complying with the Part 135 regulations.

3. The contractor agrees to send to each labor organization or representative of workers with

which the contractor has a collective bargaining agreement or other understanding, if any,
a notice advising the labor organization or workers' representative of the contractor's
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commitments under this section 3 clause, and will post copies of the notice in conspicuous
places at the work site where both employees and applicants for training and employment
positions can see the notice. The notice shall describe the section 3 preference, shall set
forth minimum number and job titles subject to hire, availability of apprenticeship and
training positions, the qualifications for each; and the name and location of the person(s)
taking applications for each of the positions; and the anticipated date the work shall begin.

The contractor agrees to include this section 3 clause in every subcontract subject to
compliance with regulations in 24 CFR Part 135, and agrees to take appropriate action, as
provided in an applicable provision of the subcontract or in this section 3 clause, upon a
finding that the subcontractor is in violation of the regulations in 24 CFR Part 135. The
contractor will not subcontract with any subcontractor where the contractor has notice or
knowledge that the subcontractor has been found in violation of the regulations in 24 CFR
Part 135.

The contractor will certify that any vacant employment positions, including training
positions, that are filled (1) after the contractor is selected but before the contract is
executed, and (2) with persons other than those to whom the regulations of 24 CFR Part
135 require employment opportunities to be directed, were not filled to circumvent the
contractor's obligations under 24 CFR Part 135.

Noncompliance with HUD's regulations in 24 CFR part 135 may result in sanctions,
termination of this contract for default, and debarment or suspension from future HUD
assisted contracts.

Section 3 Compliance Goals

Contractors and their subcontractors may demonstrate compliance by committing to
employ section 3 residents and by subcontracting with section 3 business concemns in
accordance with the requirements of 24 CFR Part 135.

A Section 3 Business concern is a business concern under HUD Regulations:

(1} 51 percent or more owned by section 3 residents; or

(2) Whose permanent, full-time employees include persons, at least 30 percent of
whom are currently section 3 residents, or within three years of the date of first
employment with the business concern were section 3 residents; or

(3) That provides evidence of a commitment to subcontract in excess of 25 present of
the dollar award of all subcontracts to be awarded to business concerns that meet
the qualifications set forth in paragraphs (1) or (2) in this definition of “section 3
business concern.”

Contractor and sub-contractors may demonstrate compliance with the requirements for
contracting with Section 3 Business Concerns by committing to award to Section 3
Business Concerns at least 10 percent of the total dollar amount of the contract awarded to
the contractor for building trades work for maintenance, repair modernization or
development of public housing, or for building trades work arising in connection with
housing rehabilitation, housing construction and other public construction and at least 3
percent of the total dollar amount of all other Section 3 covered contracis.



3. Inevaluating compliance with 24 CFR Part 135, contractors and their subcontractors have
the burden of demonstrating to the greatest extent feasible their ability or inability to meet
the goals set forth in 24 CFR Part 135 for providing training, employment and contracting
opportunities to section 3 residents and section 3 business concems.

4. Contractors and their subcontractors are also encouraged to provide other economic
opportunities to train and employ section 3 residents including, but not limited to, use of
“upward mobility”, “bridge” and trainee positions to fill vacancies, and hiring section 3
residents in part-time positions (24 CFR 135.40).

C. Documenting and Reporting

1. Contractor agrees to comply with the above Section 3 requirements in accordance with the
Contractor’s Section 3 Utilization Plan, which shall be prepared by the Contractor and
agreed to by CHA. CHA shall not be required to agree to the Contractor’s Utilization Plan
until the Contractor meets its burden to establish that it will comply with 24 CFR Part 135
and otherwise comply with CHA’s Section 3 Policy (see
http://www.thecha.org/pages/section_3/65.php or the copy included in the solicitation) as
may be required. Contractor’s Section 3 Utilization Plan as attached to the contract as
Exhibit IV is incorporated into the contract by this reference herein.

&)

The Contractor and its subcontractors shall provide all required compliance data with
respect to Contractor’s Section 3 requirements to the CHA via CHA'’s electronic system
available at https://cha.diversitycompliance.com/. The Contractor and its subcontractors
shall be responsible for responding to any requests for data or information by the noted
response due dates, and shall check the electronic system on a regular basis to manage
contact information and contract records. The Contractor shall also be responsible for
ensuring that all subcontractors have completed all requested items with complete and
accurate information and that their contact information is current.

This Section 3 Contract Provision shall flow down to each subcontract at every tier.

Section 2.06 Ownership of Documents: Records and Reports

A. All research, memoranda, pleadings, opinions, documents, discovery items, notes,
photographs, inspection reports, investigation reports, books, records, computer-generated
information, computer-stored information, data, studies, reports, findings or information in any
form, including Work Product, generated, prepared, assembled or encountered by or provided to
the Ethics/EEO Officer under this Agreement are the property of the CHA (“CHA Information™).
During the performance of the Services, the Ethics/EEO Officer shall be responsible for any loss
or damage to such CHA Information while in the Ethics/EEO Officer's possession and such CHA
Information shall be restored at the expense of the Ethics/EEO Officer. If not restorable, the
Ethics/EEQ Officer shall be responsible for any loss suffered by the CHA on account of such
destruction.

B. Ethics/EEQ Officer shall deliver or cause to be delivered any and all Work Product
generated or prepared for the CHA under the terms and conditions of this Agreement, to the CHA
promptly in accordance with the time limits prescribed in this Agreement, and if no time limit is
specified, upon reasonable demand therefor or upon termination or completion of the Services
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hereunder. Whenever the General Counsel makes a request for any Work Product, Ethics/EEO
Officer shall deliver such Work Product without delay despite any ongoing disputes relative to
compensation or other matters. In the event of the failure by Ethics/EEQ Officer to make such
delivery upon demand, then and in that event, Ethics/EEO Officer shall pay to the CHA any
damages, inciuding but not limited to attorney’s fees and costs, the CHA may sustain due to
Ethics/EEO Officer's failure to deliver such Work Product. Ethics/EEO Officer shall maintain any
such records and Work Product provided to the CHA or not demanded by the CHA for a period of
five (5) years after the final payment is made in connection with this Agreement and all pending
matters are closed in connection with this Agreement.

C. Ethics/EEO Officer shall maintain its books, records, documents, and other
evidence and adopt accounting procedures and practices sufficient to reflect properly all costs of
whatever nature claimed to have been incurred and anticipated to be incurred for or in connection
with the performance of this Agreement. This system of accounting shall be in accordance with
generally accepted accounting principles and practices, consistently applied throughout.

D. Ethics/EEO Officer and any of Ethics/EEO Officer's attorneys or other staff shall
furnish the Office of the General Counsel with such information as may be requested relative to
the performance and cost of the Services. Ethics/EEO Officer shall maintain records showing
actual time devoted and costs incurred. Ethics/EEO Officer shall keep books, documents, papers,
records and accounts in connection with the Services open to an independent audit to be conducted
by the CHA or third party, and allow inspection, copying, abstracting and transcriptions and shall
make these records available to the CHA, at reasonable times during the performance of its
Services. In addition, Ethics/EEO Officer shall retain them in a safe place and make them available
for an independent audit to be conducted by the CHA or [third party] CHA designated, and allow
inspection, copying and abstracting for at least five (5) years after the final payment is made and
all pending matters are closed in connection with this Agreement.

E. Ethics/EEO Officer shall prepare and submit reports to the CHA as directed by the
General Counsel, and as described in detail in the attached Exhibit II1.

Section 2.07 Audit Requirement

The Office of the General Counsel shall review all invoices for Services submitted by
Ethics/EEO Officer. Payment of any invoice by the CHA does not constitute a waiver of the
CHA's rights to subsequently question, compromise or request repayment or future credit for any
invoice previously paid.

The CHA retains the right to audit, through its staff or independently, all bills or files which
are or have been the subject matter of any billing in the past. Such an audit will require Ethics/EEO
Officer to produce any and all documentation which would support the billing submitted by
Ethics/EEO Officer, Ethics/EEQ Officer will produce any individual who has submitted billing
on behalf of the firm, as well as any of Ethics/EEO Officer's personnel who would have knowledge
or information regarding any billing to answer any and all questions regarding the billings.
Ethics/EEO Officer, subject to these guidelines, acknowledges without protest that the CHA may
utilize either its own personnel or personnel from an outside auditing service to perform such
audits.



If Ethics/EEO Officer is found in non-compliance with these audit requirements, by either
the CHA or HUD, Ethics/EEO Officer will be required to refund any payments received from the
CHA or HUD.

Section 2.08 Confidentiality

Ethics/EEO Officer agrees that all CHA Information, including, but not limited to Work
Product, reports and documents prepared, assembled or encountered by or provided to Ethics/EEO
Officer pursuant to this Agreement are to remain confidential (“Confidential Information™).
Further, Ethics/EEO Officer agrees that without the prior written approval of the CHA,
Confidential Information shall not be made available to any individual or organization, other than
the CHA, pursuant to a discovery procedure, orders of courts of competent jurisdiction or
administrative agencies or pursuant to a subpoena.

Section 2.09 Subcontracts and Assignments

Ethics/EEO Officer shall not assign, delegate or otherwise transfer all or any part of its
rights or obligations under this Agreement or any part hereof, unless otherwise provided for herein
or pursuant to the express prior written approval of the CHA. The absence of such express prior
written approval shall void the attempted assignment, delegation or transfer and such attempted
assignment, delegation or transfer shall be of no effect as to the Services or this Agreement.
Ethics/EEO Officer shall not subcontract with any attorney or sub-consultant without the express
prior written approval of the CHA.

Ethics/EEQ Officer shall not transfer or assign any funds or claims due or which may
become due under this Agreement without the express prior written approval of the CHA. The
attempted transfer or assignment of any contract funds, either in whole or in part, or any interest
therein, which shall be due or to become due to Ethics/EEO Officer without such prior written
approval shall have no effect upon the CHA. The CHA expressly reserves the right to assign or
otherwise transfer all or any part of its rights or interests hereunder.

Section 2.10 Patents and Copyrights

The CHA reserves an exclusive, perpetual and irrevocable license to reproduce, publish or
otherwise use, and to authorize others to use, for CHA purposes, including, but not limited to,
commercial exploitation: (a) the copyright or patent in any Work Product developed under this
Agreement; and (b) any rights of copyright or patent to which Ethics/EEO Officer purchases
ownership with the funds awarded pursuant to this Agreement.

However, if HUD determines that the patent or copyright, which is either developed or
purchased by Ethics/EEQO Officer, serves a Federal Government purpose, a royalty-free,
nonexclusive and irrevocable license shall vest in HUD.

Any discovery or invention (37 C.F.R. part 401) arising out of, or developed in conjunction
with the Services to be performed under this Agreement shall be promptly and fully reported to
the CHA to submit to HUD for a determination as to whether patent protection on such invention
or discovery should be sought. The rights to such patent shall be administered as set forth above.



Section 2.11 Religious Activities

Ethics/EEO Officer agrees that in connection with the Services to be provided to the CHA
under this Agreement:

A. It shall not discriminate against any person on the basis of religion and shall not
limit employment or give preference in employment to persons on the basis of religion;

B. It shall not discriminate against any person applying for employment on the basis
of religion and shall not limit such Services or give preference to persons on the basis of religion;
and

C. It shall provide no religious instruction or counseling, conduct no religious
worship or services, engage in no religious proselytizing, and exert no other religious influence in
the provision of such Services.

Section 2.12 Drug-Free Workplace

Ethics/EEO Officer shall establish procedures and policies to promote a “Drug-Free
Workplace.” Further, Ethics/EEQ Officer shall notify its employees of this policy for maintaining
a "Drug-Free Workplace," and the penalties which may be imposed for drug abuse violations
occurring in the workplace. Further, Ethics/EEO Officer shall notify the CHA, in writing, if any
of its employees are convicted of a criminal drug offense in the workplace no later than ten (10)
days after such conviction.

Section 2.13 Compliance with other HUD Requirements

Ethics/EEO Officer agrees to comply with applicable HUD requirements, including the
Annual Contributions Contract between the CHA and HUD and the standard General Conditions
of the Contract (Non-Construction) [Form HUD-5370-C].

ARTICLE 3 TERM OF SERVICES

Section 3.01 Term of Agreement; Option Term

This Agreement shall be effective as of July 1, 2016 and shall continue from such date
through the date of June 30, 2017, or until the Services are completed.

The CHA, at its sole discretion, may extend this Agreement for one (1) additional one-
year period by exercising the one-year option reserved to the CHA hereunder. Any extension
shall be under the same prevailing terms and conditions as this original Agreement, except as to
any amended pricing terms that may be subject to change for such reserved option term, as
memorialized in the Ethics/EEO Officer’s Best and Final Offer. No option shall be effective
unless and until the parties exercise a written amendment to this Agreement in accordance with
Section 9.03.
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Section 3.02 Timeliness of Performance

Ethics/EEQ Officer shall use its best efforts to provide the Services and Work Products
within the time limits required under this Agreement pursuant to Section 3.01 as applicable, or
from time to time as required by the General Counsel. Ethics/EEO Officer acknowledges that
often deadlines for the Services are dictated by the requirements of agencies or events outside the
control of the CHA, that failure by Ethics/EEQ Officer to meet these deadlines may result in
economic or other losses to the CHA, and that in those circumstances, Time Is Of The Essence.

ARTICLE 4 COMPENSATION AND FUNDING
Section 4,01 Basis and Method of Payment

A. The basis of payment for the satisfactory performance of the Services required
hereunder shall be at the fixed hourly rate(s) set forth in the Hourly Rate Schedule attached hereto
as Exhibit IT and incorporated by reference as if fully set forth herein. Ethics/EEO Officer shall
perform the Services on an as needed basis. The maximum compensation amount that the CHA
shall pay the Ethics/EEOQ Officer for satisfactory performance of the Services under this
Agreement is an amount not-to-exceed Ninety Thousand Five Hundred and 00/100 Dollars
($90,500.00).

B. Ethics/EEQ Officer will be paid based on hours actually worked at the agreed
rate(s) set forth in Exhibit II. Payment for properly documented, accurately calculated and
approved fees will be made by the CHA within 30 days or less after receipt of invoices, or within
thirty (30) days of resolution of any disputes concemning appropriateness of billings, whichever is
later. As a condition precedent for any payment to Ethics/EEO Officer under this Agreement,
Ethics/EEQ Officer shall submit to the CHA a statement of account which clearly sets forth at least
the following information by dates (month, day, year) for each separate matter: (1) the full name
and number of the matter; (2) a detailed description of work performed; (3) the full name of the
individual(s) who performed the work; (4) the amount of time billed to the tenth of an hour and
appropriately charged for each described legal service/activity; (5) the total number of hours
charged under each rate for each attorney or paralegal, (6) an invoice number; and (7) the purchase
order number assigned to each matter. All invoices not submitted in the manner described herein
will be returned to Ethics/EEQ Officer for revision. Ethics/EEO Officer’s rates set forth in Exhibit
1l shall be the maximum rates Ethics/EEO Officer may charge the CHA during the effective period
of this Agreement.

Section 4.02 Funding, Budgets and Reimbursable Expenses

As detailed in the CHA Qutside Counsel Billing Guidelines set forth in Exhibit III
Ethics/EEQ Officer will be reimbursed for necessary out-of-pocket expenses such as filing costs,
witness fees, printing and copying costs and similar expenses relating to the Services, provided
that such expenses shall not include Ethics/EEQ Officer's normal office operating expenses.
Pursuant to the CHA Outside Counsel Billing Guidelines, Ethics/EEO Officer shall prepare a
services budget and submit the budget to the General Counsel for approval for each matter
assigned, and shall prepare and submit to the General Counsel for approval any revisions to the
budget as needed prior to performing any services necessitating such revision.
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Section 4.03 Non-Appropriation

Funding for this Agreement is subject to (1) availability of Federal funds from HUD, {2)
the approval of funding by the CHA Board of Commissioners, and {(3) the Ethics/EEO Officer's
satisfactory performance of the Services. Furthermore, in the event that no funds or insufficient
funds are appropriated and budgeted in any fiscal period of the CHA for payments to be made
under this Agreement, then the CHA may notify Ethics/EEO Officer of such occurrence and this
Agreement shall terminate on the earlier of the last day of the fiscal period for which sufficient
appropriation was made or whenever the funds appropriated for payment under this Agreement
are exhausted. No payments shall be made to Ethics/EEO Officer under this Agreement beyond
those amounts appropriated and budgeted by the CHA to fund payments hereunder. To the extent
this Agreement is terminated due to the non-appropriation of funds, Ethics/EEO Officer shall turn
over all Work Product to the General Counsel.

ARTICLE 5 DISPUTES

Except as otherwise provided in this Agreement, either Ethics/EEO Officer or the General
Counsel shall bring any dispute concerning a question of fact arising under this Agreement which
is not resolved to the CHA’s Director of Procurement and Contracts for decision upon written
submissions of the parties, subject to the review and approval of the Chief Executive Officer. The
Director of Procurement and Contracts shall reduce his or her decision to writing and mail or
otherwise furnish a copy of his decision to Ethics/EEO Officer. The decision of the Director of
Procurement and Contracts, upon approval of the Chief Executive Officer, shall be final and
binding.

ARTICLE 6 RISK MANAGEMENT
Section 6.01 Insurance

Prior to the commencement of this Agreement, the Ethics/EEO Officer agrees to procure
and maintain at all times during the term of this Agreement, the types of insurance specified below
in order to protect the CHA from the acts, omissions and negligence of the Ethics/EEQ Officer, its
officers, officials, subcontractors, joint ventures, partners, agents or employees. The insurance
carriers used by the Ethics/EEO Officer must be authorized to conduct business in the State of
Illinois and shall have a BEST Rating of not less than an “A”. The insurance provided shall cover
all operations under the Agreement, whether performed by the Ethics/EEOQ Officer or by its
subcontractor, joint ventures, partners, agents, officers or employees.

A, Required Insurance Coverage

1. Workers Compensation and Occupational Disease Insurance

Workers Compensation and Occupational Disease Insurance in accordance with the laws
of the State of Illinois (Statutory), Coverage A, and Employer’s Liability, Coverage B, in an
amount of not less than $500,000/$500,000/$500,000.

2. Commercial/General Liability Insurance written on an occurrence form
(Primary) and Umbrella Liability (Excess)
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Commercial Liability Insurance provided is to have limits of not less than one million
dollars ($1,000,000.00) per occurrence with an Aggregate of not less than two million dollars
($2,000,000.00) (i.e. $1,000,000.00/$2.000.000.00). In addition to the stipulations outlined above,
the insurance policy is to include coverage for Contractual Liability, Products-Completed
Operations, Personal & Advertising Injury and will also cover injury to Ethics/EEO Officer’s
officers, employees, agents, subcontractors, invitees and guests and their personal property. The
CHA is to be endorsed as an additional insured on the Ethics/EEQ Officer’s policy and such
insurance will be endorsed as primary and non-contributory with any other insurance available to
the CHA.

3.  Automobile Liability Insurance

When any motor vehicles (owned, non-owned and hired) are used in connection with the
Services to be performed, the Ethics/EEO Officer shall provide Comprehensive Automobile
Liability Insurance with limits of not less than one million dollars ($1,000,000.00) per occurrence
CSL, for bodily injury and property damage. The CHA is to be endorsed as an additional insured
on the Ethics/EEO Officer’s policy and such insurance will be endorsed as primary and non-
contributory with any other insurance available to the CHA.

4.  Professional Liability

Professional Liability Insurance covering acts, errors, or omissions shall be maintained
with limits of not less than two million dollars ($2,000,000.00) per occurrence. Coverage
extensions shall include Blanket Contractual Liability. When policies are renewed or replaced,
the policy retroactive date must coincide with, or precede, the start of services under the
Agreement. A claims-made policy which is not renewed or replaced must have an extended
reporting period of two (2) years.

5.  Umbrella Liability

Umbrella Liability coverage, if applicable, is to follow form of the Primary Insurance
requirements outlined above.

B. Related Requirements

The Ethics/EEQ Officer shall advise all insurers of the contract provisions regarding
insurance. The failure of the Ethics/EEQ Officer to notify insurers of the Agreement provisions
shall not relieve Ethics/EEQO Officer from its insurance obligations under this Agreement. Non-
fulfillment of the insurance provisions shall constitute a breach of the Agreement and the CHA
retains the right to stop work until proper evidence of insurance is provided.

The Ethics/EEO Officer shall fumish the Chicago Housing Authority, Department of
Procurement and Contracts, 60 East Van Buren, 13th Floor, Chicago, Illinois 60605, original
Certificates of Insurance evidencing the required coverage to be in force on the Effective Date of
the Agreement. In addition, copies of the endorsement(s) that add the CHA to the Ethics/EEO
Officer’s policy as an additional insured is required.

13



THE REQUIRED DOCUMENTATION MUST BE RECEIVED PRIOR TO THE
ETHICS/EEO OFFICER COMMENCING WORK UNDER THIS AGREEMENT. THE
ETHICS/EEO OFFICER OR ITS AUTHORIZED REPRESENTATIVES ARE NOT TO ENTER
ONTO THE CHA’S PROPERTY PRIOR TO FULL COMPLIANCE WITH THIS AGREEMENT
AND RECEIPT OF NOTIFICATION FROM THE CHA TO PROCEED.

Renewal Certificates of Insurance, requested endorsements, or such similar evidence is to
be received by the Department of Procurement and Contracts prior to expiration of insurance
coverage. At the CHA’s option, non-compliance will result in one or more of the following
actions: (1) The CHA will purchase insurance on behalf of Ethics/EEO Officer and will charge
back all costs to Ethics/EEO Officer; (2) the Ethics/EEO Officer will be immediately removed
from the CHA’s property and the Agreement revoked; {3) all payments due the Ethics/EEQO Officer
will be held until the Ethics/EEO Officer has complied with this Agreement; or (4) the Ethics/EEO
Officer will be assessed Five Hundred Dollars ($500) for every day of non-compliance. The
receipt of any Certificate of Insurance does not constitute agreement by the CHA that the insurance
requirements in this Agreement have been fully met or that the insurance policies indicated on the
certificate are in compliance with the requirements of this Agreement. The insurance policies shall
provide for thirty (30) days written notice to be given to the CHA in the event coverage is
substantially changed, canceled or non-renewed.

If the required insurance is underwritten on a claims made basis, the retroactive
date shall be prior to or coincident with the date of this Agreement and the Certificate of Insurance
shall state the coverage is “claims made™ and also the Retroactive Date. The Ethics/EEQ Officer
shall maintain coverage for the duration of this Agreement. Any extended reporting period
premium (tail coverage) shall be paid by the Ethics/EEO Officer. The Ethics/EEO Officer shall
provide to the CHA, annually, a certified copy of the insurance policies obtained pursuant hereto.
It is further agreed that the Ethics/EEO Officer shall provide the CHA a thirty (30) days notice in
the event of the occurrence of any of the following conditions: aggregate erosion in advance of the
Retroactive Date, cancellation and/or non-rencwal.

The Ethics/EEO Officer shall require all subcontractors to carry the insurance required
herein or the Ethics/EEQ Officer may provide the coverage for any or all of its subcontractors, and
if so, the evidence of insurance submitted shall so stipulate and adhere to the same requirements
and conditions as outlined in Section 6.01(A) above. Evidence of such coverage must be submitted
to the CHA. The Ethics/EEO Officer expressly understands and agrees that any insurance
programs maintained by the CHA shall apply in excess of and will not contribute to insurance
provided by the Ethics/EEQO Officer under this Agreement.

ARTICLE 7 EVENTS OF DEFAULT, REMEDIES, TERMINATION,
SUSPENSION

Section 7.01 Events of Default Defined
The following shall constitute events of default:

A, Any material misrepresentation, whether negligent or willful and whether in the
inducement or in the performance, made by Ethics/EEO Officer to the CHA.



B. Ethics/EEO Officer's material failure to perform any its obligations under this
Agreement including, but not limited to, the following:

1.  Failure to perform the Services with sufficient personnel and equipment or
with sufficient material to ensure the performance of the Services or due to a
reason or circumstances within Ethics/EEO Officer's reasonable control;

3

Failure to perform the Services in a manner satisfactory to the CHA, or
inability to perform the Services satisfactorily as a result of insolvency, filing
for bankruptcy or assignment for the benefit of creditors;

3. Failure to promptly re-perform within a reasonable time Services/Work
Product that were rejected as erroneous or unsatisfactory;

4. Discontinuance of the Services for reasons or circumstances within
Ethics/EEO Officer's reasonable control;

5. Failure to comply with a material term of this Agreement, including, but not
limited to, the provisions concerning compliance with HUD regulations,
insurance and nondiscrimination;

6.  Failure to follow status reporting and budgeting requirements of the General
Counsel;

7.  Any other acts specifically and expressly stated in this Agreement as
constituting an event of default; and

8. Failure to have and maintain the required licenses and certifications.

C. Any change in ownership or control of Ethics/EEO Officer without the prior
approval of the General Counsel, which shall not be unreasonably withheld.

D. Ethics/EEQ Officer's default under any other agreement it may presently have or
may enter into with the CHA during the term of this Agreement. Ethics/EEO Officer
acknowledges and agrees that, in the event of a default under this Agreement, the CHA may also
declare a default under any such other agreements.

Section 7.02 Remedies

The occurrence of any event of default as described in Section 7.01 hereof which
Ethics/EEO Officer has failed to cure within thirty (30) business days after receipt of notice given
in accordance with the terms of this Agreement and specifying the event of default or, if such event
of default cannot be reasonably cured within thirty (30) business days after notice, or if Ethics/EEQ
Officer has failed, in the sole opinion of the CHA, to commence and continue diligent efforts to
cure, the CHA may, at its sole option, declare Ethics/EEO Officer in default. Whether to declare
Ethics/EEOQ Officer in default is within the sole discretion of the General Counsel and neither that
decision nor the factual basis for it is subject to review or challenge under the disputes provision
of this Agreement. Written notification of the default, and any intention of the CHA to terminate
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the Agreement, shall be provided to Ethics/EEO Officer and such decision shall be final and
effective upon Ethics/EEO Officer's receipt of such notice pursuant to Article 10. Upon giving
such notice, the CHA may invoke any or all of the following remedies:

A. The right to take over and complete the Services or any part thereof as agent
for and at the cost of Ethics/EEO Officer, either directly or through others. Ethics/EEO Officer
shall have, in such event, the right to offset from such cost the amount it would have cost the CHA
under the terms and conditions of this Agreement, had Ethics/EEO Officer completed the Services;

B. The right to terminate this Agreement as to any or all of the Services yet to
be performed effective at a time specified by the CHA,;

C. Any appropriate equitable remedy;

D. The right to money damages, including but not limited to attomey’s fees and
costs;
E. The right to withhold all or any part of Ethics'EEO Officer's compensation
hereunder;
and,

F. The right to deem Ethics/EEO Officer non-responsible for future contracts to be
awarded by the CHA.

If the CHA considers it 1o be in its best interests, it may elect not to declare default or to
terminate the Agreement hereunder. The parties acknowledge that this provision is solely for the
benefit of the CHA and that if the CHA permits Ethics/EEQ Officer to continue to provide the
Services despite one or more events of default, Ethics/EEO Officer shall in no way be relieved of
any of its responsibilities, duties or obligations under this Agreement nor shall the CHA waive or
relinquish any of its rights.

The remedies under the terms of this Agreement are not intended to be exclusive of any
other remedies provided, but each and every such remedy shall be cumulative and shall be in
addition to any other remedies, existing now or hereafier, at law, in equity or by statute. No delay
or failure to exercise any right or power accruing upon any event of default shall impair any such
right or power nor shall it be construed as a waiver of any event of default or acquiescence therein,
and every such right and power may be exercised from time to time and as often as may be deemed
expedient.

Section 7.03 Termination for Convenience

The CHA may terminate this Agreement, or all or any portion of the Services to be
performed under it, at any time by a notice in writing from the CHA to Ethics/EEO Officer when
the CHA deems the Agreement to be no longer in the best interests of the CHA. If the CHA elects
to terminate the Agreement in full, all Services to be provided hereunder shall cease upon the
effective date stated in the notice, or if no date is stated in the notice, then the termination date
shall be effective ten (10) days after the date the notice is received. Any notice shall be given in
accordance with Article 10 of this Agreement.



If the CHA's election to terminate this Agreement for default pursuant to Section 7.02
hereof is determined in a court of competent jurisdiction to have been wrongful, then, in that case,
the termination shall be deemed to be a termination for convenience pursuant to this Section 7.03.

Section 7.04 Suspension

The CHA may at any time request that Ethics/EEQ Officer suspend its Services, or any
part thereof, by giving fifteen (15) days prior written notice to Ethics/EEO Officer or immediately
in the event of emergency. No costs incurred after the effective date of such suspension shall be
allowed. Ethics/EEO Officer shall promptly resume its performance of such Services under the
same terms and conditions as stated herein upon written notice by the General Counsel and such
equitable extension of time as may be mutually agreed upon by the General Counsel and
Ethics/EEO Officer when necessary for continuation or completion of the Services.

No suspension of this Agreement shall in the aggregate exceed a period of forty-five (45)
days within any one contract year. If the total number of days of suspension exceeds forty-five
(45) days, Ethics/EEO Officer may treat such suspension as a termination for convenience upon
written notice by the CHA pursuant to Section 7.03 of this Agreement.

Section 7.05 No Damages for Delay

Ethics/EEO Officer agrees that it shall make no claims against the CHA for damages,
services charges, additional costs or fees incurred by reason of delays or hindrances by the CHA
in the performance of Ethics/EEO Officer's obligations under this Agreement.

ARTICLE 8 SPECIAL CONDITIONS

Section 8.01 Warranties and Representations

In connection with the execution of this Agreement, Ethics/EEO Officer warrants and
represents:

A. That it is financially solvent; that it and each of its partners, attorneys, employees,
agents, subcontractors of any tier are competent to perform the Services required under this
Agreement; and that Ethics/EEO Officer is legally authorized to execute and perform or cause to
be performed this Agreement under the terms and conditions stated herein;

B. That no officer, agent or employee of the CHA is employed by Ethics/EEO Officer
or has a financial interest directly or indirectly in this Agreement or the compensation to be paid
hereunder except as may be permitted in writing by the CHA Board of Commissioners and that no
payment, gratuity or offer of employment shall be made in connection with this Agreement by or
on behalf of Ethics/EEO Officer to any CHA employee or on behalf of any sub-consultants to
Ethics/EEO Officer or anyone associated therewith, as an inducement for the award of this contract
or a subcontract; and Ethics/EEQ Officer further acknowledges that any agreement entered into,
negotiated or performed in violation of any of the provisions set forth herein shall be voidable as
to the CHA;
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C. That Ethics/EEQ Officer shall not use the services of any ineligible (debarred or
suspended) attomey or consultant for any purpose in the performance of its Services under this
Agreement;

D. That Ethics/EEQ Officer and its attorneys and sub-consultants are not in default at
the time of the execution of this Agreement, or deemed by the General Counsel to have, within
five (5) years immediately preceding the date of this Agreement, been found to be in default on
any contract awarded by the CHA;

E. That Ethics/EEQ Officer has carefully examined and analyzed the provisions and
requirements of this Agreement; that it understands the nature of the Services required; that from
its own analysis it has satisfied itself as to the nature of all things needed for the performance of
this Agreement, the general and special conditions, and all other matters which in any way may
affect this Agreement or its performance; and that the time available to it for such examination,
analysis, and preparation was adequate;

F. That the Agreement is feasible of performance in accordance with all of its
provisions and requirements and that Ethics/EEO Officer can and shall perform, or cause to be
performed, the Services in strict accordance with the provisions and requirements of this
Agreement;

G. That, except only for those representations, statements, or promises expressly
contained in this Agreement, and any exhibits attached hereto, and incorporated by reference
herein, no representation, statement or promise, oral or in writing, or of any kind whatsoever, by
the CHA, its officers, agents or employees, has induced Ethics/EEQ Officer to enter into this
Agreement or has been relied upon by Ethics/EEO Officer;

H. That Ethics/EEO Officer, its partners and attorneys are in good standing with the
Illinois Attorney Registration and Disciplinary Board and/or the Wisconsin Officer o Lawyer
Regulation;

I. That Ethics/EEQ Officer acknowledges that the CHA, in its selection of the
Ethics/EEO Officer Counsel to perform the Services hereunder, materially relied upon the
Ethics/EEO Officer’s proposal that the aforesaid information was accurate at the time it was made,
that no material changes to that proposal have been nor will be made without the express consent

of the CHA;

J. That Ethics/EEO Officer understands and agrees that any certification, affidavit or
acknowledgement made under ocath in connection with this Agreement is made under penalty of
perjury and, if false, is also cause for termination to this Agreement;

K. That Ethics/EEQ Officer, its partners and attorneys, are not in violation of the
provisions of U.S.C. Sec. 666 (a)(1) and the Illinois Criminal Code, 720 ILCS 5/33E-6 et seq.
(1989), as amended respectively; and

L. That Ethics/EEO Officer shall act in accordance with the CHA’s Ethics Policy, as

amended from time to time and any protocols in connection with such policy the CHA may adopt
from time to time.
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Section 8.02 Joint and Several Liability

In the event that Ethics/EEQO Officer, or its successors or assigns, if any, is comprised of
more than one individual or other legal entity (or a combination thereof), each and every obligation
or undertaking herein stated to be fulfilled or performed by the Ethics/EEO Officer shall be the
joint and several obligation or undertaking of each such individual or other legal entity.

Section 8.03 Business Documents and Contractor's Affidavit

To the extent applicable, Ethics/EEO Officer shall provide copies of its latest articles of
incorporation, by-laws and resolutions, or partnership or joint venture agreements, as applicable,
and evidence of its authority to do business in the State of Illinois, including without limitation,
registration as a sole proprietor or registrations of assumed names or limited partnerships.

Ethics/EEQ Officer shall execute a Contractor's Affidavit before a notary public, and the
Contractor's Affidavit shall be attached hereto as Exhibit V and incorporated by reference as if
fully set forth herein.

Section 8.04 Conflict of Interest and Anti-Lobbying

A. No member of the governing body of the CHA or other units of government and no
other officer, employee, or agent of the CHA or other unit of government who exercises any
functions or responsibilities in connection with the Services to which this Agreement pertains,
shall have any personal interest, direct, or indirect, in this Agreement. No member of or delegate
to the Congress of the United States or the Illinois General Assembly and or CHA executive or
senior staff or employee shall be admitted to any share or part of this Agreement or to any financial
benefit to arise from it.

