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Congratulations on joining the NYCHA team! 
 
Since 1934, NYCHA has been an integral part of New York City. The largest public housing 
authority in North America, NYCHA provides safe, affordable housing as well as services to 
hundreds of thousands of New Yorkers. As a new NYCHA team member, you are now an 
essential part of our efforts to provide low- and moderate-income New Yorkers with a 
decent place to live. 
 
This booklet contains important information that will help you get off to a great start. We 
also encourage you to visit http://nychanow.nyc/hr-corner; the Current Employees, page 
has a wealth of information in the “New Employee Resources” section, including the 
Start Here – New Employee Quick Start Guide which features a variety of helpful resources 
regarding your NYCHA employment. 
 
You’ll receive your Employee Reference Number (ERN) in about two to four weeks from 
your start date. You will need that number to enroll in NYCHA benefits. To make the most 
informed decisions concerning your benefits, begin looking at the time sensitive items 
listed below. (Please note that you are not automatically enrolled in these programs.) 
 
1. Health Insurance: You will need to complete your health insurance application within 

31 days to ensure coverage. 

2. Retirement Benefits: Choose the retirement plan that’s best for you; the sooner you 
enroll, the bigger the benefit. 

3. Direct Deposit: Your net pay is transferred electronically to your bank account; a 
safer, faster, and smarter way to get paid. 

4. Commuter Benefits: Save on your commute by paying with pre-tax dollars; the sooner 
you join, the more money you’ll save. 

 
Read this information carefully as it will help you make important decisions about your 
NYCHA benefits and get the most from your NYCHA employment. 
 
Whether you work behind the scenes or serve residents directly, you can be proud of your 
commitment to those we serve. 
 
Again, welcome to the New York City Housing Authority; we wish you success! 
 

http://nychanow.nyc/hr-corner/
https://nychanow.nyc/hr-corner/current-employees/
http://nychanow.nyc/wp/wp-content/uploads/2022/04/Start-Here-%E2%80%93-New-Employee-Quick-Start-Guide.pdf
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New Employee Checklist 

Preparing for Your First Day 
 
 Review your new employee packet and NYCHA 

ID for accuracy. 

 Check the name, address, and phone number of 
your location on the Notice of Appointment. 

 Call you supervisor to confirm your reporting 
time and location. Your supervisor’s name and 
number appear at the bottom of the Notice of 
Appointment. 

 Make your travel plans to your location prior to 
your start date. 

 Ask about parking and places to eat as they may 
not be available on site. 

 
Arrival at Your Work Location 
 
 Arrive on time. 

 Speak with your supervisor about the location of 
your work area, supplies, computer access, keys, 
telephone, uniform, and tools as applicable. 

 Discuss your duties and responsibilities. 

 Review dress code for the location. 
 

First Day(s) on the Job 
 

 Attend mandatory safety training. 

 Attend pre-service training if applicable. 

 
Facilities/Systems 
 
 Tour your workspace and the facility. 

 Review evacuation plan and other emergency 
procedures. 

 Review policy concerning assigned work area 
and duration of breaks.  

Facilities/Systems (Continued) 
 
 Review procedures for getting supplies. 

 Review employee parking permit procedure. 

 Obtain a local map or site plan. 

 Ask about the mail system and delivery/pick-up 
procedures. 

 Ask about the telephone system including 
telephone number assigned and voicemail 
recording and retrieval. Obtain a copy of 
telephone list. 

 Review internet usage and e-mail retention 
policies. 

 Locate the printer, fax, conference rooms, and 
recycling receptacles. 

 Organize your workspace. 

 
Introductions 
 
 Get introduced to key personnel including co-

workers, colleagues, and support staff. 

 Get introduced to your immediate supervisor 
and other key supervisors. 

 Learn the chain of command. 

 
Review Schedules 
 
 Get advised of Kronos timekeeping procedures. 

 Get informed about the time and length of lunch 
and breaks. 

 Get advised of time and attendance 
requirements. 

 Get advised of absence call-in protocol. 

 Get informed of your office hours and rules for 
after-hours or weekend access to the location. 
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New Employee Checklist (Continued) 

 
Weeks 1-2 

 
Payroll/HR Paperwork 
 
 Explore your health benefits options. 

 Enroll in Direct Deposit. 

 Enroll in the NYCERS pension system. Check 
your Notice of Appointment. If you have civil 
service status, you must enroll on your own as 
enrollment becomes mandatory within six 
months of appointment. 

 Submit your NYCHA beneficiary form. 

 Gather supporting documents needed to 
complete applications for: 
o Health benefits 
o Pension, and 
o Other benefit options. 

 
Adjusting to Your New Role 
 
 Confirm your supervisor has requested 

computer access for you. 

 Clarify first job assignment and performance 
expectations. 

 Request training on the use of the computer 
and telephone. 

 Ask about the policy regarding reporting to 
work during emergencies. 

 
 

 
 
 
 
 
 
 
 
 
 

 
Week 3 

 
 Ensure all outstanding benefit applications and 

forms have been submitted. 

 Continue regular meetings with your supervisor 
and solicit feedback. 

 
Week 4 

 
 Health benefits paperwork must be submitted 

by 31st day of employment. 

 Continue regular meetings with your supervisor. 

 
Months 1-3 

 
 Continue regular meetings with your supervisor 

to clarify performance goals. 

 Call Human Resources at 212.306.8000 with any 
additional questions. 

 Meet with your supervisor to review your 1P

st
P 

quarter performance evaluation. 
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NYCHA Benefits and Programs Summary 

 
Health Benefits 
nyc.gov/olr 

You will receive a customized email with information 
about your health insurance enrollment. Complete 
your health benefit application on NYCAPS/ESS within 
31 days of your appointment date to avoid delays. 

Your health coverage start date depends on your title and/or 
employment status. Please contact HR for details.

Health Benefits Buy-Out Program 
nyc.gov/opa 

This program allows eligible employees who can 
obtain non- City group health benefits to waive their 
New York City health benefits in return for an annual 
cash incentive payment. 

New York City Employees’ Retirement System (NYCERS) 
nycers.org 

All civil service and labor class (caretakers) employees are 
required to join the retirement system upon completing 
six months of service. Provisional and non-competitive 
employees are not required to join the retirement 
system. However, they may enroll voluntarily at any time. 

Direct Deposit 
nyc.gov/opa 

A faster, safer, and greener way to access your 
paycheck. Funds are credited directly to your existing 
bank account. 

NYC Deferred Compensation Plan (457 and 401k) 
nyc.gov/opa 

This plan lets you save for retirement through pre-tax 
payroll deductions by funding a 457 and/or 401K. 

Flexible Spending Accounts Program 
nyc.gov/olr 

This program allows City employees to deposit a portion 
of their pre-tax income into accounts maintained for 
certain health and dependent care expenses. 
 

 

Health Care Flexible Spending Account (HCFSA) 
nyc.gov/olr 

Enables City employees to pay for eligible out-of-
pocket medical, dental, vision, and hearing expenses 
on a pre-tax basis, with deductions taken directly 
from salary. 

These deductions reduce an employee's gross income 
on his or her Form W-2 for federal and Social Security 
tax purposes. 

Dependent Care Assistance Program (DeCAP) 
nyc.gov/olr 

Allows City employees to pay for eligible dependent 
care expenses on a pre-tax basis, with deductions 
taken directly from paychecks. 

These deductions reduce an employee's gross income 
on his or her Form W-2 for federal and Social Security 
tax purposes. 

NYC Gives 
nyc.gov/opa 

Allows employees to make contributions to over 900 
participating charities. 

Employee Blood Program 
nyc.gov/dcas 

Help save a life by donating blood at a NYCHA 
sponsored blood drive. 

Employee Assistance Program (EAP) 
nyc.gov/olr 

The City of New York offers its employees and their 
dependents a helping hand through a network of EAPs. 
Generally, an EAP provides education, information, 
counseling, and individualized referrals to assist with a 
wide range of personal and social problems. 

 
[Page 1 of 3] 

  

http://www.nyc.gov/olr
https://www.nyc.gov/site/opa/index.page
https://www.nycers.org/
https://www.nyc.gov/site/opa/index.page
https://www.nyc.gov/site/opa/index.page
http://www.nyc.gov/olr
http://www.nyc.gov/olr
http://www.nyc.gov/olr
https://www.nyc.gov/site/opa/index.page
http://www.nyc.gov/dcas
http://www.nyc.gov/olr
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NYCHA Benefits and Programs Summary (Continued) 

 

New York’s 529 College Savings Program 
nyc.gov/opa 

A tax-advantaged program that allows NYCHA 
employees to save for college through payroll 
deductions. 

Edenred Commuter Benefits Program 
nyc.gov/opa 

The City offers eligible employees the opportunity to use 
pre- tax earnings to cover certain public transportation 
costs through the Commuter Benefits Program. 
 

Annual Accrued Leave Time 
NYCHA Connect HR Site 

NYCHA employees earn leave time monthly. Earned 
leave time may be used for sickness, personal 
reasons, or vacation. Employees may accumulate and 
carry over unused time from year to year. The 
amount of time earned for each employee is based 
upon their title, time in service, and union or 
association collective bargaining agreements. 
 

Flex Time 
NYCHA Connect HR Site 

Employees who work at NYCHA’s Central Office 
locations—250 Broadway, 90 Church Street, Long Island 
City, and its extensions—may use flex time schedules in 
accordance with their department requirements. 
 

Payroll Rent Deduction Program 
nyc.gov/site/nycha/residents/pay-rent.page 

NYCHA resident employees may pay their NYCHA rent 
through automatic bi-monthly payroll deductions. 
 

Municipal Credit Union (MCU) 
nyc.gov/opa 

The MCU is a full-service financial institution. It offers 
members a broad range of services including checking 
and savings accounts, Visa cards, mortgages, loans, 
ATM access, money market accounts, and individual 
retirement accounts. All City employees are eligible to 
join the MCU. 

Management Benefit Fund (MBF) 
nyc.gov/olr 

The MBF provides supplemental benefits to the non-
unionized personnel of the City of New York, which 
includes all managerial, confidential, and original 
jurisdiction employees and retirees. 
 