B. Ethics/EEO Officer covenants that its partners, attorneys and employees, or
consultants, presently have no interest and shall acquire no interest, direct or indirect, in this
Agreement which would conflict in any manner or degree with the performance of the Services
hereunder. Ethics/EEQ Officer further covenants that in the performance of this Agreement no
person having any such interest shall be employed. Ethics/EEO Officer will insure that it and
persons working on its behalf do not undertake any representation or other relationship that places
Ethics/EEO Officer or the CHA in an actual or potential conflict of interest with any other
individual or entity. Ethics/EEO Officer will advise the CHA in writing of any situation or
representation that constitutes or appears to constitute an actual or potential conflict of interest
immediately upon learning of such a situation or representation and will inform the CHA in writing
of corrective courses of action available. Ethics/EEQ Officer agrees to request a waiver of the
conflict of interest from the General Counsel. Ethics/EEO Officer must fully detail the nature of
the conflict of interest. Any waiver of the conflict of interest from the General Counsel must be
in writing. Ethics/EEQ Officer agrees that if the CHA determines that any of the Ethics/EEO
Officer's services for others conflict with the Services to be rendered under this Agreement,
Ethics/EEO Officer shall terminate such other services immediately.
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C. Additionally, pursuant to the conflict of interest requirements in OMB Circular A-
102 and 24 CFR sec. 85.36(b)(3), no person who is an employee, agent, consultant, officer, or
appointed official of the CHA and who exercises or has exercised any functions or responsibilities
with respect to HUD assisted activities, or who is in a position to participate in a decision making
process or gain inside information with regard to such HUD activities, may obtain a financial
interest or benefit from the activity, or have an interest in any contract, subcontract, or agreement
with respect thereto, or the proceeds thereunder, either for itself or for those whom it has family
or business ties, during his or her tenure with the CHA or for one year thereafter.

D. Furthermore, Ethics/EEO Officer represents that it is and will remain in compliance
with federal restrictions on lobbying set forth in Section 319 of the Department of the Interior and
Related Agencies Appropriations Act for Fiscal Year 1990, 31 U.S.C. Subsection 1352, and related
rules and regulations set forth at 54 Fed. Reg. 52,309 ff. (1989), as amended.

Section 8.05 Non-Liability of Public Officials

No official, employee or agent of the CHA shall be charged personally by Ethics/EEO
Officer, or by any assignee or subcontractor of Ethics/EEO Officer, with any liability or expenses
of defense or be held personally liable to Ethics/EEO Officer under any term or provision of this
Agreement, because of CHA's execution or attempted execution of this Agreement, or because of
any breach hereof,

Section 8.06 Independent Contractor

Ethics/EEO Officer shall perform under this Agreement as an independent contractor to
the CHA and not as a representative, employee, agent, or partner of the CHA.

Section 8.07 Annual Contributions Contract

Notwithstanding any provision contained herein to the contrary, the CHA and Ethics/EEO
Officer hereby certify that Ethics/EEQ Officer's Services shall be performed in accordance with
the provisions of the Annual Contributions Contract between HUD and the CHA.

ARTICLE 9 GENERAL CONDITIONS

Section 9.01 Entire Agreement

This Agreement, comprised of this Agreement and the Exhibits attached hereto and
incorporated herein, shall constitute the entire agreement between the parties with respect to the
subject matter hereof and no other warranties, inducements, considerations, promises, or
interpretations shall be implied or impressed upon this Agreement.

Section 9.02 Counterparts

This Agreement is comprised of several identical counterparts, each to be fully executed
by the parties and each to be deemed an original having identical legal effect.



Section 9.03 Amendments, Addenda and Approvals

A, No changes, amendments, modifications, or discharge of this Agreement, or any
part thereof, shall be valid unless in writing and signed by the authorized agent of Ethics/EEO
Officer and by either the General Counsel or the Chief Executive Officer of the CHA or their
respective successors and assigns or the Chief Executive Officer’s designee. The CHA shall incur
no liability for additional Services without a prior written amendment to this Agreement pursuant
to this Section.

B. Whenever in this Agreement, Ethics/EEQ Officer is required to obtain prior written
approval, the effect of any approval that may be granted shall be prospective only from the later
of the date approval was requested or the date on which the action for which the approval was
sought is to begin. In no event may approval apply retroactively to a date before the approval was
requested.

Section 9.04 Compliance with All Laws

The Ethics/EEQ Officer shall at all times observe and comply with all applicable laws,
ordinances, rules, regulations (including but not limited to HUD regulations) and executive orders
of the federal, state and local government, now existing or hereinafter in effect, which may in any
manner affect the performance of this Agreement. Provisions(s) required by law, ordinances,
rules, regulations, or executive orders to be inserted shall be deemed inserted whether or not they
appear in this Agreement or, upon application by either party, this Agreement shall forthwith be
amended to literally make such insertion; however, in no event shall the failure to insert such
provision(s) prevent the enforcement of this Agreement or such provision(s).

In furtherance (but not in limitation) of the immediately preceding paragraph, the
Ethics/EEO Officer shall at all times observe and comply with, as applicable, the Uniform
Administrative Requirements contained in 24 C.F.R. 85.1 et seq. (inciuding but not limited to the
provisions of 24 C.F.R. 85.36(i) incorporated into and made a part of this Agreement by this
reference), as amended; Title VI of the Civil Rights Act of 1964 (42 U.S.C. 2000d et seq.), as
amended; the Fair Housing Act (42 U.S.C. 3601 et seq.), as amended; Exec. Order No. 11,063 (27
Fed. Reg. 11,527 (1962)), as amended by Exec. Order No. 12,259 (46 Fed. Reg. 1,253 (1980));
the Age Discrimination Act of 1975 (42 U.S.C. 6101 et seq.), as amended; the Rehabilitation Act
of 1973 (29 U.S.C. 794), as amended; the Davis-Bacon Act (40 U.S.C. 276a et seq.), as
supplemented by Department of Labor regulations (29 C.F.R. Part 5), each as amended; the
Contract Work Hours and Safety Standards Act (40 U.S.C. 327 et seq.), as supplemented by
Department of Labor regulations (29 C.F.R. Part 5), each as amended; the National Environmental
Policy Act of 1969 (42 U.S.C. 4321 et seq.), as amended; the Clean Air Act (42 U.S.C. 7401 et
seq.), as amended; the Federal Water Pollution Control Act (33 U.S.C. 1251 et seq.), as amended;
Exec. Order No. 11,246 (30 Fed. Reg. 12,319 (1965)), Exec. Order Nos. 12,086 (43 Fed. Reg.
46,501 (1978)) and 11,375 (32 Fed. Reg. 14,303 (1967)); Exec. Order No. 12,372 (47 Fed. Reg.
30,959 (1982)); the Copeland “Anti-Kickback™ Act (18 U.S.C. 874 and 40 U.8.C. 276c), as
supplemented by Department of Labor regulations (29 C.F.R. Part 3), each as amended; the Byrd
“Anti-Lobbying” Amendment (31 U.S.C. 1352), as amended; Exec. Orders 12,549 (51 Fed. Reg.
6,370-71 (1986)) and 12,689 (54 Fed. Reg. 34,131 (1989) and the Mandatory Standards and
Policies relating to energy efficiency which are contained in the state energy conservation plan
issued in compliance with the Energy Policy and Conservation Act (Pub. L. 94-163, 89 Stat. 871).
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Additionally, the Ethics/EEO Officer shall comply with the applicable provisions of OMB
Circulars A-133, A-102, A-122, A-110 and A-87, as amended, succeeded or revised.

The Ethics/EEO Officer shall take such actions as may be necessary to comply promptly
with any and all governmental orders imposed by any duly constituted govemment authority
whether imposed by federal, state, county or municipal authority.

Section 9.05 Governing Law

This Agreement shall be governed as to performance and interpretation in accordance with
the laws of the State of Illinois. Ethics/EEO Officer hereby irrevocably submits itself to the
original jurisdiction of those courts located within the County of Cook, State of Illinois, with regard
to any controversy arising out of, relating to, or in any way concerning the execution or
performance of this Agreement. Ethics/EEQ Officer agrees that service of process on Ethics/EEO
Officer may be made, at the option of the CHA, either by registered or certified mail addressed to
the applicable office as provided for in this Agreement, by registered or certified mail addressed
to the office actually maintained by Ethics/EEQ Officer or by personal delivery on any officer,
director, or managing or general agent of Ethics/EEO Officer. Nothing stated herein shall be
construed as a waiver or modification of the requirements for notice or service of process of
litigation, as set forth in the Illinois Code of Civil Procedure, the Federal Rules of Civil Procedure,
the local rules of the Circuit Court of Cook County, and the local rules governing U.S. District
Court for the Northern District of Illinois.

Section 9.06 Severability

If any provisions of this Agreement shall be held, or deemed to be, or shall, in fact, be
inoperative or unenforceable as applied in any particular case in any jurisdiction or in all cases
because it conflicts with any other provision or provisions hereof or of any constitution, statute,
ordinance, rule of law or public policy, or for any other reason, such circumstances shall not have
the effect of rendering the provision in question inoperative or unenforceable in any other case or
circumstances, or of rendering any other provision or provisions herein contained invalid,
inoperative, or unenforceable to any extent whatever. The invalidity of any one or more phrases,
sentences, clauses or sections contained in this Agreement shall not affect the remaining portions
of this Agreement or any part thereof.

Section 9.07 Interpretation

Any headings of this Agreement are for convenience of reference only and do not define
or limit the provisions thereof, Words of any gender shall be deemed and construed to include
correlative words of the other gender. Words importing the singular number shall include the
plural number and vice versa, unless the context shall otherwise indicate. All references to any
exhibit or document shall be deemed to include all supplements and/or amendments to any such
exhibits or documents entered into in accordance with the terms and conditions hereof. All
references to any person or entity shall be deemed to include any person or entity succeeding to
the rights, duties, and obligations of such persons or entities in accordance with the terms and
conditions of this Agreement.



Section 9.08 Assigns

All of the terms and conditions of this Agreement shall be binding upon and inure to the
benefit of the parties hereto and their respective legal representatives, successors, transferees and
assigns.

Section 9.09 Cooperation

Ethics/EEO Officer agrees at all times to cooperate fully with the CHA and to act in the
CHA's best interests. If this Agreement is terminated for any reason or expires on its own terms,
Ethics/EEQ Officer shall make every effort to assure an orderly transition to another Ethics/EEQ
Officer, if any, undertake the orderly demobilization of its own operations in connection with the
Services, and guarantee the uninterrupted provision of Services during any transition period.
Ethics/EEO Officer shall also otherwise comply with the reasonable requests and requirements
of the CHA in connection with the termination or expiration of this Agreement.

Section 9.10 Miscellaneous Provisions

Whenever, under this Agreement, the CHA by a proper authority waives Ethics/EEO
Officer's performance in any respect or waives a requirement or condition to either the CHA's or
Legal Counsel’s performance, the waiver so granted, whether express or implied, shall only apply
to the particular instance and shall not be deemed a waiver forever or for subsequent instances of
the performance, requirement or condition. No such waiver shall be construed as a modification
of the Agreement regardless of the number of times the CHA may have waived the performance,
requirement or condition.

ARTICLE 10 COMMUNICATION AND NOTICES

Section 10.01 Communication Between the Parties

All verbal and written communication including required reports and submissions between
Ethics/EEO Officer and CHA shall be to the Office of the General Counsel. No verbal
communication between the parties shall change any of the terms and conditions of this
Agreement.

Section 10.02 Notices

Any notices sent to Ethics/EEO Officer shall be mailed by U.S. mail, postage prepaid to:
Pugh, Jones and Johnson, P.C.
180 North LaSalle Street, Suite 3400

Chicago, Illinois 60601-2807
Attn: Jorge Cazares
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Notices sent to the CHA shall be mailed by U.S. mail, postage prepaid to:

Office of the General Counsel
Chicago Housing Authority

60 East Van Buren Street, 12 Floor
Chicago, Illinois 60605

Attention: Chief Legal Officer

ARTICLE 11 AUTHORITY

Section 11.01 CHA's Authority

Execution of this Agreement is pursuant to the United States Housing Act of 1937, 42
U.S.C. §1437 et seq.; regulations promulgated by HUD, and the Illinois Housing Authorities Act,
310 ILCS 10/1 et seq., as amended, and other applicable laws, regulations and ordinances.

Section 11.02 Ethics/EEQ Officer's Authority

To the extent applicable, the signature(s) of each person signing on behalf of Ethics/EEO
Officer have been made with complete and full authority to commit Ethics/EEO Officer to all
terms and conditions of this Agreement, including each and every representation, certification and
warranty contained herein, including without limitation such representations, certifications and
warranties collectively attached hereto and incorporated by reference herein.

IN WITNESS WHEREQOF, the CHA and Ethics’EEQ Officer have executed this
Agreement as of the date first written above.

CHICAGO HOUSING AUTHORITY PUGH, JONES AND JOHNSON, P. C.
e Bructir e te /3

By: Arna / By / [ %ﬁfd...——
Dionna Brookens (Its Partner or Au/tﬁorized Officer)

Deputy Chief Procurement Officer

DATE: _#-8 201l
FEIN NO: 3l - 33832 (.9

Approved as to form and legality for
Chicago Housing Authority purposes only:

CHICAGO HOUSING AUTHORITY
Office of the General Counsel

By %T’u«;
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EXHIBIT 1

INTENT AND SCOPE OF SERVICES

Exhibit I



INTENT AND SCOPE OF SERVICES

1. Ethics Counseling, Adjudicating and Training Services

Statement of Work: The CHA seeks the assistance of the Ethics/EEO Officer to serve as
Ethics Officer pursuant to the CHA Ethics Policy ("Policy"), as may be amended from time to
time. The Ethics Officer will be required to perform the following tasks:

a. Initiate and receive complaints of violations of any of the provisions of the Policy.

b. Conduct investigations of alleged violations of the Palicy in accordance with the procedures
and standards specified in the Policy and any protocols as may be established from time to
time by the CHA; and recommend or impose appropriate corrective action and/or sanctions.
The Ethics Officer may exercise appropriale discretion in determining whether to investigate
and whether to act upon any particular complaint or conduct.

c. Provide advice and information to CHA employees and officials and persons who have or
seek CHA contracts regarding the standards of conduct embodied in and requirements of the
Policy. The Ethics Officer must also provide information about the interpretation and
requirements of the Palicy and any applicable Federal, state or local laws impacting ethics
generally, and advice about their application in specific circumstances.

d. Educate and train CHA employees and officials, persons who have or seek CHA contracts
and the public about the requirements of the Policy and any applicable Federal, state or local
laws impacting ethics upon request by the CHA.

e. Regulate and enforce the standards of conduct required in the Policy by distributing,
collecting and reviewing Statements of Financial Interests filed each year by CHA employees
and officials. Maintain and make available for public inspection Statements of Financial Interest
filed by CHA employees and officials,

f. Provide such other services as are inherent in serving as the Ethics Officer under the
Policy.

See Article |V of the attached CHA Ethics Policy;
2. CHA'’s Equal Employment Opportunity Officer (“EEQ Officer”)

The EEO Officer performs various functions in connection with CHA's policies with respect to
discrimination, harassment and accommodations made for employees with disabilities.

As stated in the Employee Handbook, the CHA is committed to maintaining a work environment
that is free of discrimination. Accordingly, the CHA will not tolerate any form of harassment,
unlawful discrimination or intimidation based upon protected status, against employees by anyone
including managers, supervisors, co-workers, executives, other employees, vendors, clients,
customers or other third parties. The CHA will not tolerate harassing conduct that affects tangible
job benefits, that interferes unreasonably with an individual's work performance, or that creates an
intimidating, hostile or offensive work environment.

EEQ Officer or designee addresses all equal employment opportunity concerns of CHA employees
including complaints of discrimination, harassment or hostile work environment and requests for
accommodalion due to religion or disability. Complaints may concern hiring, promalion, transfer,
work environment, or any other term or condition of employment.
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When a complaint of discrimination is made to the EEQ Officer, the EEO Officer will conduct an
investigation of the complaint and conclude the complaint resolution process within forty-five {45)
calendar days of its receipt, if feasible.

In investigating and resolving EEQ complaints, the EEO Officer will do the following:

Determine whether the complaint concerns an equal employment opportunity issue or
whether it is more appropriately addressed in the grievance or problem-solving
procedure pravided in the CHA Employee Handbook.

Work with staff and employees with disabilities and their supervisors and Depariment
Directors to make reasonable accommodation determinations for those employees,
where appropriate.

Investigate all complaints of discrimination in a fair, impartial and expeditious manner.
Where feasible and desirable, conciliate conflicts that exist for reasons other than
discrimination.

Where the complaint is determined to be without substantive merit, issue a
determination to the complaining employee advising the employee that no further EEQ
action will be taken and, where appropriate, refer the employee to other processes or
services to address the employee's issues,

Where discriminatory conduct is found, issue a corrective action determination to the
Department Director via the Director of Human Resources.

Conduct a follow-up investigation within thirty (30) calendar days of issuing a corrective
action determination to ensure that the corrective action recommendation is followed.
Where a corrective action determination has not been followed, issue a report to the
Director of Human Resources and the Chief Executive Officer to seek assistance in
enforcing the corrective action determination.

Complaints and reports shall be held in confidence to the extent that such confidence is consistent
with the CHA's Policy of eliminating and correcting incidents of discrimination or harassment.

All CHA employees will be required to provide their full cooperation to the CHA's EEO Officer when
that cooperation is requested.
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EXHIBIT 11

FEE SCHEDULE - BASE TERM

1. PARTNER RATE: $285/HOUR
2. ASSOCIATE RATE: $250/HOUR
3. PARALEGAL RATE: $125/HOUR
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EXHIBIT III

CHA’S OUTSIDE COUNSEL BILLING GUIDELINES
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CHICAGO HOUSING AUTHORITY’S OUTSIDE COUNSEL BILLING GUIDELINES
{as of 05/05/16)

The Chicago Housing Authority (“CHA") retains a broad range of outside counsel to assist and
augment its legal staff. A lawyer from the Chicago Housing Authority's Office of the Chief Legal
Officer (“OCLO") will be designated as your firm's point of contact when dealing with the CHA
("Designated Contact"). The CHA, through its Office of the Chief Legal Officer, is responsible for
making all substantive decisions in matters for which outside counsel have been engaged.

These guidelines are applicable to all law firms retzined by the CHA. If there are occasions or specific
matters for which some of the procedures seem inappropriate, bring your concerns or special
requests to the attention of your Designated Contact. The CHA reserves the right to modify these
Billing Guidelines at any time.

STAFFING AND SUPERVISION

When the CHA retains outside counsel to work on a particular matter, we expect the lawyer whom
we contact to be directly and intimately involved in that matter throughout its course, unless we
otherwise specifically agree. We also expect to be consulted about other lawyers before they are
assigned to work on any CHA matters and will not consider time expenditures for such lawyers to
be authorized absent such consultation. You may not assign additional staff to any CHA matter

without prior approval from the Designated Contact.

We expect that outside counsel will avoid:

. overstaffing CHA matters;

" shifting assigned personnel except when absolutely necessary and only when approved by
the Designated Contact;

= charging for learning time of newly assigned lawyers when a shift in personnel is required;

= authorizing premature or peripheral legal or factual research;

. holding nonessential internal conferences about CHA matters; and

" routinely digesting, abstracting or summarizing documents and depositions; absent specific
agreement otherwise.

= handling specific tasks through persons who are either overqualified (e.g., routine document

review by a senior lawyer} or under-qualified (e.g., extensive research of general principles
of law by junior associates};

The resources of the CHA's OCLO should be the starting point for your projects. For instance, it may
be more efficient for us to gather and review files. For certain research activities (inciuding legal
research), or for business, financial or historical information, we expect you to look to the
information and experience available through the CHA as a primary source. Accordingly, significant
research projects and other non-routine activities that may involve the expenditure of considerable
time by your firm should be discussed with us and approved in advance,



Outside Counsel Billing Guidelines Printed: 05/05/16

PROTOCOL

You and the Designated Contact should work closely together. In all circumstances, it is essential
that you keep the Designated Contact fully and currently informed about the status of your matters
and the import of new developments. By this we mean prompt personal communications where
appropriate and periodic written status reports where appropriate.

You should consult with the Designated Contact regarding the various aspects of the matters to
which you are assigned so that we can jointly determine whether, for example, a particular research
project is necessary, a particular deposition makes sense from an economic standpoint, or a
particular document production can be completed more economically in-house.

Should you communicate directly with any CHA employees outside of the Law Department or CHA
vendors, you should report all such discussions on any matter of substance to the Designated
Contact on the same day the matter is discussed.

All documents that you intend to file with a court or a government agency that may potentially
affect the final disposition of a case must be sent to the Designated Contact with enough lead time
to allow a meaningful review. Copies of final or as-filed documents should alse be sent to the
Designated Contact. In addition, the Designated Contact should be provided with copies of any
memorandum, whether an internal research memorandum or one filed in a court, for which the
CHA is to be charged a fee.

Settlement demands and overtures must be conveyed to the Designated Contact immediately. The
Designated Contact will consult with the appropriate CHA official and will authorize settlement, if
appropriate. No settlement may be entered into without prior approval of the Designated Contact.

Status Reporting for Personal Injury, Other Tort, Workers Compensation, and Employment-
Related Litigation

Within two weeks of the receipt of a case or an assignment, you must acknowledge the acceptance
in a letter directed to the Deputy General Counsel-Litigation enclosing the executed Task Order
which should list the name of the responsible partner and any other lawyers or paralegals to be
assigned to the specific matter. The acknowledgment letter should outline the activities to be
performed within the first ninety days and provide a preliminary budget for those activities. Within
ninety days thereafter, you should complete and forward a Status Report following a format
provided by your Designated Contact. Your Status Report should provide the CHA with an initial
evaluation and a proposed budget for the entire matter of the case or assignment. Interim status
reports in letter form should be submitted every sixty days and should briefly update the
information contained in the Status Report, even if there has been no activity.

As information becomes available, you should report all significant events directly to the Designated

Contact. Significant events include depositions, witness interviews and court appearances.
Depaositions are to be briefly summarized in letter form and should include your impression of the
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witness, effect upon the case or assignment, effect on the CHA’s strategy and recommendations for
future activities.

Legal Counsel should notify the Designated Contact of all settlement conferences or trial dates as
soon as the date is set, and they should discuss whether the Designated Contact or other CHA
representative should attend any settlement conferences or trials.

At least six months prior to trial, Legal Counsel must submit a detailed evaluation of liability and
damages for the case, including potential settlement amounts and verdict awards. You must obtain
written authority from the Designated Contact to proceed to trial. During trial, you are expected to
report daily to your Designated Contact.

All correspondence, significant pleadings, acknowledgment letters, Status Reports, information and
documents should be forwarded to:

Deputy General Counsel - Litigation
Chicago Housing Authority

Office of the Chief Legal Officer

60 East Van Buren, Twelfth Floor
Chicago, IL 60605

Status Reporting for Non-Litigation Matters

Within two weeks of the receipt of an assighment on a non-litigation matter, you must acknowledge
acceptance in a letter directed to the Designated Contact enclosing the executed Task Order which
should list the name of the responsible partner and any other lawyers or paralegals to be assigned
to the specific matter. The acknowledgment letter should outline the activities to be conducted
within the first ninety days and provide a preliminary budget for those activities. Within ninety days
thereafter, you must provide a budget through the conclusion of the matter. Legal Counsel and the
Designated Contact should agree on the most appropriate reporting procedures thereafter,

All correspondence, significant matters, acknowledgment letters, Status Reports, information and
documents should be forwarded to the appropriate Designated Contact at the address below:

Chicago Housing Authority
Office of the Chief Legal Officer
60 East Van Buren, Twelfth Floor
Chicago, IL 60605
BUDGET
You will be required to provide a budget when you are retained to handle a matter. Legal fees and

costs must not exceed the budgeted amount without prior approval.
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The budget must specifically include the work expected to be done, the identity and the billing rate
of each lawyer and paralegal assigned to the matter, and the amount of time the work is expected
to take. This budget should be updated quarterly. Any variances from the proposed budget should
be clearly shown. You must notify the Designated Contact if it becomes apparent that the budget
is being or will be exceeded.

Unless otherwise approved in advance, the CHA will not pay charges for time spent preparing
budgets or monthly bills.

EXPENSES

The CHA will reimburse your firm for out-of-pocket expenses at your firm's cost, except for certain
disbursements that will not be paid unless agreed to in advance by the Designated Contact.

Messenger Services. We will reimburse you for actual charges billed to your firm for
deliveries {including overnight express), but only when such expedited delivery is necessary. All
decisions about modes of delivery, from hand delivery to overnight express, to electronic
transmission, should be made with due regard for need, economy and good sense. We will not pay
for in-house messenger services.

Local and Surface Travel. If you are required to travel more than 100 miles round trip on
CHA business, we will reimburse reasonable mileage rates for the use of personal cars or the actual
cost of buses or trains necessitated by the CHA's business, which are not part of your lawyers' or
employees' commuting costs during regular business hours in accordance with applicable CHA
policies.

Qut-of-Town Travel. Any out of town travel must be approved in advance by your
Designated Contact. Only in unusual circumstances will travel by more than one attorney be
approved. Charges for attorney time during travel are reimbursable only if such time is actually used
in performing services for the CHA. You must make travel arrangements by means that will insure
that the best and most reasonable prices for air or ground transportation are obtained. We will
reimburse your firm only for coach rates. We will reimburse your firm for reasonable hotel charges
and for reasonable meal charges. Please see the reimbursement rates for travel expenses as listed
on the attached sheet. We will not pay for personal expenses incurred in conjunction with such
travel (for example, entertainment, alcohol, dry cleaning).

Experts and Consultants. The selection and retention of appraisers, experts and consuitants
must be coordinated with and approved by the Designated Contact. These charges must be
itemized on your bill.

Other Expenses. The CHA will pay the actual cost of services such as court reporting, printing

and the acquisition of specific materials if such expenses were approved in advance by the
Designated Contact.

Page 4



Outside Counsel Billing Guidelines Printed: 05/05/16

Non-Reimbursable Expenses. Unless authorized in advance by the Designated Contact, the CHA
will NOT pay for the following expenses or charges:

e secretarial, clerical or word processing services {(normal, temporary or overtime);

* administrative, clerical and other services such as proofreading, file creation, file organization
and maintenance, “clearing conflicts,” and persannel training;

accounting services;

photocopy expenses at more than 10 cents per page;

facsimile charges, other than actual long distance charges associated with the transmission;
local telephone expenses;

office supplies;

charges for business meals or refreshments (unless related to out of town travel);

local travel expenses;

in-house messenger services;

costs associated with purchase or rental of equipment such as copiers, fax machines, computers,
software, postal machines, etc.;

computerized research unless approved in advance;

e normal postage;

e charges associated with preparing an invoice or resolving disputes over invoices.

LAWYER AND PARALEGAL TIME REPORTING

Minimum Charges. All professional time must be billed to the nearest one-tenth {0.1) of a hour for
each activity included in a billing entry.

Daily Time Descriptions by Lawyer or Paralegal. The CHA will not pay for "blocked entries," namely
a line item with a single time charge for multiple activities. A time charge must accompany each
activity.

For example the following is not acceptable:
10/2/00--5.00 hours--Phone conference with Hargrove re deposition; conference
with client re same; prepare substantive changes to Answer; attend deposition of
Hargrove.

The following is acceptable:
10/2/00--5.00 hours--Phone conference with witness Hargrove re deposition (.20);
conference with client name re same (.50); prepare substantive changes to Answer
(1.30}; attend deposition of Hargrove (3.00).

Attendance at Meetings, Hearings, Depositions. The CHA generally will pay for only one attorney
from your firm to attend depositions, meetings, or arguments. The CHA recognizes that additional
people as identified in your budget may be needed for trials and major hearings. Prior approval from
the Designated Counsel must be obtained if time is to be billed for more than one attorney to attend
a meeting, deposition, trial or hearing. In addition to the above restrictions, we will not accept bills
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of a "miscellaneous” or "other" category of expenses. We will not pay charges, however designated
on your invoice, attributable specially to weekend work (other than charges in the permitted
categories detailed in this section), or for air conditioning, heating, office machine attendants,
lighting, parking, clerical assistance, or other costs associated with the maintenance of a law office.

Legal Research. You should obtain prior approval from the Designated Contact before conducting a
legal research project that is expected to exceed two (2) hours. When seeking approval, you should
be prepared to address the purpose of the research; who will perform the research; whether the
research can be performed effectively by lower-level personnel; whether the firm has previously
conducted research on these or similar issues; whether the lawyer has access to prior research on
the same topic; and the approximate number of hours needed to complete the research. The CHA
should not be charged for routine research,

Research concerning matters of common knowledge among reasonably experienced counsel in the
Chicago area is considered routine. Where circumstances exist that enable you to use your data
banks, the CHA should only be charged for research connected with updating previously researched
materials. It is expected that paralegals or junior associates will be used for research matters,
avoiding extensive research time expended by partners or senior associates. Copies of research
products prepared for a CHA matter should be forwarded to the Designated Contact.

Vague Descriptions. The use of vague or generally described activities is unacceptable. Generic and
general activity descriptions that lack specificity, such as the following examples, are not appropriate
and will not be compensated:

. Arrangements with . Receipt of documents

. Conference with . Prepare correspondence
. Discussion with . Review correspondence
. Meeting with . Review case and issues

. Discovery . Telephone call

. Work on file . Meeting preparation

. Research . Closing preparation

. Motion work . Update strategy

. Review/draft document . Work on project

Billings for discussions, meetings, and telephone calls should specifically describe the parties, the
subject, and the purpose. Any correspondence, pleading and other document that is prepared or
reviewed must be identified and described. Any legal or factual research must identify the issue(s)
researched.

Office Conferences. The CHA will not allow for non-essential intra-office conferences, and it will
pay for only reasonable amounts of time expended on essential conferences on substantive matters.
The CHA will not pay for intra-office conferences that are either administrative or educational in
nature.
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Reviewing Files. The CHA should not be charged for general, diary or status file reviews. A file
review that is not precipitated by an event {such as a telephone call or receipt of correspondence}
or that does not result in the creation of any tangible work product should not be billed to the CHA.
The CHA will not pay for the review of a file by a party who is merely supervising the work of another
law firm employee. Such supervision is considered part of the firm's overhead and is already
contained in the firm's hourly rate structure. The CHA will not pay for time spent by newly assigned
attorneys or paralegals to familiarize themselves with a matter on which staffing has changed while
the case is in progress.

Paralegal Functions. Examples of activities that should generally be performed by paralegals are:

preparing first drafts of basic forms and documents;

ordering searches;

ordering public records documents for closings;

organizing materials;

organizing and re-organizing files that involve case documents such as separating and
cataloging responses to requests for production of documents;

indexing file material if professional judgment with respect to categorization is required;
. preparing subpoenas for deposition, entry of appearance, substitution of counsel, rautine
interrogatories and requests to produce, jury trial demands, and other routine litigation
documents;

summarizing answers to interrogatories;

preparing records requests and subpoenas;

summarizing employment and other records;

abstracting depositions.

Secretarial/Clerical/Administrative Functions. The CHA should be billed for work performed only
by professionals (attorneys and paralegals), and it should not be charged an hourly or flat rate or
fee for work that is secretarial or clerical or administrative in nature. The CHA considers the
following services to be clerical, administrative or secretarial in nature, and it should not be charged
for them regardless of who performs the task:

scheduling meetings and appointments;

making travel arrangements;

maintaining calendars;

filing, organizing or reorganizing files;

date-stamping documents;

pick-up or delivery of documents and records;

preparing documents for mailing or shipping;

tabbing or indexing file materials (unless professional judgment as to the index categories
must be used);

creating and organizing binders, notebooks, folders, files, etc.;
° ordering vendor services and providing instructions to vendors;
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processing vendor bills;

collating;

organizing files for storage;

updating lists;

copying and binding documents;

inventorying documents;

] preparing enclosure letters;

] preparing invoices and negotiating billing questions.

FORMAT OF INVOICES

All matters should be invoiced on a sixty (60) day basis, regardless if there were services provided
for in a given month. Final invoices which should be submitted within thirty {30) days of the final
activity. A single original invoice should be submitted to the Chief Legal Officer for review,
processing and payment. Copies of invoices for reimbursable expenses should be submitted with
the original invoice for professional services. Duplicate and/or copies of invoices should not be
submitted to any other CHA department.

The format of the itemized statement must include the following information for each matter:

the complete name or title of the matter as outlined in the assignment letter;

a unique invoice number for the particular bill;

your firm’s taxpayer identification number;

your firm’s Lawson identification number;

the name of the Designated Contact;

the inclusive dates of the months covered by the bill;

the name, status, hourly rate, total hours billed (not recorded), and tatal amount billed for
each lawyer or paralegal whose rates compose the fee; and

¢ an itemized list of permissible disbursements and the actual or permissible charge for
each disbursement.

Each 60-day invoice submitted for payment should include a cover sheet, a copy of which is attached
for your convenience. You must include with your statement both time sheet or diary detail for
time charges and copies of invoices or internal data compilations for all disbursements.

Only those statements submitted in accordance with the foregoing procedure will be processed.
Any statement that does not contain the specified information will be returned to your firm with a

request for revision and/or explanation.