NYC Well 
nyc.gov/nycwell 

NYC Well is your connection to free, confidential 
mental health support. Speak to counselors via 
phone, text, or chat to get access to mental health 
and substance misuse services, 24/7/365. 
 

Employee Self-Service (ESS) 
nyc.gov/ess 

ESS provides online access for you to:  

• Add or update emergency contacts 
• Change your: 

- Name and/or address 
- Personal information such as phone number, 

gender, and ethnic group 
• View: 

- Data such as date of birth, original hire date, military 
status, and email address 

- Pension information 
- Leave statements 
- Pay detail and deduction history 

• Enroll in and update Direct Deposit information 
• View and print W-2 and 1127 tax statements 
• View and print electronic pay stubs 
• View, enroll in, and update your College Savings, IRA, 

and Treasury Direct payroll deductions 
• View, enroll in and update your Commuter Benefits 

payroll deductions 
• Enroll in benefits during the annual transfer period or 

during the new hire process 
• Add or drop dependents 
• View and print Verification Letters and NYCERS 

Buyback Statement 

For more information, visit  nyc.gov 
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https://www.nyc.gov/site/opa/index.page
http://www.nyc.gov/olr
http://www.nyc.gov/nycwell
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https://a127-ess.nyc.gov/psp/prdess/?cmd=login
http://www.nyc.gov/html/index.html
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NYCHA Benefits and Programs Summary (Continued) 

 

WorkWell NYC 
nyc.gov/olr 

Wellness solutions such as diabetes prevention and 
management as well as smoking cessation to support 
NYC employees in getting and staying healthy. 

GOT QUESTIONS? 

Call Human Resources. 
212.306.8000 

• Health benefits 

• HR policies and procedures 

• Leave of absence 

• Retirement 

• Salaries 

• Training 

• Transfers and promotions 
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FAQs 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

BENEFITS FAQs 

How do I enroll in a health benefit plan? 

To enroll in health insurance, visit the Employee Self-Service (ESS) NYCAPS portal within 31 
days of your NYCHA appointment. Note that you will need to email copies of necessary 
documentation (e.g., birth certificates, marriage certificates, domestic partnership affidavits, 
and adoption or guardianship papers) to hr.benefits@nycha.nyc.gov. 

When will my health insurance begin? 

The effective date of your health benefits is dependent upon the civil service classification you 
have when you are appointed to your new job (See Table 1 on Page 12). 

Who can be covered by my NYC health plan? 

All employees who regularly work at least 20 hours per week and whose appointment is 
expected to last for more than six months are covered. 

You can enroll your legally married husband or wife, legally registered domestic partner, and/or 
children up to age 26 (including legally adopted children, stepchildren, and foster children) and 
any child for whom you are legally responsible for support and maintenance. 

You may additionally cover unmarried children, who cannot support themselves because of a 
disability or handicap, if the disability or handicap occurred before the age at which coverage would 
otherwise terminate, and the City covered the dependent at that time. 

 
 
 
 
 
 
 
 

[Continued] 
  

At NYCHA, we strive to enable every employee to do 
their best work. When employees are empowered to 
contribute their best efforts toward the accomplishment 
of our goals, we are that much closer to making our 
vision of safe, clean, and connected communities  
for NYCHA residents a reality. 

 
 

https://a127-ess.nyc.gov/psp/prdess/?cmd=login&languageCd=ENG&
mailto:hr.benefits@nycha.nyc.gov
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BENEFITS FAQs (Continued) 

What if I have other medical coverage? Do I have to enroll in an NYC plan? 

The Medical Spending Conversion (MSC) allows City employees to 
receive an annual incentive payment in exchange for waiving their 
City health benefits when other non-City group coverage is 
available to them. 

Employees waiving family coverage receive $1,000 per year. 
Employees waiving individual coverage receive $500 per year. All 
money received from the Health Benefit Buy-Out Waiver Program 
is taxable. 

Where can I get information about health plans offered by NYC and the rates? 

The NYC Department of Labor Relations website provides all the information you need to select 
the right health plan. You can access the site at: 
 
https://www1.nyc.gov/site/olr/health/active/health-active-responsibilities.page. 
 
Plan riders (extra coverage for prescriptions or services) offer benefits that may be included in 
your union welfare fund package. Check carefully before adding and paying for a rider. 
 
On the following pages, please see the HR memo concerning your health plan options and 
rates. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

[Continued] 
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Table 1 

Category Description Effective Health Insurance Date 

Civil service 
(Competitive 
class) 

Civil service are titles where, based on job 
duties and responsibilities, it is practicable to 
develop examinations where qualified 
applicants, after passing an examination, are 
eligible for permanent appointment from a 
rank order list. 

Appointment date, provided 
that the Health Insurance 
Enrollment form (ERB 2000) is 
submitted within 31 days of 
appointment. 

Exempt Exempt titles are like non-competitive class in 
that there is no examination requirement. In 
addition, there are no formal education or 
experience requirements. This category is limited 
to jobs at an extremely high organizational level 
where appointment is usually made by a duly 
elected or appointed public official. 

Appointment date, provided 
that the Health Insurance 
Enrollment form (ERB 2000) is 
submitted within 31 days of 
appointment. 

Labor class Labor class includes unskilled laborers, except 
those whose positions can be examined for 
competitively.  

A position in the labor class may be filled by 
the appointment of any person selected by the 
appointing authority. Some labor class 
positions may require applicants to qualify in 
such tests of fitness for employment as may be 
deemed practicable. 

Appointment date, provided 
that the Health Insurance 
Enrollment form (ERB 2000) is 
submitted within 31 days of 
appointment. 

Non-competitive:  
experience and 
education required 

Non-competitive class are titles where it has 
been determined that, based on job duties and 
responsibilities or unique qualification 
requirements, it is not practicable to develop 
an examination. 

For example, Agency Attorney is non-
competitive based on the need to be admitted 
to the New York State Bar to qualify. 

Appointment date, provided 
that the Health Insurance 
Enrollment form (ERB 2000) is 
submitted within 31 days of 
appointment. 

Non-Competitive:   
no experience and 
education required 

See description for “non-competitive:  
experience and education required.” 

First day of pay period after 90 
days of employment. 

Provisional Provisional appointments are non-permanent 
assignments to competitive class positions. 
Generally, a provisional appointment is made 
when there is no civil service list for a 
particular title. 

Someone can serve provisionally in a 
competitive class title until a list is established. 
A provisional hire is an interim method of filling 
a position pending permanent appointment from 
a subsequent civil service list. 

First day of pay period after 90 
days of employment. 

Temporary Employment is not expected to last more than 
six-months. 

First day of pay period after 90 
days of employment. 

 

[Continued] 
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Human Resources Department Health Plan Memo 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

[Page 1 of 2]  



Welcome…Let’s Get Started! 

Page | 14 

Human Resources Department Health Plan Memo (Continued) 
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BENEFITS FAQs (Continued) 

Do I have to join the New York City Employees’ Retirement System (NYCERS)? 

All civil service and labor class employees, including caretakers, are required to join the 
NYCERS pension plan upon completing six months of service. However, you may join at 
any time prior to the six-month period.  

Provisional and non-competitive employees are not required to join the retirement system. 
However, they may join voluntarily at any time. See the handout in your packet for more 
details. 

How do I join the pension system? 

To join the pension plan, go to the NYCERS web site via www.nycers.org or by downloading 
their free mobile app. 

Does NYCHA/the City offer other retirement savings options? 

In addition to the NYCERS pension plan, the City provides an opportunity to join the Deferred 
Compensation Plan or to create an individual retirement account (IRA). The NYC Office of 
Payroll Administration web site provides details about these options. 

Are there other tax break programs available to me as an employee? 

Yes, you can enroll in dependent care and health care savings accounts, the New York State 
529 College Savings Program, and contribute to tax-deductible charities via the Combined 
Municipal Campaign. The NYC Office of Payroll Administration web site provides additional 
details about each program and enrollment. 

Does the City have a transportation benefits program? 

The City offers eligible employees the opportunity to use 
pre-tax earnings to cover certain public transportation costs 
through a Commuter Benefits Program. This program 
allows employees to access several transit providers and 
transit options. 

Payroll deductions will be automatically loaded on your 
commuter credit card each pay period. Account access is 
available online or via mobile phone 24/7. The program 
reduces taxable income. 

Where can I get further assistance regarding my 
benefits? 

Your supervisor is your first resource to answer questions about 
your job and NYCHA policies and procedures. You may also 
contact Human Resources at 212.306.8000. The nyc.gov web 
site offers information for specific benefits questions. 

 
 
 
 

[Continued] 
  

http://www.nycers.org/
https://www1.nyc.gov/site/opa/my-pay/my-finances.page
https://www1.nyc.gov/site/opa/my-pay/my-finances.page
https://www1.nyc.gov/site/opa/my-pay/my-pay.page
https://www1.nyc.gov/site/opa/commuters/commuters.page
https://www1.nyc.gov/
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CIVIL SERVICE FAQs 

What is civil service? 

The civil service system governs public service in which employment is usually based on 
competitive examination. 

What is a civil service list and how are appointments made to become a permanent 
employee? 

Every candidate who meets the education and experience requirements in the Notice of 
Examination and attains a passing mark on the test is eligible for consideration for 
appointment from the resulting civil service list for the title. This is commonly referred to as a 
rank order list. Consideration for appointment from lists must be made in list number order. 

In general, every appointment or promotion from a civil service list within the competitive class 
has a probationary term of not more than one year. Employee performance is monitored for 
satisfactory performance during this period. 

The services of the probationary employee may be terminated during this period based on 
documented unsatisfactory performance. Upon satisfactory completion of the probationary 
period, the employee becomes permanent. 

What are Civil Service classifications? 

Provisional appointments are non-
permanent assignments to competitive 
class positions. Generally, a provisional 
appointment is made when there is no 
civil service list for a particular title. 

Someone can serve provisionally in a 
competitive class title until a list is 
established. A provisional hire is an 
interim method of filling a position 
pending permanent appointment from  
a subsequent civil service list. 

If you are serving provisionally, file with 
DCAS to take the test when a Notice of 
Examination announces the examination 
for your title. (See Table 1 on page 12.) 

 
 
 
 
 
 
 
 
 

[Continued] 
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PAY AND HOURS OF WORK FAQs 

When and where do I report to work? 