The CHA has the right to examine and audit all of your firm's billings for any work charges to the
CHA and all of the supporting data for those billings.
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MBE/WBE/DBE AND SECTION 3 UTILIZATION PLANS AND POLICIES
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CHICAGO HOUSING AUTHORITY (CHA)
Department of Procurement and Contracts Contract Compliance Division

SCHEDULE A - M/W/DBE UTILIZATION PLAN
(To Be Completed by PRIME CONTRACTOR)

RFp/iFB/conTRACT/PURCHaASE arpero; 448 (2016) DATE Form susmrrTen: 9/ 29/2016
erarecr 1me: EEDICS Officer and Equal Employment Opportunity (EEO) Officer
PRIME CONTRACTOR NAME[S): Pugh, Jones & Johnson, P.C.

aoress: 100 N. LaSalle St., Suite 3400, Chicago, IL 60601 TewepHone: (31 §-108-7800
conmacrnameprmee: JOrge V., Cazares, Partner

eMALADDREss: JCazares@pijjlaw.com
Firm - African American

Ethnlcity: . male

FEDERAL TAX IDENTIFICATION OR SOCIAL SECURITY NO. ¢

CONTRACT AMOUNT: §, 181 ’000

mw/oeevorac: 5_191,000

NOTE: The M/W/DSE Totol represents the sum of oll of the
subcontracts listed on this Schedule A, lncluding Self-

100
™M/W/DRE TOTAL PERCENTAGE: % erformine Pres s

The Contractor shall in determining the manner of M/W/DBE participation, first consider Direct Participation with
M/W/DBE companies as subcontractors, suppliers of goods and services, or as joint venture partners, directly related to
the parformance of this contract. Aftar exhausting reasonable good faith efforts and with prior CHA approva), the
bidder/proposer may also meet all or part of the CHA’s M/W/DBE commitment goals, through Indirect Participation, by
contracting with M/W/DBEs for the provision of goods and services not diractly related to the performance of the
contract/scope of work. Indirect pasticipation can be demonstrated by providing coples of canceled checks (both front
and back) pald to the certified subcontractors, and a Letter of Certification that was current at the time the checks were
issued to the subcontractor {must be entered into B2Gnow and Contract Compliance Specialist will approve). Indirect
participation must have eccurred within a six manth period of the dates of this contract and will not be considered as
acceptable participation on multiple contracts.

Firms seeking M/W/DBE subcontracting credit via Direct or Indirect participation must include ane (1} current
certification from a CHA approved certifying agency. A copy of a current Letter of Certification Is required. Applications
for certified status will not ba acceptad. M/W/DBEs utilized for direct or indirect participation must be currently certified
by one of the following agencies: City of Chicago, METRA, PACE, Cack County, State of illinols - Central Management
Services {CMS), Women Business Development Center (WBDC), Chicago Transit Authority (CTA), the Chicago Minority
Supplier Development Councit (CMSDC}, liinois Department of Transportation (IDOT), and/or the Small Business
Administration (SBA B{a)). For contractors whose principal business address is focated outside of the metropolitan
Chicago area, certification of comparable agencles will be considered.
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CHICAGO HOUSING AUTHORITY {CHA)
Department of Pracurement and Contracts Contract Compliance Divislon

SCHEDULE A - M/W/DBE UTILIZATION PLAN
{To Be Compieted by PRIME CONTRACTOR)

I DIRECT PARTICIPATION

A, companyname: Pugh, Jones & Johnson, P.C.
aporess: 180 North LaSalle Straat, Suite 3400, Chicago, IL_60601

CONTACT PersoN; Jorge V. Cazares TeLepxone: 312-768-7800
E-MAIL ACDRESS: Jcazares@pjilaw.com

ORIGINAL M/W/OBE DOLLAR vaLug: $181.000 % of Total Contract Value: 100%
AMENDED M/W/DBE DOLLAR VALUE: % of Tota Contract Value:

NOTE: Amended Dollar Volue only used when changes cre mode and opproved by Compliance during o controct.

WORK TO BE PERFORMED/MATERIALS SUPPUED:
legal services

Anticipated Performance Timeframe {(Whan will the contractor be cnsite performing tha work and for how long):
one year, with an additional ona ysar option

B. COMPANY NAME:

ADDRESS:,

CONTACT PERSON: TELEPHONE:,
E-MAIL ADDRESS:

ORIGINAL M/W/DBE DOLLAR VALUE: % of Total Contract Value:
AMENDED M/W/DBE DOLLAR VALUE: % of Total Contract Value:

NOTE: Amended Dollor Value only used when changes ore mode and opproved by Complionce during o controet,
WORK TO BE PERFORMED/MATERIALS SUPPLIED:

Anticipated Performance Timeframe (When will the contractor ba onsite performing the work and for how leng):

C. COMPANY NAME:

ADDRESS:

CONTACT PERSON: TELEPHONE:|

E-MAIL ADDRESS:

QRIGINAL M/W/DHE DOLLAR VALUE: % of Total Contract Valug;
AMENDED M/W/DBE DOLLAR VALUE: % of Total Contract Vahre:

NOTE: Amended Dollar Value only used when changes are mode and opproved by Compliance during o controct.
WORK TO BE PERFORMED/MATERIALS SUPPLED:

Antkcipated Performance Timaframe (Whan will tha contractor be onsite pesforming the work and for how long):

Schadule A — M/W/DBE Utillzation Plan Page20of7 Revised 08.25.2014



CHICAGO HOUSING AUTHORITY (CHA)

Department of Procurement and Contracts Contract Compliance Division

SCHEDULE A — M/W/DBE UTILIZATION PLAN
(To Be Completed by PRIME CONTRACTOR)

F

COMPANY NAME:

ADDRESS:

CONTACY PERSON: TELEPHONE:

E-MAIL ADDRESS:

DRIGINAL M/W/OBE DOLLAR VALUE: % of Tomal Cantract Valus:
AMENDED M/W/DEE DOLLAR VALUE: % of Tata! Contract Value:

NOTE: Amended Dollar Value only used when changes ore mode ond approved by Compliance during o controct.
WORK TO BE PERFORMED/MATERIALS SUPPLIED;

Anticipated Performanca Timeframs (When wilt the contractor be onshe performing the work and for how long):

COMPANY NAME:

ADDRESS:

CONTACT PERSON: TELEPMONE:

E-MAIL ADDRESS:

ORIGINAL M/W/DBE DOLEAR VALLIE: % of Total Contract Value:

AMENDED M/W/0BE DOLLAR VALLE: % of Total Contract Value:

NOTE: Amended Doffar Value only used when changes are mode ond opproved by Comphonce during a controct
WORK VO BE PERFORMED/MATERIALS SUPPLIED:

Anticipatad Performance Timeframe (When wil the contractor be onsite parfanming the work and for how fang}:
COMPANY NAME:

ADDRESS:

CONTACT PERSON:, TELEPHONE:,

E-MAIL ADDRESS:

ORIGINAL M/W/DBE DOLLAR VALUE: % of Total Contract Value:

AMENDED M/W/DBE DOLLAR VALUE: % of Total Contract Viue:

NOTE: Amended Dolior Voiue only used when changes ore mode end opproved by Campliance during o controct.

WORK TO BE PERFORMED/MATERIALS SUPPLIED:

Antidpated Performance Timaframe (When will the contractor be onsite performing the work and for how fong):

Schedule A -~ M/W/DBE Utilization Plan Page3of7 Revised 08.25.2014
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CHICAGO HOUSING AUTHORITY (CHA)
Department of Procurement and Contracts Contract Compliance Division

SCHEDULE A - M/W/DBE UTILIZATION PLAN
{To Be Completed by PRIME CONTRACTOR)

G. COMPANY HAME:

ADDRESS:

CONTACT PERSON: TELEPHONE:
E-MAILADORESS:

ORIGINAL M/W/DBE DOLLAR VALLE: % of Total Contract Value:
AMENDED M/W/DBE DOLLAR VALUE: % of Total Contract Vafue:

NOTE: Amendzd Doilor Volue only used when changes ore mede ond opproved by Compliance during o controct.
WORK TO BE PERFORMED/MATERIALS SUPPLIED:

Anticipated Performance Timeframe {When will the contractor be ansite parforming the work and for how leng):

H. COMPANY NAME:

ADDRESS:
CONTACT PERSON: TELEFHONE:

E-MAIL ADDRESS:

ORIGINAL M/W/DEE DOLLAR VALUE: % of Total Contract Value:
AMENDED M/W/DBE DOLLAR VALUE: % of Total Contract Value:

NOTE: Amented Dollar Volue only used when changes are mode and opproved by Complionce during a contract.
WORK TO BE PERFORMED/MATERIALS SUPPLIED;

Anticipated Performance Timeframe (When will the contractor be onsite performing the work and for how long):

I COMPANY NAME:
ADDRESS:
CONTACT PERSON: TELEPHONE:
E-MAIL ADDRESS:
ORIGINAL M/W/DBE DOLLAR VALUE: % of Total Contract Value:
AMENDED M/W/DBE DOLLAR VALLIE: % of Total Contract Value:

NOTE: Amended Dollar Value only used when changes are mode ond approved by Complionce during o controet.
WORK TO BE PERFORMED/MATERIALS SUPPLIED:

Antidpated Performance Timaframe (When will the contracter be onsite performing the work and for how long):

Schedule A— M/W/DBE Utilization Plan Paged of 7 Revised 08.25.2014



CHICAGO HOUSING AUTHORITY (CHA)
Department of Procurement and Contracts Contract Compliance Division

SCHEDULE A - M/W/DBE UTILIZATION PLAN
(To Be Completed by PRIME CONTRACTOR)

Il.  INDIRECT PARTICIPATION

A COMPANY NAME; OB

ADDRESS:

CONTACT PERSON: TELEPHONEY| ?

E-MAIL ADDRESS: r
ORIGINAL M/W/DBE DOLLAR VALUE: % of Tatal Conract Value: _
AMENDED M/W/UBE DOLLAR VALLIE: % of Tata) Contract Value: .

NOTE: Amended Dolfar Volue only used when changes are mode ond opproved by Compliance during o controct
WORK TO BE PERFORMED/MATERIALS SUPPLIED:

Anticipated Performance Timeframs (When will the contractar be ansite performing the work and for how long):

B. COMPANY NAME:

ADDRESS;

CONTACT PERSON:, TELEPHONE:

E-MAIL ADDRESS:

ORIGINAL M/W/DBE DOLLAR VALUE: % of Total Contract Value:
AMENDED M/W/DBE DOLLAR VALLJE: % of Total Contract Value:

NOTE: Amended Doflar Value only used when chonges ore mode und opproved by Complionce during o controct,
WORK TO BE PERFORMED/MATERIALS SUPPLED:

Anticlpated Performance Timeframe (When will the contractor ba onsite gerfarming the work and for how long):

€. COMPANY NAME:

ADDRESS:,

CONTACT PERSON: TELEPHONE:{

E-MAIL ADDRESS:

ORIGINAL M/W/DBE DOLLAR VALUE: % of Total Contract Value:
AMENDED M/W/DBE DOLLAR VALUE: % of Total Contract Vakue:

NQTE: Amended Dollar Velue only used when changes are made and approved by Compliance during o controct.
WORK TO BE PERFORMED/MATERIALS SUPPLIED:

Antklpated Performance Timeframe (When will the contracior be onsite performing the work and for how lang):

Schedutle A ~ M/W/DBE Utilization Plan PageSof7 Revised 08.25.2014



CHICAGO HOUSING AUTHORITY {CHA)
Department of Procurement and Contracts Contract Compliance Division

SCHEDULE A - M/W/DBE UTILIZATION PLAN
(To Be Completed by PRIME CONTRACTOR)

D. COMPANY NAME:

ADDRESS:

CONTACT PERSON: TELEPHONE:

E-MAIL ADDRESS:

ORIGINAL M/W/DBE DOLLAR VALUE: % of Total Contract Value:
AMENDED M/W/DBE DOLLAR VALLIE: % of Tota! Contract Value:

NOTE: Amended Dollor Value only used when changes are made and opproved by Compliance during o controet.
WORK 7O BE PERFORMED/MATERIALS SUPPLIED:

Anticipated Performance Timeframe (When will the contractor be onsite performing the work and for how long):

E. COMPANY NAME:

ADORESS:

CONTACT PERSON: TELEPHONE:

E-MAIL ADDRESS:

ORIGINAL M/W/OBE DOLLAR VALUE: % of Total Contract Value:
AMENDED M/W/DBE DOLLAR VALLE: % of Toml Contract Value:

NOTE: Amended Dolfor Value anly used when changes ore mode and opproved by Complionce during a contract.
WORK TO 8E PERFORMED/MATERIALS SUPPLIED:

Anticpated Performance Timeframe {When will the contractor be onsite perfarming the work and for how long):

F.  COMPANY NAME:

ADDRESS;
CONTACT PEASON: TELEPHONE:

E-MAIL ADDRESS:

ORIGINAL M/W/DBE DOLLAR VALUE: % of Total Contract Value:
AMENDED MAW/DBE DOLLAR VALUE: % of Total Enatract Value:

NOTE: Amended Dolior Value only used when changes are made and opproved by Compliance during a controct.
WORK TO BE PERFORMED/MATERIALS SUPPLED:

Antlelpated Parformance Timaframe (When will the contractor be onsite pesforming the work and for how long):

Schedule A — M/W/DBE Utilization Plan PageGof7 Revised 08.25.2014



CHICAGO HOUSING AUTHORITY {CHA)
Department of Procurement and Contracts Contract Compliance Division

SCHEDULE A - M/W/DBE UTILIZATION PLAN
(To Be Completed by PRIME CONTRACTOR)

AFFIDAVIT OF PRIME CONTRACTOR

To the best of my knowledge, Information and beflef, the facts and representations contalned in this Schedule A are true and no
material facts have been omitted.

The undersigned wiil entsr into agreements with the above listed companies for work as indieated on this Schedule A within five ()
days alter receipt of a signed contract executed by the Chicago Housing Authority. Capies of agreements intluding but not limited to
[oint ventures, subcontracts supplier agreements, purchasa orders referencing the SPEC., REP, or Purchase Order Number shall be
forwarded to the Procurement & Contracts Departmant, Contract Compliance Section, &0 East Van Buren, 13™ Flaor, Chicago, IL
60605,

I do solemnly declare and afilrm under the penaity of perjury that the contents of the forgeing document are true and correct, and
that | am authorized on behalf of the Prime Contractor to make this aifldavit.

NAME OF PRIME CONTRACTOR {Print or Type)
Pugh, Jones & Johnson, P.C.

AUTHORIZED OFFICER
Stephen H. Pugh sl s ) (/ srsote
Name Signature Date

NAME OF NOTARY {Print or Type)

Mary Ann Rojas
stateof _lllinois counTy oF__Cook onTHS  25th  pavor
May 20 16 BEFORE ME APPEARED (NAME) _ Stephen H. Pugh TO ME PERSONALLY

KNOWN WHO, BEING DULY SWORN, DID EXECUTE THE FOREGOING AFFIDAVIT, AND DID STATE THAT HE OR SHE WAS FROPERLY
AUTHORIZED BY {NAME OF cOMPANY} _Pugh, Jones & Johnson, P.C. TO EXECUTE THIS AFFIDAVIT AND DID 50 AS
HIS OR HER FREE ACT AND DEED. NOTARY PUBLIC W/lb-" {SEAL} COMMISSION EXPIRES:

A-l-2020

{f [ I

‘ MaHT ANN RUJAS
Otticial Seal st
Notaty Public - Stata of itlmoy
My comr:lulnn Explres Mas 11, 2020

Schedule A — M/W/DBE Utllizatlon Plan Page 7of 7 Revised 08.25.2014




CricaG0 HOUSING AuTtHORITY [CHA)
Department of Procurement and Contracts- Compliance Divislon

SCHEDULE B - SECTION 3 UTILIZATION PLAN
{Ta 8e Completed by Prime Contractor}

PRIME/GENERAL CONTRACTOR'S NAME: Pugh, Jones & Johnson, P.C.

RFP/IFB/RFQ/CONTRACT or PO NUMBER: _448 (2016) DATE FORM COMPLETED: _5/25/2018

proect TriLe: __Ethics Officer and Equal Employment Opportunity Officer

CONTACT NAME/Time: __Jorge V. Cazares
E-MAIL ADDRESS: __{cazares@pijlaw.com CONTRACT AMOUNT: _$181,000.00

PLEASE READ CAREFULLY AND SIGN THE ACKNOWLEDGMENT DN PAGE 4
PRIOR TO COMPLETING AND SUBMITTING SCHEDULE 8

Overview:

The contractor hereby agress to comply with all the provisions of Section 3 as set forth in 24 CFR 135 and the
CHA’s Section 3 Policy. The Contractor hereby submits Schedule B to identify employment, subcontracting, and
other opportunities for Chicago Housing Authority residents and low income Chicago area residents during the
term of the contract between the Contractor and CHA. Any changes to this Utilization Plan must be approved by
the Contract Compllance Specialist, via an amended Schedule B and Section 3 Change Farm, when requested.

Contract Section 3 Requirements

Amourt
Hiring Contracting Other Economic

Opportunities

All Contract 30% 10% See instructions
Values Of all pew hires || Of totol contract value

subcontracted

All Cantract 30% 3% See Instructions
Values Of all pew hires { Of totol contract vaiue

(Iincluding subcontracted

Professional

Service)

Schedule B - Section 3 Utilization Plan Pagelofi12 August 22, 2014




CricaGo HOUSING AuTHORITY (CHA)
Department of Procurement and Contracts- Compilance Division

SCHEDULE B - SECTION 3 UTILIZATION PLAN
{To 8e Completed by Prime Contractor)

Instructions;

Partl:
[ ]

Hiring
Per 24 CFR 135.30, Sectlan 3 requires at feast 30% of the contractor’s naw hires be Section 3 residents.
The prime contractor is pequired to fill out the Table Lb Hiring Chart- ENTIRE WORKEORCE for both Prime and all
Subcontractors in Part I: Hirlng. This chart includes Section 3 hires, AS WELL AS all other non-section 3 hires for the
scope of work,
Table I.a SAMPLE Hiring Chart Entire Workforce for both Prime and all Subcontractors is provided to you a5 a
sample.
Table L.b Hising Chart Entire Waorldorce for both Prime and all Subcontractors will require you to Indicate the total
workforce that you and your subcontractors already have In place and those you need to hire. You wil need to list
their (1} Job Titles, {2) Total Employees Needed at each Job Title, {3) Total Number of Employees Currently
Employed at each Job Title, (4) Total New Hires Needed for each Job Title, {5) Tatal Section 3 Hires for each Job
Title, [6) Total Columns (1) through (5} individually, and {7) Total New Section 3 Hires Required and {8) Percentage
of New Hires that are Section 3.
By filling out the hiring chart, the Contractor affinns that the jobs Identifled for Section 3 residents shall be for
meaningful employment.
A Prime Contractor may satisfy the CHA Resident Hiring Requirements through the hiring of Section 3 residents
through his/her subcontractors.
The Hirlng Chart must be completed in its entirety, including a response for each column, in addition to proper
calcutations in each fleld where totals are required.
If any proposed Section 3 positions cannot be filled, a Sectlon 3 Change Farm s required under the Section 3 Policy.
Prime Contractors and Subcontractors are required to use CHA's Section 3 Job Oppartunitles website to fill all
Sectlon 3 pasitlons.

Part l): Contracting

Per 24 CFR 135.30, Section 3 requires Canstruction contracts to subcontract at least 10% of the work to Sectian 3

Business Concerns and 3% of the work for all Other Contracts.

The definition of ‘Section 3 Business Concern’ under HUD Reguiatlons Is:

(1) 51 percent or mare owned by section 3 residents; or

{2) Whose permanent, full-time employees include persons, at least 30 percent of whom are currently section 3
residents, or within three years of the date of first employment with the business concern were section 3
residents; or

{3} That provides evidence of 8 commitment to subcontract In excess of 25 percent of the dollar award of all
subcontracts to be awarded to business cancerns that meet the qualifizations set forth in paragraphs (1) or {2}
in this definition of "section 3 business concern,”

Section 3 subcantracting refers 1o direct participation (only subcontracts for work that Is included in the stope of

the project).

Contrattors shall direct thelr efforts to award Section 3 covered contracts, to the greatest extent feasible, to

Section 3 Business Concerns In the order of pricrity provided in 24 CFR 135.36.

The Prime Contractor is requirad to fill out the contracting Information in Table Il Contracting Commitments, Table

Il.a: Section 3 Business Concern Contracts, Table ILb.: Contracting Shortfall {if necessary), and/or Table Iic

Outreach Efforts (If necessary) of Part il

Table II: Contracting Commitments requires you to indicate the Total Dollar Value being subcontracted to Section 3

Business Concerns and the percentage of the total contract value, to which the total of all Section 3 Business

Concem subcontracts is equivalent.

Schedule 8 - Sectlon 3 Utilzation Plan Page20f12 August 22, 2014




Cricaco HousiNG AutioRrmy [CHA)
Department of Procurement and Contracts- Compliance Division

SCHEDULE B - SECTION 3 UTILIZATION PLAN
{To Be Completed by Prime Contractor)

¢ Tabla H.a. Section 3 Business Concern Contracts requires you to identify each Section 3 Business Concarn that will
hold a subcontract under this Contract. The Company’s Name, Contract Value, and Scope of Work to be Parformed
must be Identified in order for the plan to be considered complete. A corresponding Schedule C must be submitted
with the Schedule 8,
* Tahle ILb. Contracting Shortfall or Takle it.c. Qutreach Efforts must be complated when tha Prime Contractor [s
unable to meet the full minimum subcontracting requirements under 24 CFR 135.
© When there is na plan or need to subcontract, please outline the reason(s) why In Tabie ILb. Contracting
Shartfall
o Il the prime contractor Is unable to coatract to a Sectlon 3 Business Concern, all outreach efforts must he
documented in Table ll.c. Outreach Efforts You must document all of the companies that have been
contacted for subcontracting opportunitles. If there are limited companies avallable who perform the
necessary duties under this scope of work, please indicate in the ‘reasons for not subcantracting’.
o Thisis required hefore Other E:onumlc Oppartunities are proposed.
. M CTl OPp RTUNI‘I'I E TO IDENTIFY AI\ID [

ALL SE 5
SUCH EMPLOYEES,
Part lli: Other Economic Opportunities
* n the event that a Prime Contractor has demonstrated no plan or need to hire and/or subcontract or is unable to
meet the hiring and/ar subcontracting requirements in Part | and Part 1l, the Prime Contractor is required to
pmvlde other econamic npportunllles by completing the Tnhle s Olher Ecnnonﬂc Oppommttlas Planis).

e Other Economic Opportunitles could include indirect subcontracting with a Section 3 Business Concern
(subcontracting for work not included In the scope of work), training programs, mentorship program participation,
or other economic opportunities directed towards section 3 residents and businesses. Any Other Economic
Opportunlties must be proposed on pages 10 through 12 in Part lil: OTHER ECONOMIC OPPORTUNITIES.

o if the other forms of Other Ecunomic Opportunitles are not feasible, the Prime Contract may propose a
contribution to the Section 3 Fund, Guidance or how to contribute to the Saction 3 Fund Is outlined below:

o Hiring Requirements Contribution: If a Prime Contractar chooses to contribute to the Section 3 Fund as its
Other Economic Opportunity, because they cannot meet the full hiring requirements {30% of new hires),
and cannot provide other economic opportunities gutlined above, then the contractor must pay 5% of the
total dollar amount of the contract for bullding, trade work or 1.5% for all other contracts will he paid to
the Sectlon 3 fund. NOTE: The amaunt shall not exceed $100,000 for any one contract,

o Contracting Requirements Contribution: If a Prime Contractor chooses to contribute to the Section 3 Fund
as its Other Economic Opportunity, because they cannot meet the ful) Section 3 Business Concern
subcontracting requirements, and cannot provide other economic opportunities cutlined abave, the
difference between 10% of the covered contract (bullding, trade work) or 3% {non-construction) and the
actual amount provided to Section 3 Business Concerns must be paid to the Section 3 Fund, NOTE: The
emaunt sholl not exceed $500,000 for ony one controct.

o A Frime Contractor may also pay the entire 10% of the coverad contract (building, trade work} or 3% (non-
construction) if they have documented the infeasibility of offering any Other Economic Oppartunities.
NOTE: The amount shall not exceed $500,000 for any one contract.

Schedula 8 - Sectien 3 Uilllzation Plan Page3of12 August 22, 2014




CHicaco Housing AuTHOASTY (CHA)
Department of Procurement and Contracts- Compliance Division

SCHEDLULE B - SECTION 3 UTILIZATION PLAN
{To Be Completed by Prime Contractor)

o Charts have been provided for each category accepted under Other Economic Opportunities. You must outline the
actusl proposed opportunity, how you will measure tha success of this opportunity, and the anticipated results.
You will only need ta comglete the tables that apply to your Section 3 Plan.

* Please reference the Section 3 Policy for more datails.

This page (page 4) must be signed by a Principal of the Coatractor. The last page (page 12) must be signed
and notarized. This document is subject to change, by the CHA, at any time.

Prime Contragtor Acknow nt of Section 3 Requirements:
S—tq:i_ m 5/25/2016

Signature of Principal of Contractor Date
Stephen H. Pugh
Print Name
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CHicaGD Housing Authonmy {CHA)

Department of Procurement and Contracts- Complliance Divislon

SCHEDULE B - SECTION 3 UTILIZATION PLAN
{To Be Completed by Prime Contractor)

e SAMPLE HIRING CHART
Table L.a;: SAMPLE Hiring Chart- ENTIRE WORKFORCE for both Prime and all Subcontractors
(1) (2) (3) {4) (5)
Job Titles Total Number of Total Number of Total New Hires Total Section 3
Emplayees Employees Currantly | Neadad for each Job | Hires for Each Job
Needed at each Employed at each Job Tide Title
Job Title Title
List the Job Titles that are needed to List haw many List hew many List how many of list the number of
compiete your scope of work- [ncluding emplopees ore employees are currently | these positionsare | Section 3 hires you
the entire warkforee for the Prime ond | needed to complete employed at this currently cpen. will commit to for
any Subrontracters. This includes all the Scope of Work position. each position,
Section 3 ond non-Section 3 Job titles. for each Job Title,
Painters 10 8 2 0
Laborers 20 19 1 1
Carpenters 15 15 0 o
Bricklayers 4 4 0 0
Sprinkler Fitter 3 3 0 0
Marble Mason 1 1 0 0
Electriclan 6 5 1 0
Power Equipment Operator 2 2 0 0
Iron Worker 5 5 0 0
Cement Mason 2 2 0 0
Plumber | 4 0 0
Roofer 10 10 0 1]
Administrative Assistant 2 1 1 1
Superintendent 1 1 ] 0
Payroll Coordinator 1 0 1 1
{6) Totals: 86 80 ] 3
{7} Total New Section 3 Hires Required: 2
{Total of column {4) x 0.3) round up to the nearest whole number
(8} Percentage of New Hires that are Section 3: 50%
{Total of column {5) ¢ Total of column (4)) » 100= % of New Hires
Schedule B - Section 3 Utllization Plan Page50of12 August 22, 2014




CHicaco Housing AutHoRiTy (CHA)
Department of Procurement and Contracts- Compliance Division

SCHEDULE B - SECTION 3 UTILIZATION PLAN
{To Ba Completed by Prime Contractor}

In the Section below, complete the hiring chart in accordance with the instructions on page 2. Please reference
the Sample Hirlng Chart.

Table ).b: Hiring Chart- ENTIRE WORKFORCE for both Prime and all Subcontractors

(1) (2) (3) (4) (5)
Job Titles Total Number of Total Number of Total New Hiras Total Section 3
Employees Employees Cumrently | Needed for ach Job | Hires for Each lob
Needed at each Employed at eachJob Titde Title
Job Title Tite
List the Job Titles that are needed to List haw many List how many List how mony of List the number of
camplete your scope of work- including emplayees ore employees are currently |  these positionsare | Section 3 hires you
the entlre workforce for the Prime end | needed to complete employed at this currently apen, will commit to for
ony Subcontroctors. This Includes oll the Scope of Work position. each positian.
Settion 3 ond non-Section 3 Job titles. foreachob Title,
Aftorneys 1-4 1-4 0 )
Paralegals 1-2 7-2 0 0
{6) Totals:
{7) Total New Sectlon 3 Hires Required: 0
(Total of column {4) x 0.3) round up to the neorest whole number
(8) Percentage of New Hires that are Section 3: 0%
{Total of column (5} + Total of column (4)) x 100= % of New Hires
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Ciicaco HousinG AUTHORITY (CHA)
Department of Procurement and Contracts- Compliance Division

SCHEDULE B - SECTION 3 UTILIZATION PLAN
{Ta Be Completed by Prime Contractor)

Part Ii: CONTRACTING
Table Ui: Contracting Commitments

In the section below, outline the total dollar value and percentage of the total cantract value that will be

subcantracted with Section 3 Business Cancemns.

Tatal Dollar Value of Section 3 Business Concern Contracts: | § 0

Total Percentage of Section 3 Business Concern Contracts:

0 %

Table ll.a.- Sectlon 3 Business Concern Contracts: In the table on the next page, outline the Section 3 Business
Concemns that will be working on this contract. (Note: Each subcontractor listed below must submit a

corresponding Schedule C)

COMPANY NAME: not applicable to the Ethics & EEO Officer duties

ADDRESS:
CONTACT PERSON:
E-MAIL ADDRESS:
ORIGINAL CONTRALT DOLLAR VALUE:
AMENDED CONTRACT DOLLAR VALUE:
NOTE: Amended Doliar Value only used when changes are made and approved by Compliance during a controct.
WORK TO BE PERFORMED/MATERIALS SUPPLIED;
Anticipated Performance Timeframe (When will the contractor be onsite performing the work and for how long):

TELEPHONE:

COMPANY NAME:
ADDRESS:,
CONTACT PERSON:
E-MAIJL ADDRESS:
ORIGINAL CONTRACT DOUAR VALUE:
AMENDED CONTRACT DOLLAR VALUE:
NOTE: Amended Dollor Value only used when chonges are made and approved by Complionce during a controct.
WORK TO BE PERFORMED/MATERIALS SUPPLIED:
Anticipated Performance Timeframe (When wili the contractor be onsite performing the work and for how long):

TELEPHONE:

{if more space is needed, you con use page 8 muitiple times)

Schedula B - Sectlon 3 Utilzatlon Plan Page 7 0f 12
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CHicasn Housing AuTHoriry (CHA)
Department of Procurement and Contracts- Compllance Division

SCHEDULE B - SECTION 3 UTILIZATION PLAN

{To Ba Complated by Prime Contractar)

COMPANY NAME:

ADDRESS:

CONTACT PERSON:, TELEPHONE;

E-MAIL ADDRESS:

ORIGINAL CONTRACT DOLLAR VALUE:

AMENDED CONTRACT DOLLAR VALUE;

NOTE: Amended Dalfar Vafuz orly used when changes ore made and opproved by Complance durlng o contract,

WORK TO BE PERFORMED/MATERIALS SUPPLIED:
Anticipatad Performance Timeframe (When will the contractor be onsite performing the work and for kow long): h

COMPANY NAME:
ADDRESS:
CONTACT PERSON: TELEPHONE: ul
E-MAIL ADDRESS:
ORIGINAL CONTRACT DOLLAR VALUE:
AMENDED CONTRACT DOLLAR VALUE: J
NOTE: Amended Dollar Volue only used when changes are made and approved by Compliance during o contract.
WORK TO BE PERFORMED/MATERIALS SUPPLIED;
Anticipated Performanca Timeframe {When will the contractor ba onsite performing the work and for how long}:

COMPANY NAME:
ADDRESS:
CONTACT PERSON: TELEPHONE:
EMAIL ADDRESS:
ORIGINAL CONTRACT DOLLAR VALUE:
AMENDED CONTRACT DOLLAR VALUE:
NOTE: Amended Daollor Value anly used when changes are made and approved by Compllance during a contract.
WORK TO 8E PERFOHMED/MATERIALS SUPPLIED:
Antldpated Pesformance Timeframe {When will the contractor be onsite performing the work and for how long):

— ===
e —
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CHicaso Housing Autioriry (CHA)
Department of Procurement and Contracts- Compliance Division

SCHEDULE B - SECTION 3 UTILIZATION PLAN
{To Be Completed by Prime Contractar)

Table Il.b: Contracting Shortfall
if the Prime Cantractor cannat meet the minimum contracting requirements, autlined on pages 2 through 4,
provide the reasoning below. You must include the scope of work and why you cannot meet the requirements.
For additional space, please attach a document on your campany’s fetterhead.
e e e
The position of Ethics Officer and EEO Officer requires legal interpretation and application
of the Authority’s Ethics and EEO palicles. These duties will be performed by Jorge Cazares
and other legal partners and assoclales. Such duties do not require the use of subcontractors.

Table fl.c: Qutreach Efforts
if the Prime Contractor Is unable to find subcontractors, after exhausting all good faith effarts, to perform under
this scope of work, list the Companies that were contacted for subcontracting opportunities for this contract.

—— S S = — e T o T ol =T
q i J 3 i g - e e a e

Fusingss Rame: not applicable to the Ethics Officer and EEQ Officer duties

Primary Contact:

Phone Number:

E-Mall Address:

Reason for not
subcontracting:

Business Name:

Primary Contact:

Phone Number:

€-Mall Address:

Reason for not
subcontracting:
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Cnicaco Housing AuTHORITY {CHA)
Department of Procurement and Contracts- Compliance Division

SCHEDULE B - SECTION 3 UTILIZATION PLAN
{To Be Completed by Prime Contractor)

Part Ifl: OTHER ECONOMIC OPPORTUNITIES
Table lll: Other Economic Opportunities Plan(s)

THIS SECTION MUST BE COMPLETED |F YOUR PLAN DOES NOT MEET THE MINIMUM HIRING {30% OF NEW
HIRES} AND/OR CONTRACTING {10%/3%) REQUIREMENTS.

In the space provided below, please outline your plan to provide other economic opportunities to a Section 3 or
low-Income person (if more space Is needed, please provide an attachment to this Schedule B). Examples of
plans may include internship programs, mentorship programs, and teaming agreements. Please note that any
indirect subcontracting should also be described in the section below. Refer to the Instruction page for more
information.

Indirect Participation {subcontracting to a Section 3 business for work outside the scope)
Note: An indirect subcontractor should still submit » Schadule € to corresparnid with this information.

COMPANY NAME:
ORIGINAL CONTRACT DOLLAR VALUE:
WORK TC BE PERI’meED/MATEFIU\I.’:l SUPPLIED:

COMPANY NAME:
ORIGINAL CONTRACT DOLLAR VALUE:
WORK TO BE PERFORMED/MATERIALS SUPPLIED:

Mentorship Program Participation

Describe In detail the work that
will be performed by the Section 3
Resident or Business Concern

Quantlfiable Goals

Anticlpated Results
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CHicaco Housing AUTHORITY {CHA)

Department of Procurement and Contracts- Compllance Division

SCHEDULE B - SECTION 3 UTILIZATION PLAN
{To Be Compl=ted by Prime Cantractor)

Training Program

Describe in detall ths wark that
will be performed by the Section 3
Resident or Business Concern

See mentorship description shova.

Quantiffable Goals

Anticipated Results

Internship Program

Describe in detall the work that
will be performed by the Section 3
Resident or Business Concern

Quantifiable Goals

Anticlpated Results

Other Resuits-Oriented Economic Opportunities {Please Describe)

Nota: Any part-time hires can be representzd here.