The Notice of Appointment lists the address, 
phone number, and name of your supervisor. 
Call them for details before you report to your 
location. 

When do I get paid and what are the paid 
holidays? 

NYCHA employees are paid on a bi-weekly 
basis, every other Thursday. 

Your initial pay date may be delayed 1 or 2 pay 
periods after hire as NYCHA transmits your 
employment information to the NYC Office of 
Payroll Administration. For more details, contact 
your Placement Coordinator in the Human 
Resources Department. 

You can find the current Payroll Calendar (which 
notes paid holidays) on NYCHA Connect—NYCHA’s 
intranet website—under Resources, as well as in 
this booklet. 

What are my work hours? 

Employees are assigned a specific work schedule 
as determined by title, work assignment, and 

location. Your actual work arrival and departure times must be recorded by clocking in with 
the Kronos time clock, or by recording your time in the Kronos system. 

Speak with your supervisor and timekeeper about your schedule. 

Do I receive vacation, sick, and personal time? If so, how much? 

Leave time is the number of days earned by an employee while working at NYCHA. This time 
may be used for vacation, illness, personal business, or religious observance without 
deduction from pay as provided by your union agreement. 

Accrued leave time may be carried over from year to year. All employees should discuss their 
time with their timekeepers and supervisors. The annual leave accrual tables for full-time 
employees can be found on NYCHA Connect under the HR tab. 

 
 
 
 
 
 
 

[Continued] 
  

http://connect/HR/Pages/Payroll%20Calendars.aspx
http://connect/bb/NYCHA_Employee_Titles_With_Leave_Accrual_Tables.pdf
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PAY AND HOURS OF WORK FAQs (Continued) 

How much time do I earn for vacation, illness, and personal business? 

You accrue time in accordance with your title and union affiliation. Time earned is combined 
and is not broken into separate vacation, sick or personal categories. Employees appointed on 
or before the 15th of any month earn annual leave on the first of the following month. 

Employees appointed on or after the 16th of the month will start to earn annual leave on the 
first day of their second month. You may carry over earned time from one year to the next (you 
do not have to “use it or lose it”).  

Note, annual leave is taken at the convenience of NYCHA. In no event shall accrued leave be 
used before one month of service is completed. Discuss any vacation or planned absences with 
your immediate supervisor. 

How do I record my work attendance? 

Non-managerial employees must use their NYCHA employee identification card to swipe in and 
out every day at their location’s Kronos time clock. 

Managerial employees must enter their attendance directly into the Kronos system. A Kronos 
Quick Reference Guide can be found in the Human Resources section of NYCHA Connect. 
Every employee is required to carry their NYCHA identification card during work hours and 
must display it upon request. 

Can I take advantage of a flexible work schedule? 

NYCHA offers flex to employees located at 250 Broadway, 90 Church Street, and at the Long 
Island City facility as permitted by supervision. Staff assigned to NYCHA developments, 
borough offices or other NYCHA locations work fixed schedules. Speak with your supervisor 
and timekeeper about your schedule. 

 

UNION FAQs 

Am I represented by a union? 

Most New York City employees are covered by collective bargaining agreements negotiated by 
the City of New York with their respective unions. Additionally, many employees are in 
professional titles and may be represented by the Management Benefits Fund (MBF) or other 
professional associations. 

If union membership is one of the requirements of your NYCHA job, call Human Resources to 
learn your specific union’s name and contact information. Union dues are automatically 
deducted from your paycheck. Contact your union and sign up to enjoy the benefits of 
membership. If you are already a union member, consult with your union about NYCHA. 

 
 
 
 
 

[Continued] 
  

http://connect/HR/Documents/Kronos_8.1_Managerial_Self_Serve_Quick_Start_Guide.pdf
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UNION FAQs (Continued) 

What are the benefits of union, association, or Managerial Benefits Fund membership? 

Your union provides a variety of benefits to members and eligible dependents, which may 
include prescription coverage, eye exam and eye glass coverage, dental coverage, legal services, 
and educational courses. You must enroll with your union to access the benefits. 

How do I know which union or organization will represent me? 

The bottom of your Notice of Appointment lists the name of your union or association. The 
Unions and Employee Organizations listing in this booklet provides you with the union name, 
address, and phone number so that you may enroll. 

How do I enroll in my union or benefit fund? 

Find the Unions and Employee Organizations listing in this booklet and use the contact 
information provided to contact them and enroll. 

 

GENERAL FAQs 

Does NYCHA have an Employee Assistance Program 
(EAP)? 

Yes. The City of New York’s EAP is located at 250 
Broadway, 28th Floor. The phone number is 
212.306.7660. (Visit nyc.gov or see the Human 
Resources Manual for more information.) 

As an employee who is also a NYCHA resident, what 
guidelines must I follow? 

You must ensure you are an authorized resident in your 
NYCHA home and that your name appears on the family 
composition. The income from your new job must be 
reported to your management office within 30 days from 
your start date, regardless of whether you are the head 
of household. Consult with your management office as to 
whether you qualify for Earned Income Disallowance 
(EID). 

 
 
 

 
 
 
 
 
 
 

[Continued] 
  

https://www1.nyc.gov/site/olr/eap/eaphome.page
https://www.nyc.gov/
https://nychanow.nyc/wp/wp-content/uploads/2019/10/HRM.pdf
https://nychanow.nyc/wp/wp-content/uploads/2019/10/HRM.pdf
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GENERAL FAQs 

Is there a probationary period? 

Every quarter during the first year of your employment, your 
supervisor must evaluate your performance in writing. In 
most cases, these evaluations rate your performance in the 
following categories: quality of work; quantity of work; 
cooperation and attitude; learning capacity, adaptability and 
potential; and attendance and lateness. 

Your supervisor completes and discusses the performance 
evaluation with you. Your signature on a performance 
evaluation indicates you reviewed the report. It does not 
indicate you agree with the ratings. 

Do I get reimbursed for traveling? 

Some titles (such as skilled trades employees) are required to 
travel to different work locations. Discuss travel 
reimbursement with your supervisor. 

What is a “floater”? 

Some titles (such as Housing Assistant) may initially be 
assigned to a borough office. For a period, a floater may be 

required to fill in at various locations due to staff vacancies or scheduled vacations. If assigned 
as a floater, discuss future permanent placement with your borough supervisor. 

What are the personnel rules and regulations at NYCHA? 

Review the Human Resources Manual for information about personnel rules and 
regulations. You should also discuss additional rules and guidelines that are applicable to 
your specific work location with your supervisor. 

How do I obtain access to specific computer programs? 

In addition to the username and initial password provided to you for general computer access, 
there may be several other programs you will use based on your title. Your supervisor will 
make a request for access to those programs. Discuss this with your supervisor. 

Talk to your supervisor about: 

• Tools and equipment 
• Lunch and breaks 
• Uniforms/shoe reimbursement 

• Duties  
• Parking 
• Dress code 

http://nychanow.nyc/wp/wp-content/uploads/2019/10/HRM.pdf
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Unions and Employee Organizations 

In addition to your health insurance benefits, you may be eligible for several benefits provided 
by your welfare fund. In most cases, coverage provided is based upon your title and the 
number of hours you work a week. 
 
Welfare fund benefits may include dental and prescription drug coverage, disability, legal 
services, personal counseling, optical, life insurance, and education benefits. Each welfare 
fund provides its own level and type of coverage. Call your union for details. 
 
 
 

Allied Building Inspectors 
Local 211 
225 Broadway, New York, NY 10007 
Phone: (212) 233-2690 
https://www.iuoe211.com/old-home 

 District Council 37, AFSCME, AFL-CIO 
Local 1757 
Assessors and Appraisers 
Phone: (212) 815-1234 
https://www.dc37.net/about/locals/local1757 

 International Brotherhood of Teamsters Local 
237, City Employees Union 
216 West 14th Street, New York, NY 10011 
Phone: (212) 924-2000 
http://local237.org/ 

American Federation of State, County & 
Municipal Employees 
AFL-CIO - District Council 37 
125 Barclay Street, New York, NY 10007-2179 
Phone: (212) 815-1000 
http://dc37.net/ 

 District Council 37, AFSCME, AFL-CIO 
Local 768 
Phone: (212) 815-1040 
https://www.dc37.net/about/locals/local768 

 International Union of Operating Engineers 
Local 15, 15A, 15B, 15C, 15D 
44-40 11th Street, LIC, NY 11101 
Phone: (212) 929-5327 

Civil Service Bar Association 
Affiliated with Local 237, I.B.T. 
216 West 14th Street, 6th Floor, New York, NY 
10011-7296 
Phone: (646) 638-8622 
http://www.csbanyc.com/ 

 District Council 37, AFSCME, AFL-CIO 
Local 957 
Housing Authority Employees 
Phone: (212) 815-7672 
https://www.dc37.net/about/locals/local957 

 International Union of Operating Engineers (IUOE) 
Local 30, 30A, 30B, 30C, 30D 
115-06 Myrtle Ave., Richmond Hill, NY 11418 
Phone: (718) 847-6800 
https://www.iuoe.org/ 

Communications Workers of America 
Local 1180 - NYC Administrative Employees 
6 Harrison Street, 3rd Floor, New York, NY 10013-
2898 
Phone: (212) 226-6565 
http://www.cwa1180.org/ 

 District Council 37, AFSCME, AFL-CIO 
Local 983, MVO & Traffic Enforcement Agents, 
L-3 
Phone: (212) 815-1983 
http://local983.com/ 

 Organization of Staff Analysts (OSA) 
220 E. 23rd St., Suite 707, New York, NY 10010 
Phone: (212) 686-1229 
http://www.osaunion.org/who/main.html 

District Council 37, AFSCME, AFL-CIO 
Local 154 
New York City Miscellaneous Employees 
Phone: (212) 815-1000 
https://www.dc37.net/about/locals/local154 

 District Council 37, AFSCME, AFL-CIO 
Local 1087 
Phone: (212) 815-1010 
https://www.dc37.net/about/locals/local1087 

 Plumbers and Gas Fitters 
Local 1 
50-02 Fifth Street – 2nd Floor, Long Island City, NY 
11101 
Phone: (718) 738-7500 
http://www.ualocal1.org/ 