Describe in detail the work that
wlll be performad by the Section 3
Resident or Business Concern

Quantifiable Goals

Anticipated Results

Schedute B - Section 3 Utlizaticn Plan

Page 110f12
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CHicago Housing AuTHORITY (CHA)
Department of Procurement and Contracts- Compliance Division

SCHEDULE B - SECTION 3 UTILZATION PLAN
{To Ba Completed by Prime Contractor)

Please salect which type of contribution Is being pald into the Sectlon 3 Fund, according to your Schedule B- Section 3
Utilization Plan. if a contribution Is being made for Hiring and Contracting, you should indicate that in the chart below.

Sectlon 3 Fund

Note: Please refer to page three (3) Part lll: Qther Economic Opportunities for more detalls on contributions.
u] 5% of total contract value (Construction)- Not to Exceed $100,000

Hiring
EI L5% of total contract value lPrnlesslonal Service)- Not to Exceed $100,000
[+] Contributing the difference betweenthe | O 10% of total contract value {Construction)
actual subcontracting dollar amaunt and the Not to Exceed $500,000
Contracting minimum subcontracting requirement

[i°] 3% (Dther Contracts- Including Professiona) Sarvice
Not to Exceed $500,000 Not to Exceed 5?60,000 :

Contribution to Section 3 Fund

{this Is the total of ail hiring and Contructing contributions identified In the Section 3 Fund chart above)
Dollar Value of Contribution | $5,430.00

How will [ contribute the funds? ] i3 CHA can deduct portions from each of my purchase orders
| l

“—m
By signing below, the Contractor hereby agrees 1o comply with the Section 3 requirements indicated abave. To the extent that the
complation of this form 1s contingent upon future Informatlon, for example price negotiations, request for specific services, ete., the
undersigned hereby affirms and agrees to fully adhere to the CHA Section 3 Policy. Furthermore, the undersigned acknowledges and
affirms respansibllity for completion and submission of this form at the time the bid or proposal is due.

Pugh, Janes & Johnson, P.C.

NAME OF PRIME CONTRACTOR (Print or Type)
Stephen H. Pugh 44 PNV
NAME OF AUTHORIZED OFFICER Y
Mary Ann Rojas Date__5/8/2016
NAME OF NOTARY {Print or Type)
svateof __lllinois  coumtvor___ Cook onTHis____Bth pavor
June 20_16 BEFORE ME APPEARED (NAME) ___Stephen H. Pt ti. Eugh___
TO ME PERSONALLY KNOWN WHO, BEING DULY SWORN, DID EXECUTE THE FOR ATE THAT HE OR SHE

WAS PROPERLY AUTHORIZED BY THE PRIME CONTRACTOR TO EXECUTE THIS A
DEED,

Ofticial Seat
NOTARY PUBLC: SEAL): Nalary Public - State of Iifinols

COMMISSION EXPIRES: My Commission Explras Mar 11, 2020

r
INTERNAL CHA APPROVAL: Zﬁ\ . G’a’?/ i
cOMPHANCE Mﬁheen's SIGNATURE DATE

INTERNAL CHA APPROVAL:

SECTION 3 ADMINISTRATOR DATE
{Applicable when Other Economic Opportunities ore proposed)

Schadule B - Section 3 Utiflration Plan Page 12 of 12 August 22, 2004



ChHicaGO HousING AUTHORITY (CHA)
Pracurement & Contracts Department Contract Compliance Division

SCHEDULE C
Letter of Intent M/W/DBE and/or Section 3 Business Concern
Subcontractors, Suppliers, Consultants
(To Be Completed by Subcontractor and/or Self-Performing Prime Contractor)

M/W/DBE or SECTION 3 BUSINESS CONCERN NAME: Pugh, Jones & Johnson, P.C.
Certification Status {Check One): MBE D WBE D DBE

Section 3 Business Concern: |:|Yes NO

FEIN:- ETHNICTY: African-Amarican GENDER: male
CONTACT NAME/TIE: JOrga V. Cazares, Partner

E-MAIL ADDRESS: jcazaras@pjjlaw.com
IFB/RFP/CONTRACT OR PURCHASE ORDER NO.: 448 (2016)
PROJECT TITLE: Elhics Officer & EEO Officer DATE FORM COMPLETED: 5/25/2016

PRIME CONTRACTOR: Pugh, Jones & Johnson, P.C. 312-768-7800
{NAME) {TELEPHONE NUMBER)

NOTE: M/W/DBE contractors must attach a Letter of Certification from one of the certifying agencies
listed on the Schedule A - M/W/DBE Utllization Plan.

1. WI the Subcontractar contract any of the wark ta be performed on this contract to anothar
firm?  Yes[” No

If yes, explain below (Include dollar amount & percentage that will be subcontracted to other firms):

2. List commodities/services to be provided for the above-referenced contract:
Legal Services

3. Indicate the total dollar value: 5 181,000

4. Terms of the agreement Including but not limited to joint ventura, subeontract, suppller
or puschase order agreamants on the above-referenced contract {timeframe and other
subcontract detalls):

not applicable

Pagelof2
Schedule C - Letter of Intent Revised 08.25.2014




CHICAGO HousiNG AUTHORITY (CHA)
Pracurement & Contracts Department Contract Compliance Division

SCHEDULEC
Letter of Intent M/W/DBE and/or Section 3 Business Concern
Subcontractors, Suppliers, Consuitants
{To Be Completed by Subcontractor and/or Self-Performing Prime Contractor)

AFFIDAVIT

The undersigned will enter into a signed agreement with the Prime Contractor listed above within
five (5} days after receipt of a signed contract executed by the Chicago Housing Authority.

I do solamnly declare and affirm under the penalty of pesjury that the contents of the forgo) ﬁ: ;“M' y
document are true and correct, and that ) am authorized on behalf of the Suhconmao;’tuf:np%( t gﬁmﬂ
affidavit.

Pugh, Jones & Johnson, P.C.

{NAME OF MBE/WBE/DBE SUBCONTRACTOR/SUPPLIER - PRINT OR TYPE)

{SIGNATURE OF AUTHORIZED PRINCIPAL' OR AGENT) (DATE)

Mary Ann Rojas
{NAME OF NOTARY -~ PRINT OR TYPE)

sTATE 0f__ lllinois COUNTYOF Caak
ON THIS___25th DAY OF May 20_16

BEFORE ME APPEARED (NAME)__ Slephen H. Pugh

to me parsonally known who, being duly sworn, did execute the foregolng affidavit, and did state
that he or she was properly authorized by Pugh, Jones & Johnson, PCig executa the affidavit
and did so as his or her fres act and deed.

NOTARY PUBLIC: M——ﬂa@a SEAL)

[ U
. MARY ANN ROIAS
COMMISSION EXPIRES: ___ 3= /1 - 3220 Olfrclal Seal

Notsry Public - Stale of Jtinols
My Commission Expires Mar §1. 2020

Page 2of 2
Schadule C - Letter of Intent Ravised 08.25.2014



DEPARTMENT OF PROCUREMENT SERVICES
CITY OF CHICAGO

Nov 21 2013

Stephen Pugh

Fugh, Jones & Johnson, P.C.,
180 N. La Salle Street
Chleago, iL 80601

Dear Mr. Pugh:

We are pleased to inform you that Pugh, Jones & Johnson, P.C. has besn recertified as a
Minority Business Enterprise (“MBE") by the City of Chicago (“City”). This MBE certification
is valid until 11/01/2018; however your firm's certification must be revalidated annually. In the
past the Clty has provided you with an annual letter confiming your cerfification; such letlers
will na longer be issued. As a consequence, we require you to be even more diligent in filing
your annual No-Changae Affidavit 60 days before your annua! anniversary date,

Itis now your responsibility to check the City's cestification direclory and verify your certification
status. As a condition of continued certification during the five year period stated above, you
must fila an annual No-Change Affidavit. Your fim’s annual No-Change Affidavit is due by
11/30/2014, 11/30/2015, 11/30/2016, and 11/30/2017. Please remember, you have an
affirmalive duly lo file your No-Change Affidavit 60 days prior to the data of expiration.
Fallure to file your annual No-Change Affidavit may result in the suspension or rascisslon of
your certification.

Your firm's five year certification will expire on 11/30/2018. You have an affimalive duty lo file
for receriification 60 days prior to the dats of the five year anniversary date. Therefare, you
must file for receriification by 09/30/2048.

It is important to note that you also have an angoing affirmative duty to nolify the City of any
changes In ownership or control of your fim, or any other fact affecting your firm's eligibifity for
certification within 10 days of such change. These changes may Include but are not limited lo
a change of address, change of business structure, change in ownership or ownership
sfructure, change of business operations, gross receipts and or personal net worth that exceed
the program threshold. Fallure to provide the Clty with timely notice of such changes may
resull In the suspension or rescission of your certification. In addition, you may be liable for civil
penalties under Chapter 1-22, “False Claims®, of the Municipal Code of Chicago.

Please note — you shall be deemed to have had your certification lapse and will be ineligible to
particlpate as a MBE if you faif lo:

121 NORTH LASALLE STREET. ROOM 806. CHICAGO ILLINOIS 60602



Pugh, Jones & Johnson, P.C, Page2of 2

» Flle your annual No-Change Affidavit within the required time period;

s Provide financial or other records requested pursuant to an audit within the requirad
fime perlod;

+ Nalify the City of any changes affecting your firm's cerlification within 10 days of such
changs; or

= Fila your recertification within the required time period.

Please be reminded of your contractual abligation to cooperate with tha Clty with respect to any
reviews, audils or investigation of its coniracts and affirmative action programs. We strongly
ancourage you o assist us in maintaining the integrity of our programs by reporiing Instances
or suspiclons of fraud or abuse (o the City’'s Inspactor General at
chicagoinspectorgeneral.org, or B66-IG-TIPLINE (866-448-4754),

Be advised that if you or your firm is found to be Involved In certification, bidding and/or
contraciual fraud or abuse, the City will pursue decertification and debarment In additlon fo
any other penalty imposed by law, any person who knowingly obtains, or knowingly assists
another in obtaining a contract with the City by falsely representing the individus! or entity, or
the individual or entity assistad is guilty of a misdemeanor, punishable by incarceration in the
county Jali for a period not to exceed six months, or a fine of not less than $5,000 and not mora
than §10,000 or both,

Your firn's name will be listed in the City's Disectory of Minority and Women-Owned Business
Enterprises In the specialty area(s) of:

NAICS Cods(s):
541110 — Law Firms

Your firm's participation on Clty contracts will be credited only toward Minority Businass
Enterprise goals in your area(s) speciaity. While your parlicipation an City contracis Is not
limiled to your area of specialty, credil loward goals will be given only for work that is self-
performed and providing a commerclally useful function that Is done in the approved speclalty

category.

Thank you for your Interest in the City's Minority and Women-Owned Business Enterprise
{MBE/WBE) Program.

Sincerely,

Ja L. Rhee @
Chief ProcurementOfficar

JLR/ige
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CHICAGO HOUSING AUTHORITY
Department of Procurement & Contracts

CONTRACTOR'S AFFIDAVIT

Bidder/Proposer Name: _Pugh, Jones & Johnson, P.C.
Bidder/Proposer Address: 180 North LaSalle Street, Suite 3400
Chicago, IL 60601

[FB/RFP NUMBER: Event No. 488 (2016)

Federal Employee 1.D. #: - or Social Security #:

Instructions: FOR USE WITH ALL CONTRACTS. Every Contractor submitting a
bid/ proposal to the Chicago Housing Authority ("CHA") must complete

this Contractor’s Affidavit. Special attention should be paid to those

Sections which require the Contractor to provide certain information to
the CHA. The Contractor should complete this Contractor’s Affidavit by

signing and notarizing Section XIV. Please note that in the event the
Contractor is a joint venture, the joint venture and each of the joint
venture partners must submit a separate and completed Contractor’s
Affidavit. In the event the Contractor is unable to certify to any of the
statements contained herein, the Contractor must contact the
Department of Procurement and Contracts of the CHA and provide a
detaited factual explanation of the circumstances leading to the
Contractor’s inability to so certify.

The undersigned ____Stephen H. Pugh as__ President
(Name) (Title)
and on behalf of _Pugh, Jones & Johnson, P.C. (“Contractor”) having been duly

(Business Name)

sworn under oath certifies that;

L DISCLOSURE OF OWNERSHIP INTERESTS

All bidders/ proposers/ contractors shall provide the following information with their
bid/proposal/contract. Complete all blanks by entering the requested information or if the
question is not applicable, answer with “NA”". If the answer is none, please answer “none”.

Bidder/Proposer is a: [x] Corporation [] Sole Proprietor
(Check One) [1 Partnership [] Not-for-Profit Corporation
[] Joint Venture [] Other

Page | of |5
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CHICAGO HOUSING AUTHORITY
Department of Procurement & Contracts

CONTRACTOR'’S AFFIDAVIT

Average Annual Sales - Last 3 years:  _$7,841,172

Current Net Worth: Date Business Started 08/29/2011

op

SECTION 1. FOR PROFIT CORPORATIONS

Incorporated in the State of IL
Authorized to do business in the State of Illinois YES [X] NO []
Names of all officers of corporation (or Attach List): Names of all directors of
corporation (or Attach List):

NAME (Print/Type) Title (Print/Type) Name (Print/Type Title {Print/Type)

StephenH. Pugh ~ __President
WalterJones ~~ _Vice President

Dennis P.W, Johnson _Sec'v/Treasurer

d.

If the corporation has fewer than 100 shareholders, indicate here or attach a list of
names and addresses of all shareholders and the percentage interest of each.

NAME (PRINT/Type) Address Ownership Interest

180 N. LaSalle, #3400

Stephen H. Pugh Chicago, IL_60601 33-113 o
180 N. LaSalle, #3400

Walter Jones Chicago, IL 60601 33-1/3 o

180 N. LaSalle, #3400

Dennis P.W. Johnson Chicago, IL 60601 33-1/3 %

Is the corporation owned partially or completely by one or more other
Corporations?
YES[ ] NO [X]

If the corporation has 100 or more shareholders, indicate here or attach a list of
names and addresses of all shareholders owning shares equal to or in excess of 10%

Page 2 of |5
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CHICAGO HOUSING AUTHORITY
Department of Procurement & Conftracts

CONTRACTOR’S AFFIDAVIT

of the proportionate ownership of the corporation and indicate the percentage
interest of each.

NAME (PRINT/Type) Address Ownership Interest

%

%

%

%

NOTE: Generally, with corporations having 100 or more shareholders where no
shareholder owns 10% of the shares, the requirements of this Section 1 would
be satisfied by the bidder/ proposer enclosing, with its bid/ proposal, a copy of
the corporation’s latest published annual report and/or Form 10-K if the
information is contained therein.

SECTION 2. PARTNERSHIP

If the bidder/ proposer is a partnership, indicate the name of each partner (or attach list)
and the percentage of interest of each therein.

NAME OF PARTNERS (Print/ Type} PERCENTAGE INTEREST

o

b

o/
M

SECTION 3. SOLE PROPRIETORSHIPS

a. The bidder/proposer is a sole proprietor and is not acting in any representative
capacity in behalf of any beneficiary: YES| ] NO [ ]
If NO, complete items b. and c. of this Section 3.

b.  If the sole praprietorship is held by an agent(s) or a nominee (s), indicate the
principal(s) for whom the agent or nominee holds such interest.

Page 3 of I5
Contraclor's Affidavitd Revised 3/20/14
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CHICAGO HOUSING AUTHORITY
Department of Procurement & Contracts

CONTRACTOR’S AFFIDAVIT

Name(s) of Principal(s) (Print/Type)

c.  If the interest of a spouse or any other party is constructively controlled by another
person or legal entity, state the name and address of such person or entity possessing
such control and the relationship under which such control is being or may be

exercised:

SECTION 4. NOT-FOR-PROFIT CORPORATIONS

Incorporated in the State of .
Authorized to do business in the State of Illinois YES[ } NO [ 1]
¢.  Names of all officers of corporation (or Attach List): Names of all directors of
corporation (or Attach List):

op

NAME (Print/Type) Title (Print/Type) Name (Print/Type Title (Print/Type)

NOTE: The General Counsel may require any such additional information from any entity to
achieve full disclosure relevant to the Contract. Further, any material change in the
information required above must be provided by supplementing this statement at any time
up to the time the Director of Procurement and Contracts takes action on the Contract or
other action required of the General Counsel.

Page 4 of 15
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1.

ha

CHICAGO HOUSING AUTHORITY
Department of Procurement & Contracts

CONTRACTOR'’S AFFIDAVIT

II. CONTRACTOR CERTIFICATION

A. CONTRACTOR'’S ANTI-COLLUSIVE AFFIDAVIT

The Contractor or any subcontractor to be used in the performance of this contract, or
any affiliated entity of the Contractor or any such subcontractor, or any responsible
official thereof, or any other official, agent or employee of the Contractor, any such
subcontractor or any such affiliated entity, acting pursuant to the direction or
authorization of a responsible official thereof has not, during a period of three (3) years
prior to the date of execution of this Contractor’s Affidavit or if a subcontractor or
subcontractor’s affiliated entity during a period of three (3) years prior to the date of
award of the subcontract:

a. Violated any of the provisions of 18 U.S5.C. §666 (a) (2) and 720 ILCS 5/33E-1
et seq.

b. Bribed or attempted to bribe, or been convicted of bribery or attempting to
bribe a public officer or employee of the CHA, the State of lllinois, any
agency of the federal government or any state or local government in the
United States (if an officer or employee, in that officer’s or employee’s
official capacity); or

c. Agreed or colluded, or been convicted of an agreement or collusion among
bidders or prospective bidders in restraint of freedom of competition by
agreement to bid a fixed price or otherwise; or

d. Made an admission of guilt of such conduct described in 1{(a) and {(b) above
which is a matter of record but has not been prosecuted for such conduct.

The Contractor or any agent, partner, employee or officer of the Contractor is not barred
from contracting with any unit of Federal, state or local government as a result of
engaging in or being convicted of bid-rigging in violation of the Illinois Criminal Code,
720 ILCS 5/33e-3, or any similar offense of any state of the United States which contains
the same elements as the offense of bid-rigging during a period of five (5) years prior to
the date of submittal of this bid, proposal or response.

The Contractor or any agent, partmer, employee, or officer of the Contractor is not barred

from contracting with any unit of state or local government as a result of engaging in or
being convicted of bid-rotating in violation of the Illinois Criminal Code, 720 ILCS 5/33E-

Page 5 of 15
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CHICAGO HOUSING AUTHORITY
Department of Procurement & Contracts

CONTRACTOR'S AFFIDAVIT

4, or any similar offense of any state of the United States which contains the same
elements as the offense of bid-rotating.

Additionally, that the undersigned is the party making the foregoing proposal or bid,
that such bid or proposal is genuine and not collusive, and that said bidder/proposer has
not colluded, conspired, connived or agreed, directly or indirectly with any proposer or
person, to put in a sham proposal or to refrain from proposing, and has not in any
manner, directly or indirectly sought by agreement or collusion, or communication or
conference, with any person, to fix the proposal price of affiant or of any other proposer,
to fix overhead, profit or cost element of said proposal price, or that of any other
proposer and has not secured any advantage against the Chicago Housing Authority or
any person interested in the proposed contract, nor has said proposer participated with
any person or business entity in any collusive scheme to rotate proposals, provide any
bribes, kickbacks to CHA employees in violation of any of the provisions of 18 U.S.C.
§666 (a) (1) and 720 ILCS 5/33E-1 gt seq; or engage in bid rigging; that proposer is not
barred from bidding on the subject contract as a result of a violation of either Section 33-
E-3 or 33-E-4 of the Illinois Criminal Code, 720 ILCS 5/33E-1 et seq; and that all
statements on said proposal are true. Under penalties of perjury as provided by law
pursuant to Section 1-109 of the Code of Civil Procedure, the undersigned certifies that
the statements set forth in this Contractor’s Affidavit are true and correct.

The Contractor, its agent, officers or employees have not directly or indirectly solicited
non-public information from a CHA officer or employee; entered into any agreement,
participated in any collusion, or otherwise taken any action in restraint of free
competitive bidding in connection with this proposal in violation of Illinois Criminal
Code, 720 ILCS5/33E-1 et seg. Failure to submit this statement as part of the

bid/ proposal will make the bid non-responsive and not eligible for award consideration.

B. SUBCONTRACTOR’S ANTI-COLLUSION AFFIDAVIT

The Contractor has obtained from all subcontractors to be used in performance of this
contract, known by the Contractor at this time, certifications in form and substance equal
to Sub-Section A of Section II of this affidavit.

The Contractor will, prior to using any subcontractor(s), obtain from such all
subcontractor(s) to be used in the performance of this contract, but not yet known by the
Contractor at this time certifications in form and substance equal to the certification
Subsection A of Section Il of this Affidavit. The Contractor shall not, without the prior
written permission of the CHA, use any of such subcontractors in the performance of
this contract if the Contractor, based on such certifications or any other information
known or obtained by Contractor, becomes aware of such subcontractor, subcontractor’s

Page 6 of 15

Contractor’s AfTidavit Revised 3/20/14



I

CHICAGO HOUSING AUTHORITY
Department of Procurement & Contracts

CONTRACTOR'S AFFIDAVIT

affiliated entity or any agent, employee or officer of such subcontractor or
subcontractor’s affiliated entity having engaged in or been convicted of any of the
conduct described in Section 1l (A) hereof.

The Contractor will maintain on file for the duration of the contract all certifications
required by Section II for any subcontractors to be used in the performance of this
contract and will make such certifications promptly available to the CHA upon request.

The Contractor will not, without the prior written consent of the CHA, use as
subcontractors any individual, firm, parinership, corporation, joint venture or other
entity from whom the Contractor is unable to obtain a certification in form and substance
equal to the certification.

Contractor hereby agrees, if the CHA so demands, to terminate its subcontract with any
subcontractor, if such Contractor or subcontractor was ineligible at the time that the
subcontract was entered into for award of such subcontract under the State of Illinois
Criminal Code 720 ILCS 5/33e-1 eq seq. as amended. The Contractor shall insert
adequate provisions in all subcontracts to allow it to terminate such subcontracts as
required by this Section I1.

Notes 1-4 For Section 11. Contractor’s Certification

Business entities are affiliated if, directly or indirectly, one controls or has the power to
control the other, or if a third person control or has the power to control both entities.
Indicia of control include without limitation: interlocking management or ownership
identity of interests among family members; shared facilities and equipment; common
use of employees; or organization of a business entity following the ineligibility of a
business entity using substantiaily the same management, ownership or principals as the
ineligible entity.

No corporation shall be barred from contracting with any unit of State or local
government as a result of a conviction, under either Section 33E-3 or Section 33E~4 of
Article 33 of the State of lllinois Criminal Code of 1961, as amended, of any employee or
agent of such corporation if this employee so convicted is no longer employed by the
corporation and: (1) it has been finally indicated not guilty or (2) if it demonstrate to the
governmental entity with which it seeks to contract and that entity finds that the
commission of the offense was neither authorized, requested, commanded, nor
performed by a director, officer or a high managerial agent in behalf of the corporation as
provided in paragraph (2) of subsection (a) of Section 5-4 of the State of Illinois Criminal
Code.

Page 7of |5
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CHICAGO HOUSING AUTHORITY
Department of Procurement & Contracts

CONTRACTOR'S AFFIDAVIT

For purposes of Section Il (A) of this certification, a person commits the offense of and
engages in bid-rigging when he knowingly agrees with any person who is, or but for
such agreement should be, a competitor of such person concerning any bid submitted or
not submitted by such person or another to a unit of State or local government when
with the intent that the bid submitted or not submitted will result in the award of a
contract to such person or another and he either (1) provides such person or receives
from another information concerning the price or other material term or terms of the bid
which would otherwise not be disclosed to a competitor in an independent non-collusive
submission of bids or (2) submits a bid that is of such a price or other material term or
terms that he does not intend the bid to be accepted (See, 720 ILCS 5/33E-3).

For purpose of Section II (A) of this certification, a person commits the offense of and
engages in bid rotating when, pursuant to any collusive scheme or agreement with
another, he engages in a pattern over time (which, for the purposes hereof, shall include
at least 3 contract bids within a period of ten years, the most recent of which occurs after
January 1, 1989) of submitting sealed bids to units of State or local government with the
intent that the award of such bids rotates, or is distributed among, persons or business
entities which submit bids on a substantial number of the same contract (See, 720 ILCS
5/33E-4).

III. STATETAX DELINQUENCIES

In completing this Section III, authorized signatory must initial on the line next to the

appropriate subsection.
1. N/A_ Contractor is not delinquent in the payment of any tax administered by the

lllinois Department of Revenue or, if delinquent, Contractor is contesting such
delinquency in accordance with the procedures established by the appropriate Revenue
Act, its liability for the tax or amount of the tax.

N/A Contractor has entered into an agreement with the Illinois Department of
Revenue for the payment of all such taxes that are due and is in compliance with such
agreement.

N/A_ Contractor is delinquent in the payment of any tax administered by the
Department of Revenue and is not covered under any of the situations described in
subsections 1 and 2 of this Section III, above 1.

65 1LCS5/11 - 42.1 - 1 provides that a municipality may not enter into a contract or
agreement with an individual or other enkity that is delinquent in the payment of any tax
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CHICAGO HOUSING AUTHORITY
Department of Procurement & Contracts

CONTRACTOR’S AFFIDAVIT

administered by the Illinois Department of Revenue unless the contracting party is
contesting, in accordance with the procedures established by the appropriate Revenue
Act its liability for the tax or the amount of the tax or unless the contracting party has
entered into an agreement to pay the tax and is in compliance with the Agreement.
Notwithstanding the above, the CHA may enter into the contract if the CHA's Operating
Officer determines that:

1) the contract is for goods or services vital to the public health, safety, or welfare; and
2) the CHA is unable to acquire the goods or services at a comparable price and of
comparable quality from other sources.

Iv. PUNISHMENT

A Conlractor or subcontractor who makes a false statement, material to Section II {A) and (B)
of this certification commits a 3 class felony. 720 ILCS 5/33e-11(B). Making a false statement
concerning Section III of this certification is a Class A misdemeanor, voids the Contract or
and allows the CHA to recover all amounts paid to the Contractor under the contractin a
civil action. 65 ILCS55/11-42.1-1.

V CERTIFICATION REGARDING SUSPENSION AND DISBARMENT

A. The Contractor certifies to the best of its knowledge and belief, that it and its principals:

1. Are not presently debarred, suspended, proposed for debarment, declared ineligible
or voluntarily excluded from covered transactions by any Federal, state or local
government or agency;

2. Have not within a three-year period preceding this proposal been convicted of or had
a civil judgment rendered against them for: the commission of fraud or a criminal
offense in connection with obtaining, attempting to obtain, or performing a pubic
(Federal, State, Local) transaction or contract under a public transaction; a violation
of Federal or State antitrust statutes; or the commission of embezzlement, theft,
forgery, bribery, falsification or destruction of records, making false statements, or
receiving stolen property

3. Are not presently indicted for or otherwise criminally or civilly charged by a
governmental entity (Federal, State or Local) with commission of any of the offense
enumerated in Section Il (A) (1) above; and

4. Have not within a three-year period preceding this Agreement had one or more
public transactions (Federal, State or Local) terminated for cause or default.
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CHICAGO HOUSING AUTHORITY
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CONTRACTOR'’S AFFIDAVIT

B. If the Contractor is unable to certify to any of the statements in this certification, the
Contractor shall attach a detailed factual explanation to this certification.

C. If any subcontractors are to be used in the performance of this Contract, the Contractor
shall cause such subcontractors to certify as to paragraph of this Certification. In the
event that any subcontractor is unable to certify to any of the statements in this
certification, such subcontractor shall attach a detailed factual explanation to this
certification.

VI. EPA CONTRACTOR LISTING

A. Bidder/Proposer/Contractor shall comply with all applicable standards, orders and/or
requirements established by and/or pursuant to:

1. The Clean Air Act (42. US.C. 4701 et. seq.), as amended;
2. The Clean Water Act (33 U.5.C, 1251 et. seq.), as amended;

3. The Solid Waste Disposal Act as amended by the Resources Conservation and
Recovery Act (RCA) of 1976 (42 US.C. 6901, et. seq.), as amended;

4. The Toxic Substances Control Act (TSCA) (15 U.5.C. 2601 et seg.), as amended;

5. Occupational Safety and Health Administration (OSHA) regulations, and any
amendments thereto;

6. The Comprehensive Environmental Response, Compensation, and Liability Act
(CERCLA) (42 U.5.C. 9601 et. seq.), as amended;

7. lllinois Environmental Protection Agency regulations, as amended;
8. Illinois Department of Labor regulations, as amended;
9. City of Chicago Ordinances, as amended;
B. Bidder/Proposer/Contractor shall not use any facility on the Environmental Protection

Agency’s (“EPA") List of Violating Facilities in the performance of this Contract for the
duration of time that the facility remains on the List.
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CONTRACTOR'’S AFFIDAVIT

C. Bidder/Proposer/Contractor shall immediately notify HUD which has awarded funds
for this project if a facility it intends to use in the performance of this Contract is on the
EPA’s List of Violating Facilities or knows that it has been recommended to be placed on
the List of Violating Facilities.

D. Furthermore, Bidder/Proposer/Contractor shall, in the performance of this Contract,
comply with all requirements of the Clean Air Act ("CAA"), 42 U.S.C. §7401-7642 and the
Clean Water Act (“"CWA"), 33 US.C. §1251-1387, including the requirements of Section
114 of the CAA and Section 308 of the CWA, and all other applicable clean air standards
and clean water standards.

VI CERTIFICATION OF RESTRICTION ON LOBBYING

THE CONTRACTOR CERTIFIES THAT:

A.

No Federal appropriated funds have been paid or will be paid, by or on behalf of the
undersigned, to any person for influencing or attempting to influence an officer or
employee of any agency, a Member of Congress, an officer or employee of Congress,
or an employee of a member of Congress in connection with the awarding of any
Federal contract, the making of any Federal grant, the making of any Federal loan,
entering into any cooperative agreement, and the extension, continuation, renewal,
amendment, or modification of any Federal Contract, grant, loan or cooperative
agreement.

If any funds other than Federal appropriated funds have been paid or will be paid to
any person for influencing or attempting to influence an officer or employee of any
agency, a Member of Congress, an officer or employee of Congress, or an employee of
a member of Congress in connection with this Federal contract, grant, loa or
cooperative agreement, the undersigned shall complete and submit Standard Form
LLL, “Disclosure Form to Report Lobbying,” in accordance with its instructions.

The undersigned shall require that the language of this certification to be included in
the award documents for all sub-awards at all tiers (including subcontracts, sub-
grants, and contracts under grants, loans, and cooperative agreements) and that ail
sub-contractors shall certify and disclose accordingly.

This cerstification is a material representation of fact upon which reliance is placed

when this transaction was made or entered into. Submission of this certification is a
prerequisite for making or entering into this transaction imposed by 31 U.S.C. §1352.
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Any person who fails to file the required certification shall be subject to a civil penalty
of not less than $10,000 or more than $100,000 for each such failure.

VIIL CERTIFICATION OF NONSEGREGATED FACILITIES

As used in this Affidavit, the term “subcontract” includes the term “purchase order” and
all other agreements effectuating purchase of supplies or services. If this Affidavit is
submitted as part of a bid or proposal, the term “Contractor” shall be deemed to refer to
the Bidder or proposer, or subcontractor or supplier. This Affidavit shall be renewed
annually. Notwithstanding the foregoing, the certifications made herein shall remain
applicable until completion of all nonexempt contracts/ subcontracts awarded while this
Affidavit is in effect. The undersigned Contractor certifies the following to the CHA

A. REPORTS: Within thirty (30) days after CHA award to the Contractor of any
contract/subcontract and prior to each March 31 thereafter during the performance of
work under said subcontract, the Contractor shall file Standard Form 100, entitle
“Equal Employment Opportunity Employer Information Report EEO” in accordance
with instructions contained therein, unless the Contractor has either filed such report
within 12 months preceding the date of the award or is not otherwise required by law
or regulation to file such a report.

B. PRIOR REPORTS: If the Contractor has participated in a previous contract or
subcontract subject to Equal Opportunity Clause (41 C.F.R. Sec 60-1.4(a) (1) through
(7), or the clause originally contained in Section 301 of Executive Order No. 10925, or
the clause contained in Section 201 of the Executive Order No. submission of all
required compliance reports, signed by proposed subcontractors, prior to awarding
subcontracts not exempt from the Equal Opportunity Clause.

C. CERTIFICATION OF NONSEGREGATED FACILITIES: The Contractor certifies that
it does not and will not maintain or provide for its employees any segregated facilities
at any of its establishments, and that it does not and will not permit its employees to
perform their services at any location, under its control, where segregated facilities
are maintained. The Contractor agrees that a breach of this certification is a violation
of the Equal Opportunity Clause in the IFB or RFP. As used in this certification, the
term “segregated facilities” means waiting room, waiting area, rest rooms and wash
rooms, restaurants and other eating areas, time clocks, locker rooms and other storage
or dressing areas, parking Iots, drinking fountains, recreation or entertainment areas,
transportation, and housing facilities provided for employees which are segregated
by explicit directive or are in fact segregated on the basis of race, color, religion, or
national origin, because of habit, local custom or otherwise. The Contractor further
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agrees that (except where it has obtained identical certifications from proposed
subcontractors for specific time periods) it will obtain identical certifications from
proposed subcontractors prior to the award of Contracts exceeding $10,000 which are
not exempt from the provisions of the Equal Opportunity Clause; that the CHA will
retain such certifications in its files; and that it will forward the following notice to
such proposed subcontractors {(except where the proposed subcontractors have
submitted identical certifications for specific time periods):

NOTICE TO PROSPECTIVE SUBCONTRACTORS OF REQUIREMENT FOR
CERTIFICATIONS OF NONSEGREGATED FACILITIES. A certification of Non-
segregated Facilities, as required by Section 60-1.8 of Title 41 of the Code of Federal
Regulations, must be submitted prior to the award of a subcontract exceeding $10,000
which is not exempt from the provisions of the Equal Opportunity Clause. (Note: The
penalty for making false statement in offers is prescribed in 18 U.S.C. 1001}.

D. The Contractor certifies that it is not currently in receipt of any outstanding letters of
deficiencies, show cause, probable cause, or other such notification of non-compliance
with EEO regulations.

NOTE: THE PENALTY FOR MAKING FALSE STATEMENTS IN
BIDS/PROPOSALS IS PRESCRIBED IN 18 U.S.C. 1001.

IX. EQUAL EMPLOYMENT OPPORTUNITY

The Equal Employment Opportunity Regulations of the Secretary of Labor (41 CFR Part
60) require that each prospective contractor or proposed subcontractor submit the
following information with his bid, or at the outset of negotiations.

A. Have you participated in any previous contracts or subcontracts subject to the equal
opportunity clause?

YES NO_ X

B. Ifanswer to 1, is yes, have you filed with the Joint Reporting Committee, the Director
of OFCC, any Federal agency, or the former President’s Committee on Equal
Employment Opportunity, all reports due under the applicable filing requirements of
these organizations?

YES NO
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X DAVIS - BACON CERTIFICATION

A. By the submission of this Affidavit, the Contractor hereby certifies that neither it nor any
person or firm who has an interest in the Contractor’s firm is a person or firm ineligible
to be awarded contracts by the United States Government or the CHA by virtue of
Section 3(a) of the Davis-Bacon Act (29 CFR 5.12 (a) (1)).

B. No part of the Contract resulting from this solicitation shall be subcontracted to any
person or firm ineligible to be awarded Contracts by the United States Government or
the CHA by virtue of Section 3 (a) of the Davis-Bacon Act (29 CFR 5.12 (A) (1)).

C. Furthermore, the Contractor hereby certifies that the information contained in this
Affidavit and representation, are accurate, complete and current. The penalty for making
false statements is prescribed in the U.S. Criminal Code, 18 U.S.C. 1001.

X1. SECTION 3 CERTIFICATION

For all contracts where Section 3 is applicable, the Contractor hereby agrees to comply
with all the provisions of Section 3 as set forth in 24 CFR 135.1 et seq and CHA
Resolutions implementing Section 3 requirements. The Prime Contractor will submit a
Schedule B-Section 3 Utilizalion Plan to identify employment, subcontracting, and other
economic opportunities for CHA residents and low- and very low-income Chicago area
residents during the term of the contract between the Prime Contractor and CHA.

XII. INCORPORATION INTO CONTRACT AND COMPLIANCE

The above certifications set forth in this Contractor’s Affidavit shall become part of Contract
No. and incorporated by reference as if fully set forth therein.
Further, the Contractor shall comply with these certifications during the term of the Contract.

XIII. ETHICS POLICY

The Contractor hereby certifies that it shall comply with all the applicable provisions of the
CHA's Ethics Policy adopted by the CHA Board on June 2004, 95-HUD-5 especially Sections
19 through 25 thereof. The Contractor further certifies that it has received and read a copy of
the CHA'’s Ethics Policy.
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CONTRACTOR'’S AFFIDAVIT

XIV. VERIFICATION

Under penalty of perjury, I certify that I am authorized to execute this Contractor’s Affidavit
on behalf of the Contractor set forth on page 1, that I have personal knowledge of all the
certifications made herein and that the same are true.

Qi‘-“ .
Signa;;%si%ent or Authorized Officer

Stephen H. Pugh

Name of President or Authorized Officer

President
Title
312-768-7800
Telephone Number
)
County of _COOK )
Signed and sworn to before me this CQJ At [-‘ day of _March 2016
by
Slephen H. Pugh (Name) as _President

(Title) of __Pugh, Jones & Johnson, P.C. (Contractor)

Notary Public Signaturef&#? Uﬂ;

BEVERLY CARTER

Notary P Officlat Seat
otary Public - Stats of Hitnais
My Commission Explres Fab 1, 2020
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Secton L

CHA ETHICS POLICY
ARTICLE I. GENERAL

Code of Conduct

(a) The code of conduct set forth in this secton shall guide the conduct of every Officer and
Employee of the CHA. All Officers and Employees shall:

(1)

@
(3
*

®

©)

®

@

(10)

(11)

Remember that they are public servants who must place loyalty to the CHA and the
federal and Illinois constitutions, laws, and cthical principles above their private gain
or interest.

Give a full day’s work for a full day’s pay.
Put forth honest effort in the performance of their duties.

Treat members of the public with respect and be responsive and forthcoming in
meeting their requests for information.

Act impartially in the performance of their dutics, so that no private organization or
individual is given preferential treatment.

Refrain from making any unauthorized promises purporting to bind the CHA.

Never use any nonpublic information obtained through the petformance of CHA
work other than in the performance of official duties and responsibilities for the
CHA.

Engage in no business or financial transaction with any individual, organization or
business that is inconsistent with the performance of their CHA duties.

Protect and conserve CHA property and resources, and use CHA property and
resources only for authorized purposes or activities.

Disclose waste, fraud, abuse, and corruption to the appropriate authorites.
Adhere to all applicable laws and regulations that provide equal opportunity for all

persons regardless of race, color, religion, gender, national origin, age, sexual
oricntation, or disability.

(b}  Atthe ime of employment or becoming a CHA Officer or Employee, every CHA Officer
or Employee shall sign, in 2 form prescribed by the Ethics Officer, a commitment to follow
the CHA's code of conduct set forth in this section. The Department of Human Resources
shall administer such commitment and provide 2 copy of the commitment to each Employee
at the time of hiring. The CHA’s Chief Legal Officer shall administer such commitment and
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provide a copy of the commitment to each CHA Officer at the time of his or her
appointment.

This section 1s not intended to, and docs not create any right or benefit, substantive or

procedural, enforceable at law or in equity, by any party against the CHA, its departments,

agencies, or entitics, its Officers, Employees, or agents, or any other person.

Section2.  Fiduciary Duty

Officers and Employees of the CHA shall at all times in the performance of their duties owe

a fiduciary duty to the CHA.

Section 3. Applicability

This Policy applies to all CHA Officers and Employees, and by contract to certain

CHA Contractors and Subcontractors. All Officers, Employees and Contractors shall sign a
statement acknowledging that they (1) have received a copy of this Policy, (2) have read its contents,
(3) agree to adhete to its provisions, and (4) may be subject to sanctions, up to and including
immediate dismissal or removal, if they violate any provision of this Policy.

ARTICLE I1. DEFINITIONS

Section 1. Definitdons

(@

(b)

©

(d)
()

Whenever used in this Ethics Policy the following terms shall have the following meanings:

“Administrative action” means any decision on, ot any proposal, consideration, enactment
or making of any rule, regulation, or any other official non-ministerial action ot non-action
by any department, or by any Officer or Employee of any department, ot any matter which
is within the official jurisdiction of the Chief Executive Officer.

“Board of Commissioners™ means the governing body of the CHA which establishes,
approves, and/or enacts policies for the CHA.

“Business relationship” means any business relationship that creates a Financial interest on
the part of the Officer or Employcee, or the spouse or Domestic partner of the Officer ot
Employec.

“CHA” mcans the Chicago Housing Authority.

*Compensated time” means any time worked by or credited to an Employee that counts
toward any minimum work time requirement imposed as a condition of employment with
the CHA, but does not include any designated CHA holidays or any pertod when the Officer
or Employee 1s on an approved vacation or leave of absence.

Approved by CHA Board of Commissioncrs
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(k)

@

(m)

(n)

()

“Compensation” means money, thing of value or other pecuniary benefit received or to be
received in return for, or as reimbursement for, services rendered or to be rendered.

“Contract management authonty” means personal involvement by CHA Officers and
Employees in, or direct supervisory responsibility for, the formulation or executon of a
CHA contract, including without limitation, the preparation of specifications, cvaluation of
bids or proposals, negotiation of contract terms, or supervision of performance.

“Contractor” means any entity or Person (including his agents or employees acting within
the scope of their cmployment) Doing business with the CHA.

“Covered relative” means the spouse or domestic partner of any Officer or Employee, or the
Immediate family, and Relatives residing in the same residence with the Officer or
Employee.

“Doing business” means any one or any combinaton of sales, purchases, leases or contracts
to, from or with the CHA in an amount in excess of $10,000.00 in any 12 consecutive
months.

“Domestic partner” means a domestic partner satisfying the cligibility requirements of the
CHA Domestic Partners Bencfit Policy.

“Employee” means an individual employed by the CHA, whether part-time or full-time, but
excludes paid and unpaid members of the Board of Commissioners.

“Ethics Officer” means the person responsible for monitoring and enforcing the CHA
Ethics Policy.

“Expenditure” means a payment, distribution, loan, advance, deposit, or gift of money or
anything of value.

“Financial interest” means an interest held by an Officer or Employce that is valued or
capable of valuation in monetary terms with a current value of more than $1,000.00,

provided that such interest shall not include:

n the authonzed compensation paid to an Officer or Employee for any office or
cmployment;

(2) a ime or demand deposit in a financial insttution;

(3) an endowment or insurance policy or annuity contract purchased from an insurance
company;
4 any ownership through purchase at fair market value or inhentance of the shares of a

mutual fund corporation, regardless of the value of or dividends on such shares, if
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(w)

such shares are registered on a securitics exchange pursuant to the Securities
Exchange Act of 1934, as amended;

(3)  any ownership through purchase at fair market value or inheritance of not more than
$15,000.00 worth of the shares of a corporation or any corporate subsidiary, parent
or affihate thereof regardless of the dividends on such shares if such shares are
registered on a securities exchange pursuant to the Securities Exchange Act of 1934,
as amended; or

(6) any ownership by a current Officer or Employee through purchase at fair market
value or inheritance of less than one percent of the shates of a corporation, or any
corporate subsidiary, parent or affiliate thereof, regardless of the value or dividends
on such shares, if such shares are registered on a securities exchange pursuant to the
Securities Exchange Act of 1934, as amended, and if such ownership existed before
the effective date of this Policy.

“Gift” means any thing of value given without fair-market-value consideration.

“Immediate family” mcans spousc or Domestic partner, child, mother, father, grandmother,
grandfather, grandchildren, brother, and sister.

“Instrument of ownership” means deeds, common or preferred stock certificates, rights,
watrants, options, bills of sale, interests in proprietorships, partnerships, joint ventures, and
beneficial interests in trusts and land trusts,

“Officer”” means any paid or unpaid member of the CHA Board of Commissioners.

“Person” means any individual, entity, corporation, limited liability company, partnership,
sole proprictorship, firm, association, union, trust, estate, as well as any parent or subsidiary
of any of the foregoing, whether or not operated for profit.

“Political contribution” means any gift, subscription, loan, advance, deposit of money,
allotment of money, or anything of value given or transferred by one person to another,
including in cash, by check, by draft, through a payroll deduction or allotment plan, by
pledge or promise, whether or not enforceable, or otherwise, for purposes of influencing in
any way the outcome of any election. For the purposes of this definition, a political
contributton does not include:

O] A loan made at a matket rate by a lender in the ordinary course of business;

2) The use of teal or personal property and the cost of invitations, food, and beverages,
voluntarily provided by an individual in rendering voluntary personal services on the
indsvidual’s residential prermuses for candidate-related acuvities, provided the value of
the service provided does not exceed an aggregate of $150 00 in a reporung penod;
or
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(3) The sale of any food or beverage by a vendor for use in a candidate’s campaign at a
charge less than the normal comparable charge, if such charge for uscin a
candidate’s campaign is at least equal to the cost of such food or beverage to the
vendor.
") “Political fundraising committee” means any fund, organization, political action committee

or other entity that, for purposes of influencing in any way the outcome of any election,
receives or expends money or anything of value or transfers money or anything of value to
any other fund, political party, candidate, organization, political action committee, or other

entity.

(w)  “Prohibited political activity” means:

1)

@

)

O]

®

©)

(8)

®

Preparing for, organizing, or participating in any political meeting, political rally,
political demonstration, or other political event.

Soliciting contributions, including but not limited to purchasing, selling, distributing,
ot receiving payment for tickets for any political fund-raiser, political meeting, ot
other political event.

Soliciting, planning the solicitation of, ot preparing any document or report
regarding anything of value intended as a campaign contribution.

Planning, conducting, or participating in a public opinion poll in connection with a
campaign for elective office or for or on behalf of a political organization for
political purposes or for or against any referendum question.

Surveying or gathering information from potential or actual voters in an election to
determine probable vote outcome in connection with a campaign for elective office
or on behalf of 2 political organization for political purposes or for or against any
referendum question.

Assisting at the polls on election day on behalf of any political organization or
candidate for elective office or for or against any referendum question.

Soliciting votes on behalf of a candidate for electve office or a political organization
or for or against any referendum question or helping in an effort to get voters to the
polls.

Initianng for circulation, preparing, circulating, reviewing, or filing any petition on
behalf of a candidate for elective office or for or against any referendum question.

Making contributions on behalf of any candidate for elective office in that capacity
or 1n connection with a campaign for elective office.
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(2)

(aa)

(10)  Preparing or reviewing responses to candidate questionnaires in connection with a
campaign for clective office or on behalf of a political organization for political

purposes.

(11)  Distributing, preparing for distribution, or mailing campaign literature,
campaign signs, or other campaign material on behalf of any candidate for elective
office or for or against any referendum question.

(12)  Campaigning for any elective office or for or against any referendum question.

(13)  Managing or working on a campaign for elective office or for or against any
referendum question.

(14)  Setving as a delegate, alternate, or proxy to a political party convention.
(15)  Participating in any recount or challenge to the outcome of any election.

“Relative” means a Person who is related to an Officer or Employee as spouse or as any of
the following, whether by blood or by adoption: parent, child, brather or sister, aunt or
uncle, great aunt or great uncle, first cousin, niece or nephew, grandparent, grandchild,
father-in-law, mother-in-law, son-in-law, daughter-in-law, sister-in-law, brother-in-law,
stepfather or stepmother, stepson or stepdaughter, stepbrother or stepsister, half-brother or
half-sister and includes the grandfather or grandmother of the Person’s spouse and the
Person’s fiancé or fiancée.

“Resolution” means any resolution, amendment, report or any other matter pending or
proposed to the Board of Commissioners or a committee or a subcommittee including any
other matters which may be the subject of a Board of Commissioners’ action.

“Seeking to do business” means taking any action within the past six (6} months, or
expecting to take any action within the next six (6) months, to obtain a contract or business
from the CHA.

“Subcontractor” means any entity or Person (including officers, agents, or employees acting
within the scope of their employment) paid, directly or indirectly, with CHA funds for
services which will inure to the benefit of the CHA, regardless of the nature of the
relationship of such individual to the CHA for purposes other than this Policy.

ARTICLE II1. SUBSTANTIVE CODE OF CONDUCT PROVISIONS

Part A. Duty to Report and Whistleblower Protection

Section 1. Duty to Report Corrupt or Unlawful Activity

@

Every CHA Officer or Employec shall report, directly and without undue delay, to the CHA
Inspector General ot CHA Ethics Officer any and all information concerning conduct
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©

C)

which such Officer or Employee knows or should reasonably know to involve corrupt or
other unlawful activity by: (i) another CHA Officer or Employee which concerns such
Officer’s or Employee’s office or employment; or (ii) any Person dealing with the CHA
which concems the Person’s dealings with the CHA.

Every Contractor shall report, directly and without undue delay, to the CHA Inspector
General any and all information concerning conduct which such Contractor knows or
should reasonably know to involve corrupt or unlawful acuvity by: (i) any of its employccs
which concemns such employee’s performance of CHA-related work; or (i) any Person
dealing with the CHA which concems the Person’s dealings with the CHA.

Any Officer or Employee who knowingly fails to report a corrupt or unlawful activity as
required in this section shall be subject to employment sanctions, including discharge, in
accordance with procedures under which the Employee may otherwise be disciplined. A
CHA Contractor’s knowing failure to report corrupt ot unlawful activity as required by this
section shall constitute an event of default under the contract. For purposes of this section,
a report made to the CHA Inspector General or Ethics Officer hotlines shall be considered
to be a report under this section.

Every CHA Officer, Employee, and Contractor shall cooperate with the CHA Inspector
General, the CHA Ethics Officer, and Internal Auditors in the performance of their

respective investigations.

Section 2. Whistleblower Protection

@)

(b)

For purposes of this section, “Retaliatory Action™ means the reprimand, discharge,
suspension, demotion, denial of promotion or transfer, or change in the terms and
conditions of employment of any employee that is taken in retaliation for an employee’s
involvement in protected actvity as set forth in subsection (b) of this section.

No Person shall take any Retaliatory Action against an Employee or any other Person
because the Employee or the Person does any of the following:

¢)] Discloses or threatens to disclose an activity, policy, or practice of any Officer,
Employee, or CHA Contractor that the Employee or other Person teasonably
believes evidences:

(i) an unlawful use of CHA funds or CHA funding for actions performed by or
on behalf of the CHA, unlawful use of official authority, or other unlawful
official conduct that poses a substandal and specific danger to public health
or safety by any Officer, Employee or CHA Contractor; or

(i) any other violation of a law, rule, or regulation by any Officer, Employee, or
CHA Contractor that relates to their work performed for, or on behalf of,
the CHA.
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3 Provides information to or testifies before any public body conducting an
investigation, hearing, or inquiry into any official activity, policy, or practice
described tn subparagraph (b)(1) above.

(3) Reports to, cooperates with, or assists the CHA Inspector General, the CHA
Ethics Officer, or the Internal Auditors in the performance of their respective

offices,
() If any Retaliatory Action is taken against an Employee in violation of this section, the CHA
shall take such actions within its power to remedy the negative effects of such retaliation.
Part B. Improper Influence and Conflicts of Interest
Section 3. Improper influence

No Officer or Employee shall make, participate in making or in any way attempt to use his

position to influence any CHA decision or action in which he knows or has reason to know that he
has any Financtal interest distinguishable from that of the general public.

Section 4. Conflicts of Interest; Appearance of Impropriety

@

(b)

No Officer or Employee shall make or participate in the making of any policy, or
governmental or administrative decision, with respect to any matter in which he or she has
any Financial interest distinguishable from that of the general public, or from which he or
she has derived any income or compensation during the preceding 12 months or from which
he or she reasonably expects to derive any income or compensation in the following 12
months.

To avoid even the appearance of impropriety, any Officer who:
() has any Financial interest in any matter pending before the CHA; or

(2) has a Business relationship with a Person or entity with a matter pending before the
CHA Board of Commissioners or any board committee that requires board action,

shall publicly disclose the nature and extent of such interest or Business relationship on the
records of proceedings of the Board of Commissioners, and shall also notify the Ethics
Officer of such interest within 72 hours of delivery of information tegarding the matter to
the board member, or as soon thereafter as the member is or should be aware of such
potential conflict of interest. 'The Ethics Officer shall make such disclosures available for
public inspection and copying immediately upon receipt. The board member shall abstain
from voting on the matrer but shall be counted present for purposes of a quorum. The
obligation to report a potential conflict of interest under this subsection atises as soon as the
member of the CHA Board of Commissioners is or should be aware of such potential
conflict.
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Any Employee who has a Financial interest in any matter pending before the CHA shall
disclose the nature of such interest to the Ethics Officer and the Chief Legal Officer and, if
the matter is pending in his or her own department, to the head of the department. The
obligation to report under this subsection anses as soon as the Employee is or should be
aware of the pendency of the matter. This subsection does not apply to applications for
health, disability or workers’ compensation benefits.

Section 5. Interest in CHA Business

(®)

(b)

No Officer or Employee shall have a Financial interest in his ot her own name or in the
name of any other Person in any contract, subcontract, work or business of the CHA, or in
the sale of any article, whenever the expense, price or consideration of the contract, work,
business or sale is paid with funds belonging to or administered by the CHA. Cotnpensation
for property taken pursuant to the CHA’s eminent domain power shall not constitute a
Financial interest within the meaning of this section.

No Officer or Employee who has Contract management authority over any contract, work
or business of the CHA shall have a Financial interest in any entity which is a Contractor,
Subcontractor, or otherwise a party to that contract, work, or business.

Unless sold pursuant to a process of competitive bidding following public notice, no Officer
or Employee shall have a Financial interest in the purchase of any property that (i) belongs
to the CHA, or (i) is sold by virtue of legal process initated by the CHA. No Officer or
Employee shall engage in a transaction described in this section unless the matter is wholly
unrelated to the Officer’s or Employee’s CHA duties and responsibilities.

Section 6. Representation of Other Persons

(@

®)

©

No Officer or Employee may represent, or denve any income or compensation from the
representation of, any Person other than the CHA in any formal or informal proceeding or
transaction before the CHA in which the CHA’s action or non-action is of a non-ministerial
nature; provided that nothing in this subsection shall preclude any Employee from
petforming the duties of his employment, or any appointed Officer from appearing without
compensation before the CHA on behalf of his constituents in the course of his dutics as an
appointed Officer.

No Officer or Employee may represent, or denve any income or compensation from the
representation of, any Person in any judicial or quasi-judicial proceeding before any
administrative agency or court in which the CHA is a party and that Person’s interest is
adverse to that of the CHA, or in any judicial or quasi-judicial proceeding before any
administrative agency or court in which the CHA may be liable for the judgment or may be
obligated to indemnify any of the partics

No Officer or Employce may represent any Person in the circumstances descnbed in
subsection (a) or (b) unless the matter 1s wholly unrclated to the Officer's or Employee’s
CHA dutes and responsibilitics.
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Section 7. CHA-Owned Property

No Officer, Employee, or Contractor shall engage in or permit the unauthorized use of
CHA-owned property. Nothing in this provision prohibits Officers and Employees from utilizing
telephone, facsimile, pagers, and computer equipment for limited personal use consistent with
CHA’s Communications Equipment Policy.

Section 8. Use or Disclosure of Confidential Information

No current or former Officer or Employee shall use or disclose, other than in the
performance of his or her official duties and responsibilities, or as may be required by law,
confidential information gained in the course of or by reason of his or her position or employment.
For purposes of this section, *‘confidental information™ means any information that may not be
obtained pursuant to the Illinois Freedom of Informaton Act, or disclosed under the Illinois Open
Meetings Act, or obtained without a court order.

Section 9. Solicitation or Receipt of Money for Advice or Assistance

No Officer or Employee, or the spouse, Domestic partner, or minor child of any of them, or
any Covered relative shall solicit or accept any money or other thing of value including, but not
limited to, gifts, favors, services or promises of future employment, in return for advice or assistance
on matters concerning the operation or business of the CHA; provided, however, that nothing in
this section shall prevent an Officer or Employee or the spouse or Domestic partner of an Officer
or Employee from accepting compensation for services wholly unrelated to the Officer’s or
Employee’s CHA dutics and responsibilities and rendered as part of his or her non-CHA
employment, occupation or profession if the Employee has complied with the approval provisions
of Article I1I, Section 15.

Section10. Prohibited Conduct

@ No Officer or Employee or the spouse or Domestic partner of such Officer or Employee,
or any entity in which such Officer or Employee or his or her spouse or Domestic partner
has a Financial interest, shall apply for, solicit, accept or receive a loan of any amount from
any Person who 1s etther Doing business or Secking to do business with the CHA,; provided,
however, that nothing in this section prohibits application for, solicitation for, acceptance of
or receipt of a loan from a financial lending institution, if the loan is negotiated at arm’s
length and is made at 2 market rate in the ordinary course of the lender’s business. This
subsection shall not apply to an entity in which the only Financial interest of the Officer or
Employce or hs or her spouse or Domestic partner is related to the spouse’s or Domestic
partner’s independent occupation, profession or employment.

(b} No Officer, or the head of any CHA department, shall knowingly retain or hire as a CHA
Employee or CHA Contractor any Person with whom any Officer or Employee has a
Business relationship.
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No Officer or Employee shall negotiate the possibility of future employment with any
Person, except with a government agency, that has a marter currently pending before such
Officer or Employee.

For a period of one year from the date of employment or becoming a CHA Officer or
Employee, no CHA Officer or Employee shall participate in a decision-making capacity in a
matter that benefits his or her immediate former employer or immediate former client who
the Officer or Employee represented or on whaose behalf he ot she acted as a consultant
prior to becoming a CHA Officer or prior to commencing his or her CHA employment.

No Officer or Employee shall use his or her office or position to secure a personal benefit,
gain, or profit, or use his or her office or position to secure special privileges or exceptions
for himself or herself, or for the benefit, gain, or profit of any other Person.

Section11. Employment of Relatives

®

(b)

(@

No Officer or Employee shall employ, advocate for employment, or supervise, in any CHA
department in which said Officer or Employce serves or over which he or she exercises
authority, supervision, or control, any Person (i) who is a Relative of said Officer or
Employee, or (i) in exchange for ot in consideration of the employment of any of said
Officer’s or Employee’s Relatives by any other Officer or Employee.

No Officer or Employee shall exercise Contract management authority where any Relative
of the Officer or Employee is employed by or has contracts with any Person doing CHA
work over which the Officer or Employee has exercised or exercises Contract management
authority over any CHA contract if a Relative of the Officer or Employee will perform any
part of the contract, or will derive an economic benefit from the contract, or if any Relative
exercises or has exercised Contract management authority over the contract.

No Officer or Employee shall use ot perrt the use of his or her position to assist any
Relative in securing employment or contracts with any Person over whom the Employce or
Officer exercises Contract management authority. The employment of or contracting with a
Relative of such a CHA Officer or Employee by such a Person within six months prior to,
during the term of, ot six months subsequent to the period of a CHA contract shall create a
rebuttable presumption that said employment or contract was obtained in violation of this
Policy.

Section 12.  Prohibited Political Activities

(a)

®)

No Officer or Employee shall intentionally perform any Prohibited political activity during
any Compensated time,

No Officer or Employec shall intentionally use any CHA property or resources of the CHA
in connecton with any Prohibited political activity, including but not limited to CHA issued
electronic communication devices the use of which also is subject to the CHA
Communicanons Equipment Policy.
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No Officer or Employee shall intentionally require at any time any other Officer or
Employee to perform any Prohibited political activity: (i) as part of the other Officer’s or
Employee’s duties; (ii} as a condition of employment; or (iii) during any compensated time
off.

No Officer or Employce shall be required at any time to participate in any Prohibited
political activity in consideration of additional compensation or any other benefit, including a
salary adjustmment, bonus, compensatory time off, or continued employment.

No Officer or Employee shall be awarded addidonat compensation or any benefit for such
Officer’s or Employee’s participation in any Prohibited political acuvity.

Nothing in this section shall be construed to prohubit activities that an Officer or Employec
undertakes as part of such Officer’s or Employee’s official duties or such activities that the
Officer or Employee may undertake on a voluntary basis, and which ate not otherwise
prohibited by this section.

Section 13.  Solicitation or Acceptance of Political Contributions and Membership on

(@)

(b)

(<)

@

Political Fundraising Committees

The Hatch Act, 5 U.S.C. §1501 ¢t seq., restricts the political activity of Employees in that
they (1) may not be candidates for public office in a partisan election; (i) may not use official
authodty or influence for the purpose of interfering with or affecting the results of an
election or a nomination for office; or (iii) may not directly or indirectly coetce contributions
from another Officer or Employec in support of a political party or candidate.

No Officer or Employee shall compel, coerce or intimidate any other Officer or Employee
to make, refrain from making or solicit any Political contribution or engage in political
acuvites. No Officer or Employce shall knowingly solicit any Political contribution from
any other Officer or Employee over whom he or she has supervisory authority. Nothing in
this section shall be construed to prevent any Officer or Employec from voluntarily making
or soliciting an otherwise permissible contribution or from receiving an otherwise
permissible voluntary contmbution.

No Officer or Employee shall knowingly solicit or accept any Political contribution from a
Person Doing business or Sceking to do business with the CHA.

No Person with Contract management authority shall serve on any Political fundraising
committee,

Section 14.  Post-Employment Restrictions

@

No former Officer or Employee shall assist or represent any Person other than the CHA in
any judicial or administrative proceceding involving the CHA, if the Officer or Employee was
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counse] of record or partcipated personally and substantially in the proceeding during his or
her term of office or employment.

(b) No former Officer or Employee shall, for a period of one year after the terminaton of the
Officer’s or Employec’s term of office or employment, assist or represent any Person in any
business transaction involving the CHA, if the Officer or Employce participated personally
and substandally in the subject matter of the transaction during his or her term of office or
employment; provided, that if the Officer or Employee exercised Contract management
authority with respect to a contract this prohibition shall be permanent as to that contract.

(c) The provisions of subsection (b) do not apply to any former Officer or Employee who is
acting within the scope of his employment while employed by any other governmental unit.

Section15.  Outside Employment

All CHA Employees are prohibited from engaging in secondary employment unless the
Employee’s Department Director, the Director of Human Resources, and the Chief Legal Officer
provide written approval of such secondary employment. Each January, all Employees are required
to complete and submit a Secondary Employment Report and Request Form, attesting that the
Employee does not have secondary employment or requesting approval for such employment. Such
form must be submitted annually, even if secondary employment has previously been approved.
Secondary employment includes traditional employment, independent contractor and self-
employment arrangements. It is the Employee’s obligation to seek approval before commencing
secondary employment if the Employee's secondary employment status changes prior to the January
reporting period. Employees are prohibited from obtaining secondary employment with the City of
Chicago or any Sister Agency (Chicago Public Schools, Chicago Police Department, Chicago Park
District, Metropolitan Water Reclamation District, etc.).

Section 16.  Contract Inducements
No payment, gratuity or offer of employment shall be made in connection with any CHA
contract, by or on behalf of a Subcontractor to the prime Contractor or higher-ter Subcontractor or
any Person associated therewith, as an inducement for the award of a subcontract or order. This
prohibition shall be set forth in every CHA contract and solicitation.
Part C. Gifts and Other Favors
Section17.  Offering, Receiving and Soliciting Gifts or Favors

(=) ¢)) Except as otherwise provided in this Policy, no Officer or Employee and, subject to
subsection (g), no Covered rclanve, shall:

® Solicit any gift;
(1) Accept any anonymous gift; or
Approved by CHA Board of Commissioners

Aprl 21, 2015
16



@

(i)  Accept any gift of cash, gift card or cash equivalent.

Except as otherwise provided in this Policy, no Officer or Employee and, subject to
subsection (g), no Covered relative, shall knowingly accept any gift unless the total
value of all gifts given to the Officer, Employee, or Covered relative by a single
source amounts to no more than $50.00 in a calendar year; provided however, that
Department of Procurement Employces shall be prohubited from acceptng any gift
in any amount from a CHA Contractor Doing business or Secking to do business
with the CHA.

(b) No Officer or Employee shall accept any gift or money for participating in speaking
engagements, lectures, debates or organized discussion forums in the course of the Officer’s
ot Employee’s employment.

(© No Officer or Employee shall offer, with intent to violate, or make a gift that violates, this
section.

(d) The restrictions in subsection (a) shall not apply to the following:

1)

@
&)

O
©)

(6)

®

Any opportunity, benefit, loan, or service that is available to the public on the same
terms.

Anything for which the Officer or Employce pays the fair market value.

Any gift from a Relaave or personal friend, unless the Officer or Employece has
reason to believe that, under the ctrcumstances, the gift was given because of the
official position of the Officer or Employee.

Any bequest, inheritance, or other transfer at death.

Any gift that is given to, or is accepted on behalf of the CHA, provided that any
Person receiving the gift on the CHA’s behalf shall immediately report to the CHA’s
Board of Commissioners, who shall add such gift to the inventory of CHA property.

Any award for public setvice, provided thar such award is not cash, a gift card, or
cash equivalent.

Any material or travel expense for meetings related to a public or governmental
cducational purpose, provided that any such travel has been approved in advance by
the CHA'’s Chuef Executive Officer and further provided that such travel is reported
to the Chicf Exccutive Officer within 10 days of completion.

Any food, refreshment, lodging, transportauon, or other bencfit resulting from the
outside business or employment activines of the Officer or Employee, if such
benefits have not been offered or enhanced because of the official position of the
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(h)

)

Officer or Employec, and are customanly provided to others in similar
circumstances.

9 Reasonable hosting, including travel and expenses, entertainment, meals or
refreshments fumished in connection with meetings, public events, appearances or
ceremonies related to official CHA business, if furnished by the sponsor of such
meeting or public event, and further provided that such travel and expenses,
entertainment, meals or refreshments are reported to the CHA Board of
Commissioners within 10 days of acceptance.

No Person shall give or offer to give to any Officer, Employee or CHA Contractor, or the
Covered relative of such Officer or Employee, and none of them shall accept anything of
value, including, but not limited to, a gift, favor or promise of future employment, based
upon any mutual understanding, either explicit or implicit, that the votes, official actions,
decisions or judgments of any Officer, Employee or CHA Contractor, concerning the
business of the CHA would be influenced thereby. It shall be presumed that a nonmonetary
gift having a value of less than $50.00 does not involve such an understanding,

No Officer or Employee, or the Covered relative of such Officer or Employee, shall solicit
or accept any money or other thing of value including, but not limited to, gifts, favors,
services or promises of future employment, in retumn for advice or assistance on matters
concerning the operation or business of the CHA; provided, however, that nothing in this
section shall prevent an Officer or Employee, or the Covered relative of such Officer or
Employee, from accepting compensation for services wholly unrelated to the Officer's or
Employee's CHA duties and responsibilities and rendered as part of his or her non-CHA
employment.

The prohibitions of this section shall not apply to any food, refreshment, lodging,
transportation, or other gift or benefit resulting from the outside business, employment ot
community activities of a Covered relative, if such benefit has not been offered or enhanced
because of the official position or employment of the Officer or Employee, and is
customarily provided to others in similar circumstances.

An Officer or Employee dees not violate this chapter if the Officer or Employee promptly
takes reasonable action to return a prohibited gift to its source or gives any tangible or
perishable gift to an appropriate charity that is exempt from income taxaton under Section
501(c)(3) of the Intemal Revenue Code.

No Officer or Employee shall solicit any gift on behalf of a third party, if: (i) that Officer or
Employee knows that the prospective donor is seeking administrative action from the CHA,
and (if) the Officer or Employee is in a position to dircctly affect the outcome of that action.
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Part D. Workplace Conduct
Section18.  Bullying Prohibition

All Officers and Employees are required to maintain high ethical and professional standards
and treat each other with fairness, integrity, dignity, and respect at all times. The CHA considers
workplace bullying unacceptable and will not tolerate it under any circumstances. Bullying is
unwelcome or unreasonable behavior that intimidates, degrades, humnuiliates, or undermines another
person, whether verbal, physical, or otherwise. Conduct which may be considered demanding shall
not be considered bullying so long as it is respectful and fair, and the primary motivation for which
is to convey performance expectations and standards or improve performance.