District Council 37, AFSCME, AFL-CIO 
Local 299 
Phone: (212) 815-1040 
https://www.dc37.net/about/locals/local299 

 District Council 37, AFSCME, AFL-CIO 
Local 2627, Electronic Data Processing 
Personnel 
Phone: (212) 815-1040 
http://www.local2627.org/ 

 Service Employees International Union 
Local 246 
Civil Service Auto Mechanics 
217 Broadway, Rm. 501, New York, NY 10007 
Phone: (212) 233-0616 
http://nyclocal246.org/ 

District Council 37, AFSCME, AFL-CIO 
Local 371 
Social Services Employees Union 
817 Broadway, New York, NY 10003 
Phone: (212) 677-3900 
http://www.sseu371.org/ 

 District Council 37, AFSCME, AFL-CIO 
Local 2507 
Phone: (212) 815-1060 
 

 Service Employee International Union 
Local 300 
36-36 33rd St. Suite 200, Long Island City, NY 
11106 
Phone: (718) 383-8945 
https://www.seiu.org/ 

District Council 37, AFSCME, AFL-CIO 
Local 375 
Civil Service Technical Guild 
Phone: (212) 815-1375 
http://civilservicetechnicalguild.org/ 

 International Brotherhood of Electrical 
Workers 
Local 3 
158-11 Harry Van Arsdale, Jr. Avenue, 4th 
Floor, Flushing, NY 11365 
Phone: (718) 591-4000 
http://local3.com/ 

 Service Employee International Union 
Local 621 
Supervisors 
75 Darcy Circle, Islip, NY 11751 
Phone: (718) 334-9305 / 9306 

District Council 37, AFSCME, AFL-CIO 
Local 1407 
NYC Accountants, Actuaries and Statisticians & 
Mgmt. Auditors 
Phone: (212) 815-1040 
http://www.local1407.org/ 

 International Union of Painters and Allied 
Trades 
District Council 9 - Local 1969 
45 W 14th Street – 4th Floor, New York, NY 
10011 
(718) 937-7440, Ext 108 
http://www.dc9.net/ 

 United Brotherhood of Carpenters & Joiners of 
America 
District Council of NYC & Vicinity 
395 Hudson Street, New York, NY 10014 
Phone: (212) 366-7500 
http://www.nycdistrictcouncil.com/ 

  

https://www.iuoe211.com/old-home
https://www.dc37.net/about/locals/local1757
http://local237.org/
http://dc37.net/
https://www.dc37.net/about/locals/local768
http://www.csbanyc.com/
https://www.dc37.net/about/locals/local957
https://www.iuoe.org/
http://www.cwa1180.org/
http://local983.com/
http://www.osaunion.org/who/main.html
https://www.dc37.net/about/locals/local154
https://www.dc37.net/about/locals/local1087
http://www.ualocal1.org/
https://www.dc37.net/about/locals/local299
http://www.local2627.org/
http://nyclocal246.org/
http://www.sseu371.org/
https://www.seiu.org/
http://civilservicetechnicalguild.org/
http://local3.com/
http://www.local1407.org/
http://www.dc9.net/
http://www.nycdistrictcouncil.com/
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NOTE: Part TT of this Budget Bill amends the RSSL 
to lower the minimum number of years required for 

Tier 6 members to vest for service retirement from 10 
years to 5 years of credited service. 
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NYC Employees’ Retirement System (Continued) 
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NYC Employees’ Retirement System (Continued) 
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NYC Employees’ Retirement System (Continued) 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

[Page 4 of 4]  



Welcome…Let’s Get Started! 

Page | 27 

2023 Pay Calendar 
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Important Phone Numbers 

 
Human Resources 

 

212.306.8000 
90 Church Street, 5th Floor 

New York, NY 10007  

Department of Communications 212.306.3322 

Office of Diversity,  
Equity, and Inclusion 

212.306.4468 
Mon-Fri 8:30am-5pm 

Walk-ins: 90 Church Street, 6th Floor   
New York, NY  10007  

On-line: NYCHA Complaint of Alleged 
Discrimination (Form 036.025) 

General NYCHA Information 212.306.3000 

IT Department Service Center 212.306.7000 

Law Department 212.776.5000 

Learning & Development 212.306.3200 

Office of the Inspector General 212.306.3355 

Office of Safety and Security 212.306.8800 

Reasonable Accommodation Coordinator 212.306.3996 

  

https://www.nyc.gov/assets/nycha/downloads/pdf/DEO-Complaint-of-Alleged-Discrimination-Form-036025-02062020.pdf
https://www.nyc.gov/assets/nycha/downloads/pdf/DEO-Complaint-of-Alleged-Discrimination-Form-036025-02062020.pdf
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HR Contact Information 

To get assistance with your HR-related issue, please use these email addresses to 
communicate directly with the appropriate units within the HR Department: 
 
 