ARTICLE IV. FINANCIAL DISCLOSURE
Secdon L Statement of Financial Interests

(a) Each Officer and each Employee shall file a Statement of financial interests and shall be
referred to as a “Reporting individual” for purposes of this section.

(b)  Statements of financial interests shall also be filed by the following:

® A Person whose employment with the CHA is subject to consideration and approval
by the CHA Board of Commissioners when the request to approve his employment
is submitted to the Board of Commissioners for consideration;

() Any other Person, when he becomes a Reporting individual, including Officers or
Employees who become Reporting individuals because they are newly hired.

(0 Each Reporting individual shall file by May 1* of each year a verified written Statement of
financial interests in accordance with the provisions of this article, unless he or she has
already filed a statement with the Ethics Officer in that calendar year. A Statement of
financial interests is considered filed when it is properly completed and received by the
Ethics Officer or Chief Legal Officer.

(d  The Department of Human Resources shall cooperate with the Ethics Officer in notifying
all Reporting individuals of their obligation to file Statements of financial interests and in
effecang the filing of such statements.

(®) No Officer or Employee shall be allowed to perform his duties, nor shall he receive
compensation from the CHA, unless he has filed a Statement of financial interests as
required by this Article. Any Officer or Employee who fails to file a Statement of financial
interests shall be referred to the Chuef Legal Officer and the Chair of the Board of
Commissioners to determine what further action should be taken.
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Section 2. Content of Statements
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Statements of financial interests shall contain the following informaton:

The name, address, and type of any professional, business or other organization (other than
the CHA) in which the Reporting individual was an officer, director, associate, partner,
proprictor or employce, or served in an advisory capacity, and from which any income in
excess of $1,000.00 was derived during the previous calendar year.

The nature of any professional, business or other services rendered by the Reporting
individual or by his or her spouse or Domestic partner, or by any entity in which the
Reporting individual or his or her spouse or Domestic partner has a Financial interest, and
the name and nature of the Person or entity (othet than the CHA ) to whom or to which
such services were rendered if, during the preceding calendar year, (1) compensation in
excess of $5,000 was received for professional or other services by the Reporting individual,
or by such Reporting individual’s spouse or Domestic partner, or by an entity in which the
Reporting individual or his or her spouse or Domestic partner has a Financial interest and
(2) the Person or entity was doing business with the CHA.

The identity of any capital asset connected to an Instrument of ownership in a Person Doing
business with the CHA, including the address or legal description of real estate, from which
the Reporting individual realized a capital gain of $5,000.00 or more in the preceding
calendar year other than from the sale of the Reporting individual’s principal place of
residence.

The name of any unit of government, other than the CHA, which employed the Reporting
individual during the preceding calendar year.

The name of any board on which the Reporting individual serves and the position of the
Reporting individual on such board.

The name of any Relative or Domestic parmer of the Reporting individual who is an
employec or full or part-owner of a CHA Contractor.

The name of any Person from whom the Reporung individual or the Reporting individual’s
spouse, Domestic partner, or Immediate family member received, during the preceding
calendar year, onc or more gifts having an aggregate value in excess of $250.00 but not
including gifts from Relatives.

The name and instrument of ownership in any Person conducting business with the CHA, in
which the Reporting individual had a Financial interest during the preceding calendar year.
Ownership interests in publicly held corporadons and Real Estate Investment Trusts
(“REITS") need not be disclosed.

The identity of any Financial interest in CHA-owned real estate or real estate rented to
indtviduals holding Section 8 Certficates, other than the pancpal place of residence of the
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Reporting individuals and the address, or, if none, the legal descrption of the real estate,
including all forms of direct or indirect ownership such as partnerships or trusts of which
the corpus consists primarily of real estate.

The name of any Person Doing business with the CHA with whom the Reporting individual,
or his or her spouse, Domestic partner, or Immediate family member, has or had a Financial
interest, or was employed by such Person Doing business with the CHA during the
preceding calendar year, and the description of the Financial interest and/or the description
of any position held by the Reporting individual in such Person.

‘The name and instrument of debt of all debts in excess of $5,000.00 owed by the Reporting
individual, as well as the name and instrument of debt of all debts in excess of $5,000.00
owed to the Reporting individual, but only if the creditor or debtor, respectively, or any
guarantor of the debt, has done wortk for or business with the CHA in the preceding
calendar year. Debt instruments issued by financial institutions whose normal business
includes the making of loans of the kind received by the Reporting individual, and which are
made at the prevailing rate of interest and in accordance with other terms and conditions
standard for such loans at the time the debt was contracted need not be disclosed. Debt
instruments issued by publicly held corporations and purchased by the Reporting individual
on the open market at the price available to the public need not be disclosed.

That such Reporting individual has not accepted or attempted to accept any bribes or
kickbacks from any Person Doing business with the CHA, soliciting or Sceking to do
business with the CHA, or who has done business with the CHA, or failed to report an offer
of a brbe by any such Person.

Section 3. Form Statement of Financial Interests

The Statement of financial interests required to be filed with the Ethics Officer shall be

completed by typewriting or hand printing, and shall be verified, dated, and signed by the Reporting
individual personally. It shall be submitted on a form prescribed by the Ethics Officer in
consultation with the Chief Legal Officer.

Section 4. Filing of Statements

(2)

No later than February 1st of each year, the Department of Human Resources shall certify
to the Ethics Officer and the CHA’s Chief Legal Officer the names of the Persons described
in Art. IV, Sec. 1 who arc required to file a Statement of financial interests. In preparing this
list, the Depattment of Human Resources shall list the names in alphabetical order. Not less
than 30 days before the due date for filing Statements of financial interests, the Department
of Human Resources shall certify to the Ethics Officer and the CHA’s Chicf Legal Officera
supplemental list of those Persons descnbed in Art. TV, Sec. 1 who have, in the interim,
become subject to the Statement of financial interests filing requirement. The supplemental
list shall be in the same form and shall be filed in the same manner as the original certified
lst. In preparing this list, 2nd the supplemental bst, the Department of Human Resources
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shall provide names of the departments to which the Officers and Employees have been
assigned.

No later than March 1st of each year, the Ethics Officer or the Chief Legal Officer shall, in
writing, notify all Persons required to file Statements of financial interests under this Article.

The Ethics Officer or Chief Legal Officer shall deliver a receipt to each Person who filed a
statement under this Policy, indicating that the Person has filed such statement and the date

of such filing.

All Statements of financtal interests shall be available for examination and duplication by the
public in the Office of the Chief Legal Officer during the regular business hours of the CHA
except as otherwise provided by law. Each Person examining or requesting duplication of a
Statement of financial interests must first complete a request form prepared by the Ethics
Officer. The request form shall include the name, occupation, employer, address and
telephone number of the examiner as well as the date of and reasons for such examination
or duplication. A separate request form must be completed for each Statement of financial
interests to be examined. Requests for the examunation or duplication of a Statement of
financial interests shall be processed as soon as is practicable. Request forms shall be
available in the Office of the Chief Legal Officer.

The Ethics Officer, through the Office of the Chief Legal Officer, shall promptly notify each
Person required to file 2 Statement of financial interests of each examination or duplication
of his or her statement by sending to such Person a copy of the completed request form.
Costs of duplicating the Statement of financial interests shall be paid by the Person
requesting duplication.

No Person shall use information in or copied from Statements of financial interests required
to be filed by this Policy or from lists compiled from such statements for any commercial

purpose.

Section 5. Failure to File Statement by Deadline

(@)

(®)

If any Person who is required to file a Statement of financial interests by May 1* of any year
fails to file such a statement, the Ethics Officer or Chief Legal Officer shall by May 15,
notify such Person by certified mail of his failure to file by the specified date. Such Person
shall file his statement on or before May 31%, along with a late filing fee of $30.00. Any
Person who fails to file his or her statement on or before May 31" shall be subject to a fine
of $10.00 per day until the statement is filed, up to a maximum of $100.00. Failure to file by
May 317 shall constitute a violation of this Policy, except as provided in subsection (c).

Any Person who first becomes subject to the requirement to file a Statement of financial
interests within 30 days prior to May 1" of any year shail be notified at that ime by the
appointing or employing authotity of the obligation to file and shall file his statement at any
time on or before May 31" without penalty. The appointing or employing authority shall
notify the Ethics Officer or Chicf Legal Officer of the identity of such Persons. If such
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Person fails to file such statement by May 31*, the Ethics Officer or Chief Legal Officer
shall, within seven days after May 31*, notify such Person by certificd mail of his failure to
file by the specified date. Such Person shall file his Statement of financial interests on ot
before June 15%, along with a late filing fee of $30.00, with the Ethics Officer or Chief Legal
Officer. Failure to file by June 15" shall constitute a violation of this Policy, except as
provided in subsection (c).

(c) Any Person who is required to file a Statement of financial intercsts may effect one 30-day
extension of time for filing the statement by filing with the Ethics Officer or Chief Legal
Officer not less than ten (10) days before the date on which the statement is duc, 2
declaration of his intention to defer the filing of the statement. The filing of such
declaration shall suspend application of the late filing fee for the duration of the extension.
Failure to file by the extended deadline shall constitute a violation of this chapter. A
declaration of intention to defer filing is considered filed upon receipt by the Ethics Officer
or Chief Legal Officer.

ARTICLE V. CHA ETHICS OFFICER
Section 1. Appointment of Ethics Officer

There is hereby created and established the position of Ethics Officer. The Ethics Officer
shall be responsible for monitoring and enforcing the Ethics Policy. The Ethics Officer shall be
appointed by the CHA Board of Commissioners with preference given to an independent contractor
outside of the CHA. The Ethics Officer shall report administratively to the Chief Legal Officer and
functionally to the CHA Board of Commissioners, as delegable to the CHA Board’s Audit
Committee. The Fthics Officer’s name and contact information shall be posted on the CHA’s
website.

Section 2. Powers and Duties

In addition to other powers and duties specifically mentioned in this Policy, the Ethics
Officer shall have the following powers and duties:

(a) To initiate and to receive complaints of viclations of any of the provisions of this Policy and
to investigate and act upon such complaints as provided by this Policy;

()  To conduct investigations, inquiries and hearings concerning 2ny matter covered by this
Policy, and to certify his own acts and records. In the process of investigating complaints of
violations of this Policy, the Ethics Officer may request the issuance of a subpocena by the
approprate authority. The Ethics Officer may exercise appropriate discretion in
determining whether to investigate and whether to act upon any particular complaint ot
conduct. When the Ethics Officer detcrmines that assistance is needed in conducting
investigations, or when required by law, the Ethics Officer shall request the assistance of
other appropriate agencies;
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© To requite the cooperation of Officers, Employees and other Persons whose conduct is
regulated by this Policy, in investigating alleged violations of this Policy. Information
reasonably related to an investigation shall be made available to the Ethics Officer by such
Persons on written request;

(d) To consult with Officers and Employees on matters involving ethical conduct;

{e) To recommend such administrative action as he may deem appropriate to effectuate this
Policy;

43} To request the assistance of the Chicf Legal Officer to conduct research and analysis in the
field of governmental ethics;

® To prescribe forms for the disclosure and registranon of information as provided in this
Policy;

(h)  With the assistance of the Office of the Chief Legal Officer, to render advisory opinions
with respect to the provisions of this Policy based upon a real or hypothetical set of
circumstances, when requested in writing by an Officer or Employee, or by a Person who is
personally and directly involved.

D To carry out such educational programs as he deems necessary to effectuate the
requirements and purpose of this Policy and to maintain records of these educational
activities.

0] To assist the Office of the Chief Legal Officer in conducting ethics education training to be
attended or viewed by cach Officer and Employce within 120 days of becoming an Officer
or Employee, and annually thereafter. The training shall educate Officers and Employees as
to their duties and responsibilities under this Policy. Each Officer and Employee shall
certify that he or she has completed such annual ethics training, on a form to be prescribed
by the Ethics Officer. Any Officer or Employee who fails to comply with this section shall
be subject to a $500.00 fine.

Section3.  Actions on Complaints or Investigations

(a) The Ethics Officer may exercise appropriate discretion in determining whether to investigate
and whether to act upon any particular complaint or conduct. The Ethics Officer may use
the Office of the Chief ].egal Officer to conduct investigations prior to the conclusion of an
investigaton. The Ethics Officer shall give the Person under investigation notice of the
substance of the complaint and an opportunity to present such written information as the
Person may desire, including the names of any witnesses the Person wishes to have
tntcrviewed by the Ethics Officer.

(b}  The Ethics Officer is authonzed to receive anonymous complaints alleging misconduct by
Officers and Employees. The Ethics Officer may exercise appropriate discretion in
determining whether to investigate and whether to act upon any particular anonymous
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(d)

complaint. In doing so, the Ethics Officer shall consider the level of detail, corroborating
evidence, accompanying documents, and credibility of the facts set forth in the complaint in
determining whether further investigation is appropriate,

Upon receipt of any complaint or notice of misconduct, the Ethics Officer may refer the
complaint to the CHA Inspector General and/or the Internal Audit team if the subject
matter of the complaint more appropriately falls within the junisdiction of the CHA
Inspector General and/or the Internal Audit team. In making such a determination, the
Ethics Officer may respond to complaints or notices relating to a potential violation of the
Ethics Policy or an employment related issue under the CHA Employce Handbook. The
Ethics Officer may refer to the CHA Inspector General and/or the Internal Audit team
complaints or notices rclating to waste, fraud, and abuse within the CHA; Contractor,
Subcontractor, consultant, or vendor misconduct, fraud or collusion involving CHA
contracts and/or Contractors, Subcontractors, consultants, or vendors; misuse,
embezzlement or theft of CHA resources; bribery; or other misconduct or illegal activities
involving CHA property, Officers, Employces, Board members, agents, Contractors,
Subcontractors, consultants, or vendors. The Ethics Officer, CHA Inspector General, and
the Internal Audit team will consult, cooperate, and allocate investigative functions with
respect to complaints or notices which raise issues that fall within their sets of
responsibilities,

At the conclusion of an investigation, the Ethics Officer shall prepare a written report,
including a summary of any investigation conducted by the Office of the Chief Legal
Officer, a complete transcript of any proceeding including, but not limited to, any testimony
heard by the Ethics Officer, to be duly recorded by a qualified reporter, and including
recommendations for such administrative or legal action as he deems appropriate. If the
Ethics Officer determines that the complaint is not sustained, he shall so state in his report
and shall notify the Person investigated and any other Person whom the Ethics Officer has
informed of the investigation. If the Person investigated is an Employee and the Ethics
Officer finds that corrective action should be taken, the Ethics Officer shall send his report
to the Chief Executive Officer, the head of the department in which the Employee works
and to the Chief Legal Officer. If the Person investgated is a department head, or
appotnted Officer, and the Ethics Officer finds that corrective action should be taken, the
Ethics Officer shall send his report to the Chief Executive officer, the Chief Legal Officer
and Chair of the Board of Commissioners. If the Person investgated is an Officer, and the
Ethics Officer finds that corrective action should be taken, the Ethics Officer shall send his
teport to the Chair of the Board of Commissioners. A Person to whom the Ethics Officer
has transmitted a recommendation for action shall, within thirty (30) days of reccipt of the
recommendation from the Ethics Officer, detail, in writing, the actions taken on the
recommendation and, to the extent that the Person declines to take any recommended
action, provide a statement of reasons for his decision.

Nothing in this scction shall preclude the Ethics Officer from notfying a Person, prior to or during
an investgation, that a complaint against him is pending and, where appropriate, recommending to
him corrective action; provided, however, that any such notification and recommendation shall be
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made in writing and a copy thereof shall be transmitted contemporaneously by the Ethics Officer to
the Chief Legal Officer.

Section4.  Confidentality

@)

(®)

Complaints to the Ethics Officer and investigations and recommendations thercon shall be
kept confidential by the Ethics Officer, the Chair of the Board of Commissioners and the
Chief Legal Officer, except as necessary to carry out the powers and duties of the Ethics
Officer or to enable another Person or agency to consider and act upon the notices and
recommendations of the Ethics Officer, provided that, without identifying the Person
complained against or the specific transaction, the Ethics Officer may (a) comment publicly
on the disposition of his requests and recommendations and (b) publish summary opinions
to inform CHA personnel and the public about the interpretation of provisions of this
Policy.

Any Officer or Employee who is found to have publicly disclosed any information relating
to an investigation or findings under this Policy unless such disclosure is otherwise permitted
under this Policy, may be subject to sanctions up to and including dismissal or removal.

Section 5. Investigations by Other Agencies

(@)

(b)

If the Ethics Officer is reliably informed that a matter under investigation is also a matter
under investgation by the CHA Inspector General or a law enforcement agency, the Echics
Officer may, but is not required to, suspend his investigation. If an investigation is
suspended the Ethics Officer may reinstate his investigation upon the conclusion of the
investigation by the CHA Inspector General or the law enforcement agency.

If the Ethics Officer has a reasonable basis for concluding that an investigation has revealed
criminal conduct, the Ethics Officet shall refer the matter to the appropriate law
enforcement authoriry.

ARTICLE VI. PENALTIES FOR VIOLATION

Section 1. Sanctons

@

Any Officer or Employee found to have violated any of the provisions of this Policy, or to
have furnished falsc or misleading information to the Ethics Officer with the intent to
mislead, shall be subject to employment sanctions, including discharge, in accordance with
procedures under which the Officer or Employee may otherwise be disciplined. Any Officer
or Employee who intentionally files a false or misleading Statement of financial interests, or
knowingly fails to file a Statement of financial interests within the time prescribed in this
Policy, or otherwise violates any provision of this Policy, shall be subject to sanctions up to
and including dismissal or removal from office. The sanctions imposed by this subsection
shall be in addition to any other applicable penalty.
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©

C)

©

®

Any Officer or Employee who intentionally violates any provision of Article I, Section 2 or
Article ITI, Section 7 in a manner that would consatute a violadon of Section 5-15 of the
State Officials and Employees Ethics Act if the illegal action were committed by an
employee or officer of the state government is guilty of a Class A misdemcanor as defined in
the Illinois Criminal Code.

Any Person who solicits, offers, makes or accepts a gift in a manner which would constitute
a violation of Section 10-10 of the State Officials and Employees Ethics Act if the illegal
action were committed by an employee or official of the state government shall be subject to
a fine of not less than $1,001 and not more than $5,000.

Any Officer, Employee or Contractor who fails to provide documents or information
requested by the Ethics Officer shall be subject to employment sanctions, removal from
office or cancellation of contract rights.

Any CHA Contractor found to have violated any provision of this Policy may be prohibited
from entering into any contract with the CHA for one year.

All CHA contracts shall include 2 provision requiring compliance with this Policy. Any
contracts negotiated, entered into, or performed in violation of any of the provisions of this
Policy shall be void and/or voidable by the CHA. Any official action of the CHA obtained
or undertaken in violaton of any of the provisions of this Policy shall be invalid and without
any force or effect whatsoever.

Section 2, Other Remedies and Policies

@)

®)

Nothing in this Policy shall preclude the CHA from maintaining an action for an accounting
for any pecuniary benefit received by any Person in violation of this Policy or other law, or
to recover damages for any acts or practices in violation of this Policy.

The procedures and penalties provided in this Policy are supplemental and do not limit
either the power of the CHA to discipline Officers or Employces or take appropnate
administrative action or to adopt more restrictive rules. Nothing in this Policy is intended to
repeal or is to be construed as repealing the provisions of any other policy.

Secton 3. Access to list of CHA Contractors

(a)

The Department of Procurement and Contracts shall compile a list of all current CHA
Contractors. The list shall be updated on a monthly basis and shall be made available to all
Officers and senior staff by way of computer network. The list shall be made available to
other Employees and to the public by: (1) the provision of a computer terminal that 1s
placed in a readily accessible location; and (2) the provision of a telephone number which
such Persons may call with inquines.
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®) There shall be a presumption that any Person who reasonably relies on the aforementioned
list to comply with this Policy is not in violation of the Policy if the purported violation is
related to the identity of any CHA Contractor.

THIS POLICY SHALL BECOME EFFECTIVE UPON ITS ADOPTION BY THE CHICAGO
HOUSING AUTHORITY BOARD OF COMMISSIONERS.
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Introduction

Introduction to Handbook

The Chicago Housing Authority (*CHA") Employee Handbook and attached Policies are not an offer of or
intended to create a contract of employment either expressed or implied or for any specific duration of time or to
confer any additional employment rights. It is intended only to provide general information about employment,
current polices and general description of benefits.

Neither this Employee Handbook or attached Policies nor any other provision in any Palicy or procedure is
intended to set forth guaranteed terms and conditions of employment or to limit the CHA's or the employee’s

ability to terminate the employment relationship. The employment relationship can be terminated at any time,
for any reason, with or without cause, by either the emplovee or the CHA.

This revised CHA Employee Handbook and attached Policies are effective April 1, 2007. They supersede any
and all previous policy guides, personnel policy manuals, administrative policy manuals and procedures or
contemporaneous agreements, comments, or representations on these topics and any previous statements
verbal or written of CHA Policy except where such Policy has been expreassly incorporated herein.

If there is a conflict or inconsistency among benefits and requirements summarized in the Employee Handbook
and the actual plan documents and contracts, the plan decuments and contracts will prevail.

The failure of the CHA's Management Representatives to take any action does not constitute a waiver of their
right to take such action at any time in the future.

The CHA, in the exercise of its discretion, may alter, amend or delete provisions, policies, benefits, rules,
procedures or other terms and conditions of employment at any time with or without notice.

The Chicago Housing Authority and certain labor organizations have entered into Collective Bargaining
Agreements, which cover certain employees’ terms and conditions of employment. In the event of any
inconsistency belween the CHA Employee Handbook and attached Policies and a Collective Bargaining
Agreement, the Collective Bargaining Agreement takes precedence, but only as o those employees covered by
that Agreement. Employees with questions regarding their Collective Bargaining Agreement should contact
their Union Steward or the CHA's HR Director.
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Message from Management

Welcome to the Chicago Housing Authority! We are looking forward to fulfilling the CHA’s important mission of
creating and maintaining viable, decent, safe, affordable housing in mixed — income communities and offering
meaningful opportunities and access to needed social services for residents. The Chicago Housing Authority
has implemented the eighth year of the Plan for Transformation.

The CHA Employee Handbook contains important information, description of benefits, current personnel
policies, description of dispute resolution procedures, a grievance/employee problem solving process, and rules
of conduct. Please read and become familiar with the policies as you are expected to be knowledgeable about
and comply with them. Please note the CHA's Employee Handbook, Fleet, Ethics, Communications Equipment
policies and the Directors’ Personnel Reference Guide are not an offer of or a contract of employment, either
expressed or implied or for any specific duration of time or a certain level of compensation or benefits.
Employees are employed “AT-WILL" and directed to read the Disclaimer sections of the various palicies.

The attached policies may be altered, amended or deleted from time te time at the sole discretion of the CHA’s
Board of Commissioners with or without notice. The CHA Departments may have supplementary policies that
address their individual needs and you are expected to become familiar with those applicable to you. Please
ask your supervisor about any policies that may be applicable to you.

Telephone numbers of certain CHA offices that employees may need to contact for information and to remain In
compliance are included in the CHA's Employee Handbook for your convenience. Human Resources

Department employees are able to assist with questions or clarifications. | encourage you ta call them for any
assistance you may need.

Sincerely,

Eogene E. Jores, Vo

Eugene E. Jones, Jr.
Acting Chief Executive Officer
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Mission Statement
The Mission of the Chicago Housing Authority is to ensure the provision of affordable housing opportunities in
viable communities for lower income households.

The Chicago Housing Authority is an organization that is recognized for achieving its mission. The CHA’s
customers will be part of neighborhoods that are indistinguishable from the broader communities within which
they are located.

Overview of the Authority

The Chicago Housing Authority was initially established to manage three (3) of the first Public Housing
Developments: Jane Addams House, Julia L. Lathrop and Trumbull Park Homes. The Housing Division of
Public Work Administration under President Franklin D. Roosevelt's administration in 1935 erected the first
developments.

The federal public housing program was created by the US Housing Act of 1937, which offered capital
assistance to localities to develop public housing. The CHA was organized and incorporated in 1937 to build
and manage public housing for Chicago residents whose incomes were insufficient to obtain decent, safe and
sanitary dwellings in the private market.

Public housing is now the nation's largest housing program for low-income families, the elderly, and persons
with physical and mental disabilities. The CHA is the third largest housing authority in the nation. It consists of
federally funded family developments, senior housing, City and State scattered sites, housing choice vouchers,
and certificate programs.

The CHA is a municipal corporation organized under the lllinois Housing Authorities Act. A Board of
Commissioners gaverns the CHA and only the Board of Commissioners can exercise the corporate authority of
the CHA. The CHA's General Counsel, Office of the Inspector General and Ethics Officer advise the Board.
The Board holds monthly public meetings at residential developments throughout the City of Chicago at which
residents and the general public are afforded an opportunity to discuss housing issues and other concerns.

The day to day operations of the CHA are managed by the CHA's Chief Executive Officer who is assisted by,
among others, Managing Directors and Senior Staff. Reporting to executive staff are Department Directors who
manage a variety of operating and administrative departments necessary to achieve CHA’s mission.

The CHA operates primarily on subsidies and grants received from the United States Department of Housing
and Urban Development (HUD). The CHA also receives rental income from residents and grants from various
charitable trusts and organizations.

In 1999, the CHA developed its “Plan for Transformation” the purpose of which is to dramatically improve public
housing in Chicago and to revitalize CHA developments. The Plan is a multi-year plan which was adopted by
the CHA’s Board of Commissioners in January 1999. As part of the Plan, CHA sought, and HUD approved, a
$1.5 billion capital program for CHA’s revitalization efforts. Implementation of the Plan began immediately after
its approval and is currently in its eighth year.

You have joined the CHA at an exciting time in its history. Your assistance and enthusiasm is needed to help
CHA achieve it's commitment to create and maintain decent, safe, affordable housing for children, families and
seniors in healthy, mixed-income communities and offering meaningful economic and employment
opportunities.
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Employment

Employment at Will

The CHA employees are public employees. As such, they must meet the highest standards of competence,
trust, and integrity to engender the confidence of CHA residents, co-workers and the public to fulfill the CHA's
important mission.

Subject only to applicable Collective Bargaining Agreements approved by the Board of Commissioners, the
CHA employees are employed “AT-WILL,” which means either the employee or the CHA can terminate the
employmenit relationship at any time, for any reason, with or without cause, so long as there is no violation of
applicable federal, state or local law.

Policies set forth in this handbook are not intended to create a contract, ner are they to be construed to
constitute contractual obligations of any kind or a contract of employment between the CHA and any of its
employees. The provisions of the handbook have been developed at the discretion of management and, except
for its policy of employment-at-will, may be amended or cancelled at any time, at the CHA's sole discretion.

These provisions supersede all existing policies and practices and may not be amended without the express
writlen approval of the Chief Executive Officer of CHA.

Equal Employment Opportunity

The CHA strictly prohibits discrimination against fellow employees, residents or the public because of their race,
ethnicity, national origin, age, gender, disability, marital status, sexual orientation or any other status protected
by law. Employees who violate this Palicy are subject to discipline up to and including discharge.

All CHA employees must be treated in the same manner with respect to terms and conditions of employment
regardless of their race, ethnicity, national origin, religion, age, gender, disability, marital status, sexual
orientation or any other status protected by law.

The CHA prohibits harassment of employees or the creation of a hostile working environment based on race,
ethnicity, national origin, religion, age, gender, disability, marital status, sexual orientation or any other status
protected by law.

All CHA employees are prohibited from discriminating against employees and from engaging in harassing
behavior toward fellow employees, residents or the general public on account of their race, ethnicity, national
origin, religion, age, gender, disability, marital status, sexual orientation or any other status protected by law.

The CHA will work with employees with disabilities to accommodate those disabilities and remove barriers to
employment to the extent provided by law. Requests for accommodation should be made to the employee's
supervisor and the Department Director. If an employee is dissatisfied with the accommodation, the employee
should notify the Ethics Officer for further resolution.

Ethics Officer
Michael V. Casey
125 South Wacker Drive - Suite 2150
Chicago, Hlinois 60606
Tel: (312) 341-9855
Fax: (312) 419-0225

mcasey@vblhc.com

Ethics Email and Telephone Hollines

cha.sthicsholline@vhihc.com
{312) 662-4645
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Ethics Officer and Complaint Resolution Process

The CHA's Ethics Officer or designee addresses all equal opportunity concerns of the CHA employees
including, discrimination complaints, harassment, hoslile work environment, and religion or disability
accommodation request. Issues address may concern hiring, promotions, transfers, work environment or any
other term or condition of employment.

EEO complaints should be addressed to the Ethics Officer. Employees must report incidents of discrimination,
harassment or hostile work environment to the CHA's Ethics Officer or to any other CHA Management
Representative. Complaints and reports shall be held in confidence to the extent that such confidence is
consistent with CHA's Policy of eliminating and correcting incidents of discrimination or harassment. Retaliation
against employees who make complaints is prohibited. All CHA employees must provide their full cooperation
to the CHA's Ethics Officer when that cooperation is requested.

When a complaint of discrimination is made to the Ethics Officer, the Officer will conduct an investigation of the
complaint and conclude the complaint resolution process within forty-five (46} calendar days of its receipt, if
feasible. In investigating and resolving EEQ complaints, the Ethics Officer will do the following:

o Determine whether the complaint concerns an equal employment opportunity issue or whether it is more
appropriately addressed in, the grievance or problem-solving procedures provided in this CHA Employee
Handbook,

s  Work with employees with disabilities and their supervisors and Department Directors to make reasonable
accommodation determinations for those employees, where appropriate.

+ Investigate all complaints of discrimination in a fair, Impartial and expeditious manner.

¢ Where feasible and desirable, conciliate conflicts that exist for reasons other than discrimination.

e  Where the complaint is determined to be without substantive merit, issue a determination to the complaining
employee advising the employee that no further EEO action will be taken and, where appropriate, refer the
employee to other processes or services to address the employee’s issues.

«  Where discriminatory conduct is found, consult with complaining party and, where appropriate, Department
Director or designee and Direclor of Human Resources on a corrective action recommendation.

¢  Where discriminatory conduct is found, issue a corrective action determination to the Departmental Director
via the Director of Human Resources.

e Conduct a follow-up investigation within thirty (30) calendar days of issuing a correclive action determination
to ensure that the corrective action recommendation is followed.

e Where a cormrective action determination has not been followed, issue a report to the Director of Hurnan
Resources and the Chief Executive Officer to seek assistance in enforcing the correclive action
determination.

Anti-Harassment & Sexual Harassment

The Chicago Housing Authority (“CHA"), its subsidiaries and affiliates, are committed to maintaining a work
environment that is free of discrimination. Accordingly, the CHA will not tolerate any form of harassment,
unlawful discrimination or intimidation, based upon protected status, against employees by anyone, including
managers, supervisors, co-workers, executives, other employees, vendors, clients, customers or third parties.
Protected status includes race, sex, color, age, religion, marital status, parental status, ancestry, national origin,
citizenship, veteran status, pregnancy, disability, sexual orientation, gender identity, protected activity, or any
other characteristic protected by federal, state or local law. Any violation of this policy by an employee may
subject the employee to disciplinary action. Everyone at the CHA is responsible for assuring that our workplace
is free from prohibited harassment and is expecled to avoid any behavior or conduct that could reasonably be
interpreted as prohibited harassment. This policy is consistent with the CHA's commitment to equal
employment opportunity.

PROHIBITED CONDUCT

Harassment consists of unwelcome conduct, whether verbal, physical or visual, that is based upon a person's
protected status, such as race, sex, color, age, religion, marital status, ancestry, national origin, citizenship,
veleran status, pregnancy, disability, sexual orientation, protected activity or any other characteristic protected
by federal, state or local law. The CHA will not tolerate harassing conduct that affects tangible job benefits, that
interferes unreasonably with an individual's work performance, or that creates an intimidating, hostile, or
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offensive working environment. Such harassment may include, for example, jokes about another person's
protected status, or kidding, teasing, or practical jokes directed to a person based on his or her protected status.

Harassing conduct also includes, but is not limited to the following:

s epithets, innuendoes, slurs, negative steraotyping, or threatening, intimidating or hostile acts that relate
to race, color, religion, gender, national origin, age, disability or any other legally protected category; OR

s writlen or graphic material that denigrates or shows hostility or aversion toward an individual or group
because of an individual's protecled classification that is placed on walls, builetin boards, or elsewhere
on the employer’s premises or circulated in the workplace.

SEXUAL HARASSMENT
Sexual harassment is defined to include unweicome sexual advances, requests for sexual favors, and other
verbal, written or physical conduct of a sexual nature when:

1. submission to such conduct is made either explicitly or implicitly a term or condition of the individual's
employment, or

2. submission to or rejection of such conduct by an individual is used as the basis for an employment
decision affecting that individual, or

3. such conduct has the purpose or effect of unreasonably interfering with an individual's work
performance or creating an intimidating, hostile, or offensive working environment.

Sexual harassment may involve individuals of the same or different gender.
Examples of conduct which may constitute sexual harassment include but are not limited to;

¢ unnecessary touching, patting, hugging, pinching, or brushing against a person’s body;

conduct including staring, ogling, leering, gestures, or whistling at a person;

sexually explicit statements, repeated sexually flitatious advances or propositions, or subtle pressure
for sexual activity;

comments, questions, jokes, teasing or anecdotes;

graphic comments about a person’s clothing or body;

sexually suggestive objects, cartoons, posters, letiers, notes, invilations or pictures in the workplace;
harassing use of electronic mail or telephone communication systems; or

other physical or verbal conduct of a sexual nature.

PROCEDURES FOR COMPLAINTS, INVESTIGATIONS AND CORRECTIVE ACTION
All employees are responsible to help assure that the CHA's warkplace is free from discrimination, harassment
and intimidation based on protected group status. All employees have an obligation to promptly report any
conduct that is inconsistent with this policy, and which they are a target, have knowledge, or witness. We
encourage employees to report incidents of harassment before they become severe or widespread. Any
employee who believes he or she has experienced or witnessed any conduct that is inconsistent with this policy
should immediately contact the CHA's Director, Human Resources Administration. If the employee feels
comfortable, he or she should inform the person in the workplace whose conduct the employee finds
unwelcome or offensive. Individuals who believe they are being harassed should firmly and promptly notify the
offender that his or her behavior is unwelcome, The following IS THE APPROPRIATE CONTACT PERSON in
the Human Resources Department:
Director, Human Resources Administration
Patricia Emanuel
60 E. Van Buren, 10t Floor
Chicago, IL 60605
Tel: 312-913-7722
Email: pemanuel@thecha.org

All complaints and reports will be promptly and thoroughly investigated. All employees shall have an obligation
lo cooperate in any investigation of a complaint of harassment, including providing any and all information
concerning such complaint of which the employee may have knowledge. Failure to do so may be a violation of
this policy.
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If an investigation confirms violation of the policy has occurred, the CHA will take corrective action. These
measures may include, but are not limited to, written warning, counseling, oral reprimand, suspension, or
dismissal of the employee engaging in such misconduct. A record of such disciplinary actions will be placed in
the employee's personnel file.

CONFIDENTIALITY
Complaints of harassment, investigation of complaints of harassment, and any corrective action taken in
response will be kept confidential to the extent possible.

NO RETALIATION

The CHA forbids any reprisal or retaliation against an employee for filing a good faith complaint of harassment
or for supporting or assisting, in good faith, another employee in pursuing a complaint, or filing a discrimination
charge. Anyone experiencing or witnessing any conduct he or she believes to be retaliatory should immediately
report it to any of the individuals named above. The CHA will not retaliate or discriminate against any employee
for exercising any rights under this policy. Retaliation is a violation of this policy.

American with Disabilities (ADA)

The CHA is committed to complying fully with the Americans with Disabilities Act (ADA), Section 504 of the
Rehabilitation Act of 1973, and all other state, federal and local laws ensuring equal opportunity in employment
for qualified persons with disabilities. We continually review our hiring and selection procedures to assure they
are consistent with equal opportunity, and it is our policy to fully explore reasonable accommodations in
accordance with the law to enable disabled individuals to safely and effectively perform their jobs. This policy is
neither exhauslive nor exclusive.

Reasonable accommodation is available to all disabled employees, where their disabilily affects the
performance of job functions. All employment decisions are based on the merits of the situation in accordance
with defined criteria, not the disability of the individual.

The CHA is also committed to nol discriminaling against any qualified employees or applicants because they
are related to or associated with a person with a disability. The CHA will follow any state or local law that
provides individuals with disabilities greater protection than the ADA.

Drug Free Environment

The CHA is a Drug Free Work Place and its Policy on drug and alcohol use is one of “Zero Tolerance.”
Employees must not appear for work with the presence of alcohol or under the influence of alcohol or illegal
non-prescribed drugs in their systems. Employees are prohibited from possessing alcohol or illegal non-
prescription drugs. Employees who take prescribed drugs that affect their cognitive abilities should not report to
work and should use appropriate leaves. Employees who violate this Policy will be terminated.

Employees are required to participate in drug and alcohol testing at a CHA designated testing facilities in the
following circumstances:

1. Upon the CHA's making a conditional offer of employment.

2. Upon re-employment or return from any period of continuous absence of thirty (30) calendar days or more.

3. Ininstances where the employee has been involved in an automobile accident during the course of
employment, regardless of whether the automobile is a CHA vehicle or the employee’s vehicle and
regardless of whether the employee is injured, the employee must submit to a medical evaluation which
includes drug and alcohol testing as immediately after the accident as practical under the particular
circumstances, but in no event later than twenty-four (24) hours after the accident.

4. Ininstances where the employee has suffered an alleged accident, regardless of whether the employee is
injured or not, the employee must submil to a medical evaluation which includes drug and alcohol testing
immediately after the accident or as soon as practical under the particular circumstances, but in no event
later than twenty-four (24) hours after the accident.

5. Ininstances where the employee's supervisor has a reasonable suspicion that, the employee is at work
under the influence of drugs and/or alcohol.

Employees who occupy safety sensitive positions will be subject to random or periodic drug testing.
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The CHA drug and alcohol testing vendors are N.I.D.A. accredited. Drug and alcohol test results are
confidential and are not disclosed to third parties by the CHA, except upon express written autharization of the
employee or as required by law. Employees who submit to drug and aicohol testing described above and
whose test resulis show a positive result will be terminated. Employees who refuse to cooperate in the testing
process will be terminated. Employees whose test results are positive may elect to have the sample re-tested at
a different N.I.D.A. accredited laboratory at the employee’s cost. Arrangements for re-testing must be made
through the Director of Human Resources.

The CHA is committed to being a drug-free, healthful, and safe workplace. You are required to come to work in
a menial and physical condition that will allow you to perform your job satisfactorily.

Under the Drug-Free Workplace Act, if you perform work for a government contract or grant, you must notify the
CHA if you have a criminal conviction for drug-related activity that happened at work. You must make the report
within five (5) days of the conviction.

If you have questions about this policy or issues related to drug or alcohol use at work, you can raise your
concerns wilh your supervisor or the Human Resources Depariment without fear of reprisal.

Immigration Law Compliance

The CHA is committed to complying with the immigration laws that require we employ only citizens and others
who are authorized to work in the United States. The CHA does not, however, discriminate on the basis of
national origin.

In compliance with the Immigration Reform and Control Act of 1986, each new employee, as a condition of
employment, must complete the Employment Eligibility Form 1-9 and present documentation that establishes
identity and employment eligibility. Former employees who are rehired must also complete the form if they have
not compleied an I-9 with the CHA within the past three (3) years, or if their previous -9 is no longer retained or
valid.

Employees may raise questions or complaints about immigration law compliance without fear of reprisal.

Relationships in the Workplace

When relalives or persons involved in a dating relationship work in the same area of an organization, it may
cause problems at work. In addition to claims of favoritism and morale issues, personal conflicts from outside
can somelimes carry over to work.

For this policy, we define a relative as any person who is related to you by blood or marriage, or whose
relationship with you is similar to that of a relative. We define a dating relationship as a relationship that might
reasonably be expected to lead to a consensual "romantic” relationship. This policy applies to all employees
regardless of their gender or sexual orientation.

Our policy is that an employee may not directly work for a relative or supervise a relative. We also discourage a
person in a dating relationship to supervise or to report for that person. The CHA also reserves the right to take
quick action if an actual or potential conflict of interest arises involving relatives or persons involved in a dating
relationship who are in positions at any level (higher or lower) in the same line of authority that may affect the
review of employment decisions.

If two employees become relatives, or start a dating relationship and one of them supervises the other, the
acting supervisor is required to tell management about the relationship. The two employees are 1o decide which
one of them is to be transferred to another available position. If they do not make that decision within thirty (30)
calendar days, the CHA will decide who to transfer or, if necessary, terminats.

There may also be situations when there is a conflict or the potential for confiict due to employee relationships,
even if there is no direct reporting or authority involved. In that case, we may reassign or terminate his/her
employment. If you are in a close personal relationship with another employee, we ask that you avoid displays
of affection or excessive personal conversation at work.
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Secondary Employment

All CHA employees are prohibited from engaging in secondary employment unless the employee’s Department
Director and the Director of Human Resources approve the secondary employment in writing and such is
transmitted to the General Counse! for concurrence. Employees are required to complete a Secondary
Employment Report and Request Form regardless of current secondary employment or not. Secondary
employment includes traditional employment, independent contractor and self-employment arrangements. Itis
the employee's obligation to seek approval in writing before commencing the secondary employment. The CHA
reserves the right to deny requests for secondary employment in accordance with Article Il, Section 11 of the
Ethics Policy. Additionally, employees must seek approval to continue secondary employment during January
of each year, even if the secondary employment has been previously approved. The Secondary Employment
Report and Request Form will be distributed in December of each year. Furthermore, an employee cannot work
at another City of Chicago depariment or sister agency (i.e. CTA, Chicago Park District, Water Reclamation,
elc.) while employed with the CHA.

Business Ethics & Conduct

All CHA employees must become familiar with and strictly adhere to the CHA's Ethics Policy. The CHA Ethics
Policy addresses, but is nol limited to, issues regarding employee financial interest disclosures required by law,
conflicts of interests and gift acceptance. Employees who have questions regarding the Ethics Policy should
contact the Office of the General Counsel for guidance, (See CHA's Ethics Policy).

Job Posting

The CHA has a job pasting program to inform employees of available staff positions. The CHA will fill job
vacancies whenever possible by promoting qualified employees from within CHA. As a general rule, all
vacancies will be posted.

To apply for a posted position, an employee must:

have completed one (1) year of continuous aclive service at a satisfactory performance level

meet the minimum requirements for the position, and

not have received written corrective aclion counseling 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 posting application with an updated
resume to Human Resources indicating interest in the position. Candidates will be evaluated on individual
performance, conduct, experience, and potential. Length of service, although considered, shall not be the sole
determining factor in selecting candidates for promotion.

The CHA has the discretion to fill job vacancies utilizing external sources if the criterta requires a broader
candidate search.

Employment Status & Records

Employee Classification

For purposes of salary administration and eligibility for overtime benefits, the CHA classifies its employee as
follows:

Regular Full-Time employees are those who are hired to work CHA's full-time forty (40) hour work week on a
regular basis. Such employees may be “exempt” or “non-exempt” as defined by applicable wage and hour laws.

Regular Part-Time employees are those who are hired to work fewer than forty (40) hours per week on a regular

basis. Such employees may be “exempt” or “non-exempt” as defined by applicable wage and hour laws and are
not eligible to receive benefits.
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Temporary employees are those hired to engage in work on a full-time or part-time basis by the CHA for a
specified period of time or for a specific assignment,

Non-Exempt employees are entitled to overtime pay under the specific provisions of federal and state laws.
Exempt employees are excluded from specific provisions of federal and state wages and hour laws.

Probationary Period and Status

The first ninety (90) days of employment is a Probationary Period for both the employee and the CHA.
However, during and after this period, the work relationship will remain “at-will.”

This time period allows the employee to determine if he/she has made the right career decision and for the CHA
to assess if the work performance meets the authority's standards. The manager will monitor work
performance, attilude and attendance during this time, and be available to answer any questions or concemns.

The Probationary Period may be extended at management's sole discretion.

Personnel Files and Records

Employee personnel files are maintained by the Human Resources Department. Personnel files contain the
employee application; any Employee's Personnel Action Requests (EPAR) or Manager's Personnel Action
Requests (MPAR) approved and processed with respect to the employee, receipts for policies, discipline and
disciplinary history and similar employment documents. Medical information and information regarding
disabilities are kept in separate files in accordance with applicable law,

Access to employee personnel files is restricted solely to Human Resources Personnel. However, information
regarding employees, including employee wages and other data may be subject to disclosure under the
Freedom of Information Act (FOIA) or other laws and pursuant to lawfully issued subpoenas.

Employees may review the contents of their file in accordance with the lllinois Personnel Review Act by
completing an Employees’ Personnel Action Request (EPAR). Photocopying charges may be imposed.
Employees willing to disclose the contents of their personnel files to third parties (i.e. to prospective employers)
must sign a CHA Release and Authorization form, an EPAR and additional release forms may be required
before the file will be disclosed. Employees who wish to review their personnel file or release their file to third
parties should make an appointment with the Human Resources Department.

Reference Requests

The Human Resources Department will respond in writing only lo those reference check inquiries that are
submitted in writing. Responses to such inquiries will confirm only dates of employment, wage rates, and
positions held. No employment data will be released without a written authorization and the release must be
signed by the individual who is the subject of the inquiry. All external employment verification requests
should be referred to the Human Resources Department.

Employment Applications

The CHA relies upon the accuracy of information contained in the employment application, as well as the
accuracy of other data presented throughout the hiring process and employment. Any misrepresentations,
falsifications, or material omissions in any of this information or data may result in the exclusion of the individual
from further consideration for employment or, if the person has been hired, resulting in termination of
employment.

Personnel Data Changes

Employees must ensure the Human Resources Department has their current address and telephone number.
When employees relocate or change their phone number, an Employee's Personnel Action Request Form
(EPAR) must be completed indicating the change and submit to Human Resources.
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Timekeeping / Payroll

Timekeeping
Accurately recording lime worked is the responsibility of every employee. Federal and state laws require the

CHA to keep an accurate record of time worked in order to calculate the employee's pay and benefits. Time
worked is actual time spent on the job performing assigned duties.

Non-exempt employees should accuralely record the time of their start and end time, which should include each
meal interval. Full-time non-exempt and hourly employees should not work beyond their regularly scheduled
hours without the advance approval of an appropriate supervisor. If an emergency arise a supervisor should be
consulted as soon as possible.

Altering, falsifying, tampering with time records, or recording time for another employee's time record may result
in disciplinary action, up to and including termination of employment.

Employees’ are responsible to sign their time record to certify the accuracy of all time recorded. The supervisor
will review and then approve the time record before submitting it for payroli processing.

Paydays
Pay periods cover two {2) consecutive weeks, Sunday through Saturday. Payroll checks and direct deposit

advices are issued to employees on the Friday, or the last workday of the week, following the close of the pay
period.

Direct Deposit

The CHA offers direct deposit of payroll checks. Direct deposit allows employees to have payroll checks
electronically transmitled to a banking institution. Employees become eligible for this benefit on their first day of
employment. Employees who are interested in direct deposit enroliment must complete the Direct Deposit
Authorization Agreement form.

Employment Termination

Employees wha resign from the CHA employment are requested to submit formal resignations on an
Employee's Personnel Action Request Form, (EPAR). The CHA requests, as a matter of professional courtesy,
that an employee provide the Department Director and the Department of Human Resources with a two (2)
weeks nolice of their resignation. The Human Resources Department may conduct exit interviews with
employees who resign. Employees are encouraged to cooperate and provide constructive information
regarding their CHA employment experience in the exit interview.

Pay Deductions

All CHA employees have deductions from their payroll checks for payroll withholdings in accordance with the
state and federal withholding forms submitted by the employee. CHA employees additionally contribute to
Social Security (FICA) and Medicare. Employees who participate in CHA medical and other benefit programs
have deductions for premium co-payments consistent with the benefits selected by the employee. Employees
may also elect voluntary deductions to a 457(b) Deferred Compensation Program, Credit Union or other
voluntary deductions. The CHA may be required to deduct for certain employee obligations in accordance with
applicable local, state and federal laws. Employees should contact the Payroll Department regarding any
questions per their payroll check,

Benefits & Compensation

Eligibility for Benefits

Active, full-time, regular employees are eligible for benefits as governed by the provisions, requirements and
obligations of the various benefit plans. Part-Time employees are NOT eligible for benefits. In the following
description of current benefits, the term “eligible” refers to active, fulltime, regular employees unless otherwise
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indicated. Employees with questions regarding their eligibility for benefits should contact the Human Resources
Department.

Employee Health Benefits

Medical, Dental and Vision Plans

Eligible, active, full-time, regular employees and their eligible dependents may enroli for coverage in the CHA's
Medical, Dental, and Vision Plans on the first of the month following employment. Subject to applicable
Collective Bargaining Agreements, employees must contribute toward the premium for all coverage. Information
regarding options, deductibles, maximum out-of-pocket costs and exclusions are available from the CHA's
Benefits staff. Employees who separate from employment and their eligible dependants may be eligible for
COBRA benefits as defined by the Act.

Benefits Continuation (COBRA)

The federal Consolidated Omnibus Budget Reconciliation Act (COBRA) helps employees and their dependents
to continue their health insurance even if they are no longer eligible under the CHA's health plan.

There are sirict rules as to when you can use COBRA. COBRA affords an eligible employee and dependents
the option of continuing their health insurance when a “qualifying event” happens. As defined, by COBRA,
qualifying events include the employee's termination of employment (for any reason, except gross misconduct),
reduction in hours (for example, due to a leave of absence or change from full-time to part-time status), divorce,
legal separation, or death. Another qualifying event is when a dependent child stops being eligible for coverage
under your heailth insurance.

If you continue your insurance under COBRA, you will pay the full cost of the insurance at the CHA's group
rates plus an administration fee. At the time you first become eligible to participate in our health plan and again
when you become eligible for COBRA continuation coverage, we will give you a written notice describing your
COBRA rights. Because the notice contains important information about your rights and what to do if you need
COBRA, be sure to read it carefully,

Tuition Reimbursement

With the sponsorship of the Department Director, eligible, active, full-time, regular employees who have been
actively employed for six (6) months may apply for Tuition Reimbursement for post-secondary {(college) course
work provided:

a. the course is offered by an accredited post-secondary educational institution:

b. the course is relevant to the employee’s CHA responsibilities or will assist the employee in developing
skills or knowledge necessary for advancement in the CHA;

c. the employee's performance in the course must be a grade of B or higher. Employees are not eligible
for Tuition Reimbursement if they are enrolled in any course on a passi/fail or audit basis unless they are
participating in a doctoral program.

d. Books and course related materials are not covered by the program.

Tuition reimbursement may not exceed $2,500.00 in a calendar year per employee. The Department Director
and the Director of Human Resources must approve tuition reimbursement requests before the employee
enrolls in the course and such requests are subject to funding availability. The Director of Human Resources
shall determine eligibility for tuition reimbursement in consultation with the Department Director requesting
approval. Only when the employee receives written notification from the Human Resources Department is the
Tuition Reimbursement enroliment approved pursuant to the reimbursement requirements.
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Defined Contribution — 457(b)

Eligible, active, full-time, regular employees may participate in a tax deferred savings plan through payroll
deductions subject to the provider's eligibility criteria. An outside vendor administers the plan. Enroliment
information is avalilable from the Human Resources Department.

Defined Benefit - Pension

Employees who are active, full-time, regular and are in eligible positions become participants in the CHA
Employees' Retirement Plan on the first day of the month following completion of twelve {12) months of
uninterrupted active employment. The CHA pays for the entire cost of the Plan, by making all the Plan
contributions to the Plan's Trust Fund. The pension benefit is determined by a formula based on regular
compensation. Employees become vested in the Plan (meaning a right to a monthly form of benefit as early as
age 55) after completion of five (5) eligible years of participation in the Plan, Participants who are not vested at
their termination date are eligible for a certain portion of the employer contribution with interest. The Plan
document controls and governs the provisions of the Plan. The full Plan document and summary are available
from the Pension office.

Short Term Disability

The CHA provides Short Term Disability coverage to eligible, active, full-time, regular CHA employees who have
been continuously actively employed for a period of one (1) year or more. Short Term Disability insurance
commences afler a fourteen (14) day elimination period as defined by the policy. The insurance currently
provides a benefit based on the employee's current annual salary up to an established maximum. Short term
disability can be used in conjunction with FMLA when sick, vacation, and personal days are exhausted.

Long Term Disability

The CHA provides Long Tenm Disability coverage lo eligible, active, full-time, regular CHA employees who have
been continuously actively employed for a period of one (1) year or more. Long Term Disability insurance
commences after three (3) months of disability as defined by the policy. The insurance currently provides
income equal to fifty (50) percent of the employee's most recent salary up to an established maximum.

Term Life Insurance

New hires, who are eligible, active, full-time and regular employees, may enroll in the voluntary Term Life
Insurance program with less than one (1) year of continuous aclive service effective the first day of the month,
following date of hire. The amount of coverage and the employees cost are determined by the provisions of the
insurance policy. Effeclive the first day of the month following completion of twelve (12) months of continuous
active service, eligible, active, full-time and regular employees will be provided lerm life insurance at no cost to
the employee. The amount of coverage will be dependent upon the employees’ annual salary. Eligible
employees may elect to purchase additional voluntary term life insurance subject to the insurance policy's
insurability requirements.

Flexible Spending Accounts

Full-time employees are eligible to enroll in a flexible spending account during open enroliment each year or
after a qualifying life event. This benefit allows you to pay certain expenses with pre-tax dollars by electing to
make contributions to the accounts from your salary. Employees should be aware that after they have elected
the amount to put into an account, any funds unused at the end of the year can be used up until March 15™
immediately following the New Year, There are three types of flexible spending accounts: Health Care
Spending Account, Dependent Care Spending Account and Commuter Reimbursement Account.

Employee Assistance Program

The CHA has an Employee Assistance Program (EAP) available for all eligible, active, fulltime, regular CHA
employees and thelr immediate family members. The EAP Is available for assisting an individual, but not limited
to, with personal problems, stress, depression, financial and legal referrals. The EAP provides a free evaluation
and treatment consistent with an employee's medical insurance, Call Perspectives at toll free (800) 456-6327
or visit their website at www.perspectivesitd.com.
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The Employee Assistance Program is both voluntarily and confidential. An employee or eligible family
member who seeks to use EAP services may contact the EAP directly or Human Resources personnel for
referral. The employee’s decision to voluntary seek assistance will not be used against the employee or affect
their employment status. EAP enroliment shall not be used to avoid discipline, discharge or application of CHA
Policies.

Mileage Reimbursement

Mileage reimbursement will be paid to employees who are authorized to drive their personal vehicle in the
course of their employment in accordance with the CHA Fleet Policy and the CHA's Travel Policy. The
reimbursement rate is the per mile rate consistent with the IRS mileage rate for business transportation expense
and approved by the Board of Commissioners.

Worker's Compensation

The CHA is committed to maintaining a safe and healthy environment for all employees. Report all accidents,
injuries, potential safety hazards, safety suggestions, health and safety related issues immediately to your
Department Director or designee.

In the event an employee suffers an injury at work, the employee must do the following:

1. Advise the Depariment Director or designee of the accident immediately as is practical under the
circumstances of the accident, but no later than twenty-four (24) hours after the accident occurred. If
necessary, the employee should use the CHA Emergency Dispatch System (312-745-4700) to contact
the Department Director.

2. Obtain immediate medical attention and cooperate with the Department Director or designee in
abtaining such attention.

3. The employee must submit to a medical evaluation which includes drug and aicohol screens
immediately as is practical under the circumstances, but in no event later than twenty-four (24) hours
after the accident regardless of whether injured or not. The Department Director or designee should
escort the employee to the testing facility.

4. Employee’s supervisor will submit written reports (i.e. IL Form 45 and Supervisor Investigation Report)
of the injuries and/or property damage suffered by the employee or others in connection with the
accident to the Department Director, Risk Management, and Administrative Services Departments
immediately as is practical under the circumstances, but no later than twenty-four (24) hours after the
accident.

5. In the event the employee’s physician recommends that the employee remain off work, arrange for a
written notice from the physician, which sets forth that recommendation, including an estimate of the
time the employee will be off work. Employees who fail to follow this Policy are considered absent
without leave and are subject to termination.

6. Cooperate with Risk Management and CHA's Third Party Administrator/Insurance Company in seeking
follow-up medical attention and medical reports regarding injuries and work capacity.

7. Employees are obligated to follow additional requirements as referenced in the CHA’s Fleet Policy.

It is required that you report any iliness or injury caused by the workplace, no matter how slight. If you do not
report an injury, you may jeopardize your right to collect workers’ compensation payments as well as health
benefits.

Performance Management Tool

Performance Management Tool

The CHA palicy is to acknowledge and reward performance and effort through a Performance Management
Tool. While wage increases are subject to budget constraints, eligible employees are generally evaluated for
wage increases annually in January of each year based upon their prior year's performance. Employees who
receive an evaluation of Meets Expectations (2) or above may be considered for a wage increase. Employee's
overall evaluations are based upon pre-determined performance indicators, which are given numeric scores on
a scale of 1 to 4 as follows:
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4 - Qutstanding

3 - Exceeds Expeclations
2 - Meels Expectations

1 - Unsatisfactory

An employee's overall rating on all performance indicators, which may be weighted, will determine the amount
of wage increase for which the employee may be considered, in accordance with the Performance Management
Tool. Employees hired between January 1 and October 1 of the evaluation year or who were not actively
working are considered only for prorated merit increases for the evaluation year; employees hired after October
1 of the evaluation year are not eligible for a merit increase but will be evaluated. Certain merit and other wage
increases are subject to approval by the Chief Executive Officer and the Director of Human Resources.
Employees, who have received an equity adjustment for any reason after June 1% of the affected year, will be
eligible for a prorated merit increase. Employees who separate from the CHA employment for any reason during
the evaluation year are nol eligible for increases for the evaluation year.

Time-Off Benefits / Leaves of Absence

Holidays

Eligible, active, full-time, regular employees are eligible for the following paid holidays:

+ New Year's Day s Velerans Day

= Martin Luther King's Birthday * Thanksgiving Day

« President's Day ¢ Day after Thanksgiving
¢ Memorial Day e Christmas Eve {1/2 day)
¢ Independence Day e Christmas Day

s Labor Day ¢ New Year Eve (1/2 day)
¢« Columbus Day ¢ Birthday/Floater

Employees may use the birthday/floater holiday within thirty (30) days of their actual birthday up until the last
full payroll period in December each year. For new employees whose birthday occurs before their date of
hire, they will not be eligible for the floater holiday. Such requests must be processed on an Employee’s
Personnel Action Request Form, (EPAR). The birthday/floater holiday may not be taken in a subsequent
year and is forfeited if unused.

Generally, an eligible employee must be in pay status the day before and day following the holiday in order
to be paid for the holiday. A schedule of holiday observances is distributed annually to employees. We do
not count holiday paid time off as hours worked when calculating overtime.

Vacation Time/Annual Leave

Eligible, active, full-time, regular employees earn vacation time per pay period based upon their years of
continuous uninterrupted active service. Employees cannot ulilize vacation leave until they have completed
six {6) months of active employment with the CHA. Vacation time is earned per pay period at the following
accrual rales:

) Ten (10) days per year (3.076 hours per pay period) for the first (5) five years of continuous
active pay staius

. Fifteen (15) days per year (4.615 hours per pay period) for six (6) to ten (10) years of
continuous active pay status

. Twenty (20) days per year (6.153 hours per pay period) after ten (10) years of continuous

active pay status

Employees may accumulate a maximum of thirty-(30) days, two-hundred and forty (240 hours) of vacation
time, which can be carried over from year-lo-year. Effective at the end of the last payroll period of each year,
all accumulaled time in excess of two-hundred and forty {240) hours will be forfeiled and no payout will be
granted. Accumulated vacation time is paid out upon termination of employment at the employee's hourly
rate at the time of termination up to a maximum of two-hundred and forty (240) accumulated hours.
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Sick Leave

Eligible, active, full-time, regular employees shall be allowed to accrue sick leave at a rale of twelve (12)
days per year (3.69 hours per pay period) and may carry over from year to year a maximum of one-thousand
and forty (1040) accumulated sick leave hours. You may use sick leave benefits to be absent because you
are ill or injured. Sick leave can also be utilized for the illness or injury of your child, parent, or spouse.

Accumulated sick leave hours will NOT be paid out upon termination of employment.

Personal Time
Eligible, active, full-time, regular employees shall earn and accrue paid personal hours (days) as follows:

» During the first year of fulltime continuous active employment, employees will be granted up to two (2)
paid personal leave days on a prorated basis.

* During the second year of fulltime continuous active employment, employees will be granted up to three
(3) paid personal leave days effective in January of the proceeding year.

= Employees hired prior to January 1, 1986 will be granted four (4) paid personal leave days.

Unused paid personal days are not cumulative and shall be forfeited if not used by the last day of the last full
pay period in December each year.

Family Medical Leave Act (FMLA)

You are eligible for family and medical leave if you have worked for CHA for at least 12 months and have put
in at least 1,250 hours during the 12 month period before the leave is to begin. The rolling twelve (12) month
period is the twelve month period immediately preceding the beginning of the leave.

Reasons for the Leave
You are entitled to take up to 12 work weeks of unpaid leave:

. to attend to the birth, adoption or foster care placement of your child
. to attend to the serious health condition of your child, spouse or parent, or
. to receive care for your own serious health condition.

A serious health condition means an illness, injury, impairment, or physical or mental condition during which

you are incapable of working that involves either;

. treatment requiring inpatient care in a hospital, hospice or residential care facility, or

. continuing treatment by a health care provider for a condition that lasts more than three
consecutive days, or for pregnancy or prenatal care or for a chronic health condition which
continues over an extended period of time, requires periodic visits to a health care provider and may
involve occasional episodes of incapacity, such as serious asthma or diabetes.

It also includes a permanent or long-term condition that may impair the employee to perform his/her job
duties such as Alzheimer's, a severe stroke and terminal cancer. In addition, leave may be used to cover
absences due to multiple treatments for restorative surgery or for a condition which would likely make you
incapable of working for more than three days if not treated, such as chemotherapy or radiation treatments
for cancer.

Substituting Paid Leave

You must substitute accrued vacation or personal leave time for family and medical lsave. And if the request
for leave is due to your own serious health condition, you must first exhaust all accrued sick leave time. Any
accrued vacation or personal leave time will then be used. Your total FMLA leave time, which may include
paid vacation and sick time, may not exceed 12 weeks. The CHA has the right to designate such leaves as
running concurrently with FMLA leave.

Page 20 of 35



Types of Leave

Leave due to the birth or placement of a child in your home for adoption or foster care must be taken in one
continuous 12-week segment and must be taken within 12 months of the birth or placement of the child. You
may take leave due to your own or a family member's serious health condition in:

. one continuous 12 week segment
. an intermittent schedule, such as one day off each week, or
s a reduced schedule, such as beginning two hours late, twice a week.

Notice of Leave
If your need for leave is foreseeable, you must give 30 days prior notice if possible. If you do not give such
notice, the leave may be delayed for up to 30 days.

If your need for leave is due to a planned medical reatment, make every attempt to schedule the treatment
s0 as not to unduly disrupt the work of your department. If your need for leave is not foreseeable, you must
request it as soon as practicable, but not later than fwo business days after the need for leave arises.

Medical Certification

If leave is requested due to your own or a family member's serious health condition, you must provide
medical certification from an appropriate health care provider. The medical certification must include the date
on which the condition began and its probable duration. You may be denied leave if you do not provide
satisfactory certification. The CHA may also require a second opinion or third opinion regarding certification
of a serious health condition, at our expense and in accordance with all requirements for such exams.

Outside Employment
You may not work for outside employers while on family medical leave with CHA.

Returning to Work

If your leave is due to your own medical condition, you are required to provide medical certification that you
are able to resume work befare returning. Both you and your health care provider must complete a Return to
Work Medical Certificalion.

Upon returning to work, you will ordinarily be entitled to be restored to your former position or to an
equivalent position with the same employment benefits and pay if possible. If you do not relurn to work at the
end of the leave and do not notify CHA of your status, you will be terminated.

Benefits during Leave

Taking family and medical leave will not cause you to lose any employment benefits accrued prior to the first
day of leave. The leave period will be treated as continued service for purposes of determining vesting and
eligibility to participate in any retirement plan in effect. However, employees on FMLA leave normally will not
accrue any other additional benefits during the leave period, unless it is paid leave under which benefits
would otherwise accrue.

The CHA will maintain your insurance benefits while you are on leave, you may be required lo pay your
portion of the premium. If you do not retum to work after the leave, you may be asked for reimbursement for
the cost of maintaining insurance coverage during the leave. This provision will not apply in cases where
your inability to return is through no fault of your own - for example, at the end of leave you remain
physically unable to return due to your serious health condition.

Misrepresenting Reasons for Leave
If you misrepresent the reasons for requesting family and medical leave, you will be terminated.

Victims Economic Security and Safety Act

The Victims Economic Security and Safety Act (VESSA) is designed to promote the State's interest in
reducing domestic violence, dating violence, sexual assault, and stalking by enabling victims of domestic or
sexual violence to maintain the financial independence necessary to leave abusive situations, achieve
safety, and minimize the physical and emotional injuries from domestic or sexual violence, and to reduce the
devastating economic consequences of domestic or sexual violence to employees. It gives employees the
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right to a twelve (12) week unpaid leave. Employees granied leave must exhaust accrued personal, sick and
annual, if appropriate. This leave is not in addition to time permitted by the Family and Medical Leave Act.

Employees are entitled, on retum from leave, to be restored to the position held when the leave commenced
or to an equivalent position with equai pay, benefits, and other conditions of employment.

Leave of Absence (Unpaid)

Eligible, active, full-time, regular employees with at least one (1) year of continuous uninterrupted active
service may request an unpaid personal leave for a period not to exceed six (6) months. An Employee’s
Personnel Action Request Form, (EPAR) should be completed and forwarded to the immediate supervisor as
soon as possible prior to the beginning of the leave period. Vacation and sick leave will not accrue while an
employee is on unpaid personal leave. Granting or denying an unpaid personal leave request is within
the sole discretion of the CHA. Employees granted unpaid personal leave will be offered the opportunity to
conlinue their current medical, dental, vision, and life insurance benefits for two (2) months in the same
manner as if actively employad, thereafter, employees must pay to extend these benefits under COBRA.
Employees who are granted such leaves are not guaranteed to retum to their previous position or any
position.

Military Leave

In the event the employee's employment with the CHA must be interrupted by aclive military duty or by
reserve fraining obligations, the CHA will grant the employee whatever leave of absence and reinstatement
rights, as well as any continued benefits that are required by law. For more information, please contact
Human Resources. You must give your supervisor and Human Resources advance notice of upcoming
military service, unless military necessity or other reasons makes it impossible or unreasonable to provide
such notice.

Jury / Witness Duty

Jury Duty

Eligible, active, full-time, regular, Non-Exempt employees summoned for jury duty will be paid their straight-
time pay during the first ien (10) days of jury duty, provided the employees remit the jury duty stipend for
those days to the CHA, and was otherwise scheduled for work. Employees assigned to jury service longer
than ten (10) days must use appropriate accumulated leave after ten (10) days or the leave will be without
pay. Eligible, full-time, active, regular Exempt employees summaned for jury duty will be paid their regular
salary for the entire length of jury duty if otherwise scheduled for work. All employees summoned for jury
duty must provide to their Department Director or supervisor a copy of the jury duty summons, daily
notification of the jury duty status, and remit the jury duty stipend in order to be eligible for the pay provided
in this section.

Subpoenaed Witnesses
Employees who are subpoenaed may use annual or personal time to respond. Employees who have no
accrued vacation or personal time will be granted leave without pay to respond to subpoenas.

Voting Time

Eligible, active, full-time, regular employees scheduled to work on a Federal, State, City of Chicago, or other
municipalities Election Day are granted up to two (2) hours leave with pay for voting with approval from their
supervisor, Employees must inform their supervisor of the leave time requested. A certificate of voting
participation must be provided upon the employee reporting to work.

Parental Leave

Parents, guardians and custodial grandparents are entitled to up to 40 hours of unpaid leave per school
year — but not more than 8 hours per month — to participate in the schoo! activities of a child in grades K
through 12. You must first use other leave benefits such as vacation and personal leave and you must give
your supervisor 7 days advance natice of the need for the leave, except in emergencies.
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Bereavement Leave

Eligible, active, full-time, regular employees are granted bereavement leave in the case of death in the
employee's immediate family (parent, sibling, child, current spouse, current parent-in-law, grandparent or
grandchild). The employee may take up to three (3) consecutive working days off with pay to attend the
funeral/memorial service or, if the funeral/memorial service is two-hundred and fifty (250) miles or more
outside of the Chicago city limits, up to five (5) consecutive working days off (one of which must be the day of
the funeral/memorial service)} with pay if necessary. Satisfactory proof of attendance al the funeral/memorial
service must be fumnished to the CHA.

Training

G.E.D

Any CHA resident or employee who has not obtained a high school diploma and is interested in doing so
should contact the Human Resources Department for information regarding G.E.D. programs and
opportunities.

New Employee Orientation

New Employee Orientation programs are designed to assist new employees in adjusting to their jobs and
work environment and to instill motivation and a positive work attitude. The main objective is to provide
information that will help employees understand the CHA's mission, functions and responsibilities, and
conditions of employmenl. Supervisors/Managers should conduct a timely, thorough, and meaningful job
induction for new employees assigned to their department and also ensure that employees attend mandatory
orientation programs (e.g. HR new employee orientation, sexual harassment / workplace violence training,
the new hire tour, etc.).

If you have any questions regarding new employee orientations, please contact your Human Resources
representative.

Tuition Reimbursement

The CHA provides tuition reimbursement for eligible employees for undergraduate or graduate studies.
Please refer to the following section of this handbook Benefits & Compensation, Tuition Reimbursement or
contact the Human Resources Department at 312-913-7730.

The Learning Institute

In 2004, the Human Resources department created the Leaming Institute and at primary's purpose is to
serve as a resource for CHA employees to obtain reasonable resources in employee training. The goals of
the Learning Institute are to:
¢ Increase work capabilities
¢+ Increase competency
¢ Prepare for technological and legal developments (i.e. Lawson/CHAMP, ADA - 504, etc.)
» Provide and maintain the skills and knowledge necessary for effective work performance in order to
attain CHA goals
= Assigt in the maintenance of continuing professional education requirements (CPE) in order to obtain
or maintain professional certifications and licenses.

Guidelines of Acceptance
« All full-time employees are eligible to participate.
¢ All employees should have completed any mandatory Probationary Period at a satisfactory
performance level,
» All training must be directly or indirectly related to the employee’s current duties or duties to be
assumed within a six month period.
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* Employees who receive training are expected to apply skills to enhance productivity.

» Employees are expected to work for the CHA foliowing the training for at least six (6) months. If they
are unable to do so, they may be required to reimburse the CHA for all the costs associated with the
training.

» Employees who have received disciplinary actions within the past 90 day may be prohibited from
participating.

Employees that exprass an interest in The Learning Institute should complete a Training Request Form and
submit it to their supervisor.

The supervisors are required 1o prepare individual Career Development Plan for employees as part of the
process. The plan must include personal learning goals, learning steps and resource needs. Once
complete, the supervisors will submit both forms to Human Resources for approval.

The Leadership Academy

The Leadership Academy is designed to develop and enhance the skills of Executive and Senior
Management staff. The emphasis of the Leadership Academy is on enhancing the strategic leadership skills
and conflict resolution skills, creating team building models, managing organizational change, and
developing effective communication skills. Participant approval will be determined by the Chief Executive
Officer and Chief of Staff in conjunction with the HR Diractor.

Mandatory Training

Some training may be mandatory for particuiar positions or may require attendance and participation by all of
the CHA employees. If training is mandatory, supervisors are responsible for ensuring that their employees
attend and participate as required for their positions.

Work Conditions & Hours

Work Schedules

The business hours of the CHA are Monday through Friday 8:00 a.m. to 5:00 p.m. Some Departments may
have seven day (7) a week, twenty-four (24) hour operations. Full-time employees work a forty-hour (40)
week. Most full-time, Non-Exempt employees will be assigned work from 8:00 a.m. to 5:00 p.m., which
includes a one-hour (1) unpaid lunch period. Exempt employees generally must work during CHA's business
hours. Please note the schedules do vary based on the needs of each Department, and that the setting of
schedules is at the discretion of management, Operating departments may offer alternate wark schedules for
full-time employees, provided that the schedule is a forty-hour (40) week.

Rest & Meal Periods

Full-time employees are entitled to two (2) fifteen (15) minute breaks per day, one (1) in the first half and one
(1) in the second half of the workday.

All employees are entitled to a 60 minute unpaid break for meals during each work period, which cannot be
substituted for an hour at the beginning or the end of the work day.

Breaks may be scheduled at staggered times to allow department coverage.

Part-time staff, working at least four (4) hours a day, is entitled to a fifteen (15) minute break period.

Overtime

Employees who are Non-Exempt employees as defined by the Fair Labor Standards Act and who work in
excess of forty (40) hours in a work week (Sunday through Saturday) shall be paid at a rate of one and one-
half (1}2) times their hourly rate for each hour worked over forty (40) hours in a work week. Employees
covered by Collective Bargaining Agreements should refer to the Agreements to determine when overtime
pay commences.
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Use of Phone & Mail Systems

Telephone Usage

The telephone system (including voicemail) at the CHA is the property of the authority and is provided for
business purposes. The CHA may periodically monitor the usage of the telephone systems to ensure
compliance with this policy. Therefore, employees should not consider their conversations on the company’s
telephone system to be private. Long-distance personat telephone calls are prohibited unless the employee
charges the call to a calling card or reverses the charges.

Safety

All employees must assist in maintaining safety in the work place. Employees must immediately report all
unsafe or unhealthy working conditions or alleged work related accidents to their supervisor or Department
Director. Employees seeking further information about safety or emergency procedures should contact the
Risk Management Department.

Smoking

To comply with the 2005 Chicago Clean Indoor Air Ordinance which protects the health of employees and
visitors, smoking is prohibited inside CHA facilities. Smoking is permitted outdoors at least 15 feet away
from the entrance or enclosed area of any building.

Use of Equipment

Certain employees will be issued CHA equipment, including, but not limited to, pagers, palm pilots, cellular
telephones and laptop computers. Employees are responsible for the loss, damage or theft of such
equipment at its original value and are advised to insure them on their homeowners/renters insurance
policies. All equipment issued to the CHA employees must be returned to the CHA immediately upon
request and in the same condition as it was issued except normal wear and tear.

Use of Vehicles / Fleet Policy

Use of CHA or Personal Vehicles in the Course of Employment

The CHA employees may be allowed to use CHA vehicles or their personal vehicles in connection with their
employment, depending upon the nature of their job responsibilities and in accordance with the CHA Fleat
Policy. Employees must obtain approval for a CHA vehicle or personal vehicle use in the course of
employment through their Department Director and the Risk Management Department. Approval of such
requests is discretionary. Where such vehicle use has been approved, the employee must do the following:

1. Provide the Risk Management Department with a photocopy of the employee's current valid driver's
licensefinsurance card and ensure that Risk Management is advised of any changes in the status of
the license and insurance.

2. In the case of employees who use their personal vehicles, maintain automobile property and liability
coverage on the automobile consistent with the limits imposed by lllinois law and in accordance with
the CHA Fleet Policy.

3. Employees are to complete all required documentation and forms necessary to comply with the Fleet
Policy.

Twenty-Four Hour Vehicle Assignments

Employees may be assigned twenty-four (24) hour use of a CHA vehicle if they are required to respond to
emergencies on a twenty-four (24) hour basis and in accordance with the CHA Fleet Policy. Generally, the
vehicle is fo be used only in connection with employment and for commuting to and from CHA business.
Use of the vehicle for personal business is not prohibited if the personal business is conducted while
commuting for the CHA business, provided, however, that the CHA vehicle should not be used as a
substitute for a personal vehicle. Only the CHA employee assigned the CHA vehicle may operate the
vehicle. In accordance with IRS regulations, the CHA will report as fringe benefit income, the employee’s
personal use of a CHA vehicle. Employees who become ineligible to drive or are convicted for any driving-
related offense at any time while holding a position with driving requirements, must immediately inform their
Director of such information and immediately relinquish the assigned vehicle.
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Non-CHA Employee Passengers in CHA Vehicles

Employees approved for limited use of the CHA vehicles may transport adult passengers in CHA vehicles
only if the transportation is related to CHA business or related activities and in accordance with the CHA
Fleet Policy. Employees approved for limited use of CHA vehicles may not transport minor passengers for
any purpose except where: 1) the CHA vehicle is intended to transport CHA residents; and, 2) the Risk
Management Department and Chief Executive Officer have approved the transportation of minor passengers
in writing in advance of the transportation.

Employees approved for and assigned a twenty-four {24) hour vehicle may transport adult passengers in the
assigned the CHA vehicle provided that the transportation is related to the CHA business or the adult
passenger is the spouse or adult child of the authorized user of the vehicle and they are transported while
commuting or in emergencies. Minor passengers are prohibited unless; 1.} They are the children of the
authorized user of the vehicle; 2.) They are transported while commuting or in emergencies and; 3.) The
authorized user of the vehicle has advised and received prior written approval from the Risk Management
Department and the Chief Executive Officer that minor children will be transported whiie commuting in the
twenty-four {24) hour vehicle.

Parking and Moving Violations

All parking and moving violations received while driving a CHA vehicle or a personal vehicle in the course of
the CHA employment are the personal responsibility of the driver. In the event a driver cannot be identified,
fines will be assessed to the employee assigned to the vehicle. Employees should refer to the CHA
Scofflaws Prohibition for further obligations.

Automobile Accidents or Property Damage
In the event an employee is invalved in an automobile accident in the course of employment, the employee
must do the following:

1. Make a police report as immediately as possible after the accident and, if possible, at the scene of
the accident, and submit a copy of the report to the Risk and Facilities Management Depariments
and the Department Director.

2. Advise the employee’s Department Director and Facilities Management of the accident immediately
as is practical under the circumstances of the accident. If necessary, the employee should use the
CHA Emergency Dispatch System (312-745-4700) to contact hisfher Department Director and
Facilities Management.

3. The employee must submit io a medical evaluation which includes drug and alcohol screens
immediately as is practical under the circumslances, but in no event later than twenty-four (24) hours
after the accident regardless of whether injured or not. The employee must be escorted to the
testing facility by the Department Director or designee unless impractical under the circumstances.

4. Submit to the Department Director and the Risk Management Department a written report of the
accident, injuries and property damage suffered by the employee or others in connection with the
accident immediately as is practical under the circumstances, but in no event later than twenty-four
{24) hours after the accident.

5. The employee is obligated to fallow additional requirements as referenced in the CHA's Fleet Policy,
{See Attachments).

Visitors in the Workplace

The CHA seeks to provide a workplace for all employees that is professional and free from distractions.
Visitors in the workplace are defined as non-employees who do not have official business with the CHA.
Visitors in the workplace may include children, spouses, relatives, ex-employees and friends of employees.
Individual department heads may impose restrictions on visitors in the workplace which are appropriate for
the successful operation of that department.

Children in the Workplace

The CHA values family and work/life balance. Our employment policies and benefits are indicative of our
beliefs. The CHA believes in an environment that is conducive to work; therefore, the workplace should not
be used in lieu of child care.

If bringing a child to work with the employee is unavoidable, the employee must contact his/her supervisor as
soon as possible to discuss the situation and obtain permission to have the child accompany the employee
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while working. Factors the supervisors will consider before granting permission are lhe age of the child, how
long the child needs to be present, the work environment in the employee’s area, and any possible disruption
to the employee's and co-workers' work. Consideratian will not be given to allowing a child with an iliness to
accompany the employee to work. A child brought to the workplace in unavoidable situations will be
the responsibility of the employee and must be accompanied and be under the direct supervision of
the employee at all times.

Computer & E-Mail Usage/ Internet Use

The Communications Equipment Policy will be distributed to all employees. Employees are expecled lo
become familiar with and to strictly adhere to its requirements.

The CHA provides its employees, if appropriate, with certain communications equipment including palm
pilols, pagers, an e-mail system and internet usage. The equipment is provided to assist employees in
performing their CHA duties. Employees are responsible for the loss, damage or theit of communication
equipment and must reimburse the CHA for the original value.

All employees are responsible for ensuring their telephone, e-mail and internet usage is appropriate, job-
related and do not violate the policies of the CHA. Equipment, e-mails, and other electronic data generated
are property of the CHA and CHA reserves the right to obtain access to such e-mails and data. Employees
should have no expectation that telephone calls, e-mails, electronic data and computers are private or that
they have or will have a proprietary interest in them.

Employees may be required to store and maintain certain electronic files in accordance with applicable law.
Employees should consult the Communications Equipment Policy (see attachment), and seek guidance from
the Human Resources Department.

Workplace Violence Prevention

The CHA has “Zero Tolerance” for Violence in the Workplace. Fighting, harassment, provoking, threals,
intimidation or inciting another employee in such conduct are unacceptable. Employees whe violate this
Policy are subject to discipline up to and including discharge. Employees who experience violence,
including, but not limited to, a threat, fighting, harassment or intimidating behavior from any source {or who
witness same), must report it immediately to the Managing Director and/or Department Director and Human
Resources should be notified. The CHA will respond appropriately to all reported incidents.

Cell Phone Usage

While at work, employees are expected to exercise the same discretion in using personal cellular phones as
is expected for the use of CHA phones. Personal calls during work hours, regardless of the phone used, can
interfers with employee productivity and be distracting to others. Employees may make limited personal
calls during breaks and lunch periods. Employees should ensure that friends and family members are aware
of this policy. The CHA will not be liable for the loss of personal cellular phones brought into the workplace.

Employee Conduct & Disciplinary Action
Employee Conduct and Work Rules

The CHA employees are public employees and as such, they have a special obligation to conform their
conduct to the highest standards of honesly, integrity, and competence on and off duty. This list is not
intended to be exhaustive and employees should always be cognizant of their special obligation as public
employees. All employees are responsible for being aware of CHA's policies and procedures as
provided. Ignorance of a policy or procedure is not an acceptable excuse for unsatisfactory performance or
conduct.

With that limitalion, the following conduct is prohibited.

Page 27 of 35



10.
11.

12.

13.

14.

15.

16.

17.

18.
19.

20.

Absence without leave. Employees who have been absent without notifying the CHA or without
providing necessary information within three (3) work days shall be deemed to have abandoned
employment and will be considered to have resigned.

Leaving the department, office, or work site without proper autharization,

Failing to call in advance when tardy or not showing up for work.

Having an excessive absence or tardiness record or a pattern of repeated absence or tardiness at a
specific time or on specific days of the week or month or in relation to holidays or other paid leaves.

Failure to return to work on time after breaks, lunch or rest periods,

Failing to disclose any information requested or providing a false or misleading response to any question
in any application, questionnaire, information form or other documents provided to the CHA.

Falsely representing to a superior the quality and/or quantity of work performed by either the employee
making the representation or any other employee.

Making false, inaccurate or deliberately incomplete statements in an official inquiry, investigation or other
official proceeding.

Fraud in securing employment, including misrepresentations on an employment application.
Requesting or accepting a leave of absence on fraudulent grounds.
Falsification of any attendance or other employment records.

Engaging in a profession, business trade invesiment, occupation or other activity that results in a confiict
of interest with present CHA employment or the CHA's Ethics Policy.

Use of sick leave in an unauthorized manner for purposes other than that allowed under the CHA Policy,
or a Collective Bargaining Agreement.

Involvement in the illegal sale, delivery, receipt, possession or use of any controlled substance whether
on or off the job site or during the hours of employment or non-working time.

Engaging in any act or conduct prohibited by the Municipal Code of the City of Chicago, the lllinois
Compiled Stalutes, applicable laws of other states or federal statutes.

Possessing, carrying, storing or using weapons or dangerous chemicals on the job when not authorized
to do so.

Misappropriation of any funds of the CHA or any other public or private organization.
Gambling or betting during working time or on work premises.

Theft, attempted theft, or unauthorized possession of the CHA or other public property or use of such
property for unauthorized purposes, having other CHA employees perform such services, direcling other
CHA employees to perform such acts for unauthorized purposes, or accepting the benefits of such
performance,

Retaliation against a CHA employee, vendor, third party or other persons who in good faith has filed a
grievance, charge or complaint regarding the terms or conditions of employment; and/or against an
employee who has properly testified, assisted or participated in any manner in an investigation,
proceeding or hearing regarding such grievance, charge or complaint.
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21,

22.

23.

24,

25.

26.

27.

28.
29.

30.

3.

32.

33.

34,

35.

36.
37.
38.

Using one's official status as a public employee to effectuate the sale, disposal or exchange of property
or other object of value belonging to any member of the public through fraud, theft or misrepresentation
or complicity with others in such acis.

Discourteous treatment, including assault, threats, intimidation, verbal abuse, physical viclence,
threatening physical violence or unwelcome physical contact with another CHA employee, vendor,
client, customer, third party or other persons. Provoking or inciting another employee, or other persons to
engage in such conduct.

Reporting for work or engaging in work for the CHA with the presence of alcohol or drugs in one’s
system, drinking alcoholic beverages or using drugs not prescribed or in a manner not prescribed by a
physician during working hours; possession or use of alcohol or illegal drugs while on duty, or reporting
to work, traveling on the CHA business or while conducting CHA business.

Violation of the CHA's Drug and Alcohol Policy, including the refusal to submit to testing as directed by a
supervisor or as required by the Drug and Alcohol Policy.

Restricting production output, encouraging others to do so or supporting others deing so.

Giving preferential treatment in the course of employment to any organization or person unless
authorized by law.

Loss of professional or other license or failing to attain and maintain prerequisites necessary to obtain or
renew professional or other license when such a license is required to meet the standards of the
employee's position,

Failing to take action as needed to complete an assignment or perform a task safely.

Solicitation of other employees for any purpose during the working time of the employee soliciting or
being solicited, or in areas to which the public has access for transacling CHA business. Working time
includes any time during which employees are aclually scheduled to work but does not include,
scheduled rest periods, meal breaks and other specific times when employees are not expected lo be
working.

Using the office, work site, work locations, work vehicle, work tools, work equipment or work materials
and supplies to conduct a secondary business, personal business, trade or occupation.

Treating discourteously any member of the public where such person can reasonably believe that the
employee is acting within the scope of employment.

Interfering with others on the job.

Distributing literature in any working area or area where the CHA business is conducted with the
members of the public, during the work time of the employee whao is distributing or the employee who is
receiving the literature, except in the course of performing the duties of the posilions.

Acting negligently or willfully in the course of employmenti to damage public or private propery or cause
injury to any person.

Failing to comply with laws or deparimental rules governing health, safety and sanitary condilions in
carrying out any acl in the scope of employment.

Mismanagement or waste of the CHA funds or property.
Inattention to duty including loafing, sleeping on duty, or loitering in the work area.

Incompetence or inefficiency in the performance of duties of lhe position. This means performance of
duties of the position at a level lower than that ordinarily expected of other employees in similar

Page 29 of 35



39.

40.

41.

42,

43,

45.

46.

47.

48.

49,
50.

positions, due either to lack of ability, knowledge or fitness, lack of effort or motivation, carelessness or

neglect.

Solicitation or acceptance of any fee or other valuable thing which may be construed as a bribe; that is,
when such fee, gifi or other valuable thing has been solicited by or given to the employee in the hope or
expectation of receiving treatment better than that accorded other persons, or using one's office or
position so as to give the appearance of such impropriety.

Discrimination against an employee or applicant because of race, color, religion, gender, disability
(including but not limited to HIV status), national origin, age, marital status, sexual orientation or other
status protected by law. Discrimination against a CHA resident or member of the public in the
performance of the employee's job duties because of race, color, religion, gender, disability {(including but
not limited to HIV status), national origin, age, marital status or sexual orientation.

(a)

(b)

(c)

Sexual harassment, which means any unwelcome sexual advance or request for sexual
favors or conduct of a sexual nature when submission to such conduct is made either
explicitly or implicitly a term or condition of an individual's employment or the CHA services;
or when submission to or rejection of such conduct by an individual is used as the basis of
any employment or service decision affecting the individual; or when such conduct has the
purpose or effect of substantially interfering with the work performance of any employee or
crealing an intimidating, hostile or offensive work environment. Conduct, which can, in
certain circumnstances, be considered sexual harassment includes, but not limited to,
sexually suggestive or offensive remarks, sexually suggestive pictures, sexually suggestive
gestures, verbal harassment or abuse of a sexual nature and touching, patting or pinching.

Failure of a supervisor to report incidents of sexual harassment to the CHA’s Director,
Human Resources when the supervisor is aware or reasonably should be aware of such
harassment, regardless of whether affected subordinate employees have made complaints
about the conduct.

Failure to cooperate with and truthfully answer inquiries from the CHA's Director, Human
Resources regarding discrimination, including harassment of any type.

Failure to comply with the CHA's Secondary Employment Policy.

Violation of the confidentiality of the CHA personnel and other records. No employee shall use or reveal
confidential or privileged information gained in the course of or by reasen of their position or
employment, except as specifically allowed by law.

Violation of the Ethics and/or Fleet Policies.

Violation of the CHA's Communications/Equipment Policy.

Failure to report misconduct of other CHA employees 1o the proper person.

Failure to make an immediate report of an alleged workers’ compensation / on-the-job accident or injury
in which the employee is involved or which the employee has observed.

Violation of departmental rules and regulations.

Unauthorized entry into CHA property or facilities.

Conduct unbecoming a public employee.

Failure to pay an overdue debt to the CHA or to the City of Chicago within thirty-(30) calendar days of
receiving a demand therefore, unless the employee:
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(a) has entered an agreement with the CHA or the City of Chicago through the appropriate
depariment for the payment of all debts owed to the CHA or the City and is in compliance
with the agreement;

(b) is contesting liability for the amount of the debt in a pending administrative or judicial
proceeding; or,

(c) has filed a petition in bankruptcy and the debts owed the CHA or the City are dischargeable
in bankruptcy.

51. Unauthorized use, removal or duplication of any CHA record, document or other confidential or privileged
information.

Attendance and Punctuality

Accounting for Time

Principles of Public Accountability applicable to public employees who are Exempt under the Fair Labor
Standards Act have been adopted by the CHA. All employees are required to account for their work time
including meal times and break times. Time-keeping and attendance may be monitored through various
systems depending upon the employee's assignment. Such systems may include daily time sheets, card-
swipe systems and/or biometric attendance monitoring. Employees will be individually accountable for the
accurale recording of their arrival time, break/meal times and deparlure times. Exempt employees are
accountable for their time under these policies.

Reporting Absences

It is the responsibility of each employee to secure advance wrilten approval from his or her immediate
supervisor for all anticipated absences. Notice of any absence must be given directly to the employee’s
immediate supervisor within one-half {1/2) hour of the scheduled reporting time. An explanation as to the
nature of the absence must also be provided. If the absence extends beyond one (1) day, daily notification is
required unless other arrangements have been made with the immediate supervisor. Failure to call the
supervisor personally may result in disciplinary action up to and including termination.

Excessive Absenteeism and/or Tardiness

Excessive absenteeism or tardiness is not tolerated. If an employee averages more than one (1) absence
per thirty-(30) calendar day period (exclusive of approved paid leaves) the employee generally should be
considered excessively absent. Employees with an average of five (5§) instances of lardiness and/or
absenteeism in thirty-{30)} calendar days should be considered excessively absent and/or tardy. Discipline
will be imposed for excessive absenteeism and tardiness. Employees with abusive absenteeism or
tardiness, even within a thirty- {(30) calendar day period, will be corrected with appropriate discipline as soon
as possible.

Personal Appearance

Employees contribute to the reputation of the CHA in the manner in which they present themselves. A
professional appearance is essential to a favorable impression. Good grooming and appropriate dress reflect
pride and inspire confidence.

Managers have the discretion to determine appropriateness in appearance. Employees who do not meet a
professional standard may be sent home to change and will not be paid for that time off.

As all casual clothing is not suitable for the office, these guidelines will help you delermine what is
appropriate to wear to work. Clothing suitable for the beach, yard werk, dance clubs, exercise sessions, and
sports contests is not appropriate for a professional appearance at work. Strapless sun dresses, dance club
dresses, and midriff bearing tops are examples of clothing not appropriate in a work setting. Clothing that
reveals cleavage, back, chesl, stomach or undergarments is not appropriate for a business setling.

Fridays have been designated by the CHA as a dress down day. Cerlain other days may occasionally be
declared as dress down days. On these days, jeans, sneakers and a more casual approach to dressing, which
should never be potentially offensive to others (e.g. inappropriale slogans or logos on t-shirts or sweatshirts,
etc.), is allowed.
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Jewelry, makeup, perfume, and cologne should be womn in good taste, and in moderation. Please note that
some people are allergic to perfumes and scents. Good personal hygiene and personal habits are very
important. Body cleanliness, especially of the hands and fingemnails, is a must. No employee will be
permitted 1o wear unnatural hair colors (i.e. blue, green), visible tattoos, or visible body piercing while
working.

No dress code can cover all contingencies so employees must exert a certain amount of judgment in their
choice of clothing to wear to work. If you experience uncertainty about acceptable, professional business
causal attire for work, please ask your supervisor or your Human Resources staff,

Return of Property

The CHA makes available property, materials or written information to help you do your job. You are
responsible for protecling and controlling any property that is available to you.

You must also return it promptly when requested. If you stop working at the CHA, you must return all CHA
property immediately.

If you do not return the property and if the law allows, CHA may take money from your regular or final
paycheck to cover the cost. CHA may also take legal aclion to recoup its property.

Resignation

Employees who resign from the CHA employment are requested to submit formal resignations on an
Employee's Personnel Action Request Form, (EPAR). The CHA requests, as a matter of professional
courtesy, that an employee provide the Department Director and the Department of Human Resources with
two (2) weeks notice of their resignation. The Human Resources Depariment may conduct exit interviews
with employees who resign. Employees are encouraged to cooperate and provide constructive information
regarding their CHA employment experience in the exit interview.

Security Inspections

Subject to applicable law, employees should have no expectation of privacy in the CHA facilities, offices,
cubicles or containers such as desks, filing cabinets and credenzas. These areas and containers may be
subject to searches and inspection by the CHA. Employees’ should have no expectation that such items are
private or that they have or will have a proprietary interest in them.

Drug Testing

The CHA is committed to making a safe, efficient, and productive work environment for all employees. There
can be serious safety and health risks if an employee uses or is under the influence of drugs or alcohol on
the job. We may ask employees to provide body substance samples, such as urine and/or blood. The CHA
will use the samples to check for the illegal or illicit use of drugs and alcohol.

Problem Resolution

Employees who are experiencing difficulties with co-employees or supervisors are encouraged to attempt to
resolve problems or difficulties with their supervisor or Department Director. If such efforts are unsuccessful
or impractical, employees may file a grievance with the Human Resources Department. The grievance
process is a problem solving process, not an adjudicatory process. A Human Resources representative shall
meet with the grieving employee to discuss the nature of the grievance and determine whether further
investigation is necessary or desirable. If the Human Resources representative determines that such action
is desirable, an attempt will be made by the representative to conciliate the dispute between the grieving
employee and the employee or supervisor and attempt lo achieve an amicable resolution of the problem or
difficulty.

The CHA's Ethics Officer or designee addresses all equal opportunity concerns of the CHA employees
including, complaints of discrimination, harassment or hostile work environment and requests for
accommeodation due to religion or disability. Complaints may concern hiring, promotions, transfers, work
environment or any other term or condition of employment.
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EEO complaints should be made to the Ethics Officer. Employees must report incidents of discrimination,
harassment or hostile work environment to the CHA's Ethics Officer or to any other CHA Management
Representative. Complaints and reports shall be held in confidence to the extent that such confidence is
consistent with CHA's Policy of eliminating and correcting incidents of discrimination or harassment.
Retaliation against employees who make complaints is prohibited. All CHA employees must provide their full
cooperation to the CHA's Ethics Officer when thal cooperation is requested.

When a complaint of discrimination is made to the Ethics Officer, the Officer will conduct an investigation of
the compiaint and conclude the complaint resolution process within forty-five (45) calendar days of its
receipt, if feasible. In investigating and resolving EEO complaints, the Ethics Officer will do the following:

» Determine whether the complaint concerns an equal employment opportunity issue or whether it is more
appropriately addressed in, the grievance or problem-solving procedures provided in this CHA Employee
Handbook.

s Work with disabled employees and their supervisors and Department Directors to make reasonable
accommodation determinations for those employees, where appropriate.

+ Investigate all complaints of discrimination in a fair, impartial and expeditious manner.

s Where feasible and desirable, conciliate conflicts that exist for reasons other than discrimination.

e Where the complaint is determined to be without substantive merit, issue a delermination to the
complaining employee advising the employee that no further EEQ action will be taken and, where
appropriate, refer the employee to other processes or services to address the employee’s issues.

¢  Where discriminatory conduct is found, consult with complaining party and, where appropriate,
Department Director or designee and Director of Human Resources on a corrective aclion
recommendation.

*  Where discriminatory conducl is found, issue a corrective action determination to the Departmental
Director via the Director of Human Resources.

« Conduct a follow-up investigation within thirty (30) calendar days of issuing a correclive action
determination to ensure that the corrective action recommendation is followed.

= Where a corrective action determination has not been followed, issue a report to the Director of Human
Resources and the Chief Executive Officer to seek assistance in enforcing the corrective action
determination.

Workplace Etiquette

The CHA can be a better place to work when all employees show respect and courtesy to each other.
Sometimes there are problems when employees do not realize that they are bothering or annoying other
people. If this happens to you, you should first try to solve the problem by politely telling your co-worker what
is bothering you.

In most cases, if you use common sense, the problem can be fixed. We encourage you to keep an open
mind. If another employee tells you about something that you are doing that makes it hard for that person to
work, try to understand the other person's point of view.

The following are some guidelines and suggestions for how to be considerate of others at work. You will not
necessarily be disciplined if you do not follow these suggestions, but the guidelines will help you get along
with others. If you have comments or suggestions about workplace etiquette, contact the Human Resources
Department.

Returm copy machine and printer settings to their default settings after changing them.
Replace paper in the copy machine and printer paper trays when they are empty.
Retrieve print jobs in a timely manner and be sure to collect all your pages.

Be prompt when using the manual feed on the printer,

Keep the area around the copy machine and printers orderly and picked up.

Be careful not lo take or discard others' print jobs or faxes when collecting your own.
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¢ Avoid public accusations or criticisms of other employees. Address such issues privately with those
involved or your supervisor.
Try to minimize unscheduled interruptions of other employees while they are working.
Communicate by email or phone whenever possible, instead of walking unexpectedly into someone's
office or workspace.

¢ Be conscious of how your voice travels, and try to lower the volume of your voice when talking on the
phone or to others in open areas.

¢ Keep socizlizing to a minimum, and try to conduct conversations in areas where the naise will not be
distracting to others.

¢ Minimize talking between workspaces or over cubicle/workstation walls. Instead, conduct

conversations with others in their workspace.,

Try not to block walkways while carrying on conversations.

Refrain from using inappropriate language (swearing) that others may overhear.

Avoid discussions of your personal lifefissues in public conversations that can be easily overheard.

Monitor the volume when listening to music, voice mail, or a speakerphone that others can hear.

Clean up after yourself and do not leave behind waste or discarded papers.

Confidentiality

Employees who have access to confidential or privileged information regarding the CHA employees, policies,
or programs are prohibited from disclosing such information and must maintain confidentiality. Employees
shall not use or reveal confidential or privileged information gained in the course of or by reason of their
position or employment, except as specifically allowed by law. Employees who violate confidentiality are
subject to discipline up to and including termination. The CHA reserves the right to keep certain information
confidential.

Solicitation/Distribution of Literature Prohibition

Salicitation for any purpose is not allowed on the CHA property or during work time without advance approval
of the Department Director or Chief Executive Officer. Employees may not distribute material on the CHA
property at any time, or in any place or manner, if the distribution interferes with or impedes the CHA's
operations.

Employee Obligation to Assist in Legal Defense, Investigations and
Audits

The CHA's General Counsel Office represents the CHA as a corporate enfity. The CHA employees are
required to assist the General Counsel in advising the Board of Commissioners and in defending the CHA in
litigation by providing the General Counsel and staff with accurate and complete information within the
employee’'s knowledge, and timely access to documents within the employees custody or control.

The CHA's Office of the Inspector General is responsible for conducting audits and certain investigations. All
CHA employees must cooperate with Inspector General Audits and investigations subject to constitutional
protections. Employees must provide requested information and interviews to the Office of the Inspector
General. Employees may bring a representalive to interviews.

Miscellaneous

Public Relations

Inquiries fram the broadcast and print media seeking CHA comment must be referred to the CHA's Press
Secretary at (312) 913-7484. Employees are not authorized to make or represent themselves as CHA
spokespersons without the written approval of the Chief Executive Officer. Employees have the same rights
as all citizens to speak out on matters of public concern to the extent provided by law if they do so without
representing themselves as CHA spokespersons.
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Scofflaws Prohibition

As public employees, the CHA employees have a special responsibility to pay public charges and fees
imposed by federal, state and local governments and to abide by all laws and ordinances. Accordingly,
employees must pay all public charges imposed on them, including municipal water bills, property taxes,
vehicle sticker and license fees, parking ticket fines, driving violation fines and other tax obligations.
Employees who violate this Policy are subject to discipline up to and including termination, and other
remedies as provided by law. Employees may utilize a Voluntary Wage Deduction Agreement to address
outstanding indebtedness to the City of Chicago or to the CHA.

Employee Identification Cards

All CHA employees are issued a 60 E. Van Buren Street building identification card (ID card). Employees
are expected wear their ID card at all times. Employees who lose their identification cards must report it lost
to the Human Resources, so that the lost cards can be immediately replaced. Employees must pay a fee of
iwenty-five dollars ($25.00) at the Human Resources Department for the replacement.

Hatch Act/Political Activities

Employees may not use their position or CHA facilities, equipment, property or supplies to engage in political
activities as provided in the Hatch Act (5 U.5.C. §7321)}. Further information is referenced in the CHA's
Ethics Palicy: Article II, Section 14.

Van Buren Building Rules and Regulations

All CHA employees while in the 60 East Van Buren Street, Chicago, lllinois are further required to abide by
the Van Buren Building Rules and Regulations. A copy of the Rules and Regulations is attached and
incorporated into this Policy Guide.
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