Changes of Address HR.AddrChange@nycha.nyc.gov 

Civil Service (exams, status, call-ins) HR.CivilServ@nycha.nyc.gov 

Employee Relations HR.EmpRel@nycha.nyc.gov 

Employment HR.Employment@nycha.nyc.gov 

Employment Verification Requests/Letters HR.EVR@nycha.nyc.gov 

ESS User IDs HR.UserID@nycha.nyc.gov 

Final Actions HR.Time@nycha.nyc.gov 

Health Benefits HR.Benefits@nycha.nyc.gov 

Labor Relations or Union Matters HR.LaborRel@nycha.nyc.gov 

Learning and Development HR.LrnDev@nycha.nyc.gov 

Leaves of Absence (except Paid Family Leave) HR.Time@nycha.nyc.gov 

Paid Family Leave pfl@nycha.nyc.gov 

Retirement Appointments HR.Retirement@nycha.nyc.gov 

Salary HR.Salary@nycha.nyc.gov 

Transfer of Annual Leave from Other City Agencies HR.dp2001@nycha.nyc.gov 

Workers’ Compensation HR.workcomp@nycha.nyc.gov 

All Other HR Related Issues HR.GeneralInbox@nycha.nyc.gov 
 
 
To get copies of blank HR forms, the HR Manual, NYC Health Benefits Summary Plan 
Description, the Employee Self-Service login guide, and more, go to: 
 
http://nychanow.nyc/hr-corner/ 
 
This website is available 24 hours a day/7 days a week, from any internet-connected device 
anywhere. 
  

mailto:HR.AddrChange@nycha.nyc.gov
mailto:HR.CivilServ@nycha.nyc.gov
mailto:HR.EmpRel@nycha.nyc.gov
mailto:HR.Employment@nycha.nyc.gov
mailto:HR.EVR@nycha.nyc.gov
mailto:HR.UserID@nycha.nyc.gov
mailto:HR.Time@nycha.nyc.gov
mailto:HR.Benefits@nycha.nyc.gov
mailto:HR.LaborRel@nycha.nyc.gov
mailto:HR.LrnDev@nycha.nyc.gov
mailto:HR.Time@nycha.nyc.gov
mailto:pfl@nycha.nyc.gov
mailto:HR.Retirement@nycha.nyc.gov
mailto:HR.Salary@nycha.nyc.gov
mailto:31THHHHHR.dp2001@nycha.nyc.gov
mailto:HR.workcomp@nycha.nyc.gov
mailto:HR.GeneralInbox@nycha.nyc.gov
http://links.nycha.org/?ref=wSEAAFVh3LNAhW9LSEQiNyKEt751RVqDAQAAAEH91ie5HK7L2Sm8dEUIsqcW6RtCHPZgG-SU4OncF5JjN2FoH_6qTacoAQyLl9ZVYKJv_05dooBzkpmzWphIg3nkhNSwuROmkqhQO-bySz4alYaltFrZJyM0D4s8asc1cFg3W8TWuLlUMFS45vTGd9NlVdo5M0s1yGcsVVfN1y2YZzG4qj_Ets2lhx1IzAJ3RRVlPQ1eYU09NxYDC6lTA8zrW3bccbMLBc3DT2iz6i7pC0_jL883PO8qvjrzm1StZpwOR5gA5s8E9qei20Hm1yRG1qjFHdG_MC_KQF36-HbJ73b5JSM3G_75DPeCV4ri_zhija5sXvwlIzCbmSz6SeO6j_s59k124gZ6rd23aD-yqxgd3yCNVMq8ySztXbU0bA
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Office of the Inspector General (OIG) 

The OIG investigates allegations regarding NYCHA employees, residents, or 
contractors who engage in conduct that involves: 
 
• Criminal activity 

 
• Corruption 

 
• Fraud 

 
• Waste 

 
• Gross mismanagement 

 
• Conflicts of interest 
 
An outside activity you may wish to pursue, such as a part-time job or ownership in a 
business, may create a conflict with your NYCHA employment. 
 
NYC law forbids a City employee from working for a company that has business with 
the City of New York, to prevent any possible conflict of interest between the City 
employment and the part-time employment. Before you seek a second job you must 
ask for and be granted a waiver to perform that work. 
 
To obtain a waiver contact: 
 
COI@nycha.nyc.gov 
212 306-4000 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  

mailto:COI@nycha.nyc.gov
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The Essentials 

Here are a few reminders to help ensure you get off to a great start. 
 
Be sure to: 
 
 Select your health plan. 

 Choose your beneficiary. 

 Contact your union. 

 Complete pension forms. 

 Read and acknowledge policy statements. 
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Again, welcome to the NYCHA 
team! 
 
As part of the team, you are our most important asset. NYCHA could not accomplish 
what it does every day without the dedication of its employees. 
 
NYCHA is confronting some of the most significant challenges in its long history. We 
believe that your skills and talents will help us continue to meet those challenges and 
elevate our level of service. Your colleagues and NYCHA residents are counting on you. 
 
To make the most of your NYCHA career, be sure to familiarize yourself with the 
information provided in this booklet. Remember, the NYCHA team is here to support 
you. Call Human Resources at 212.306.8000 if you have any questions about your 
employment. 
 
We are excited to have you on our team and look forward to your contributions. 
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Documents 
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How to Read Your Notice of Appointment (NOA) 
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Employee Self Service (ESS) 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

[Page 1 of 8]  



Welcome…Let’s Get Started! 

Page | 37 

Employee Self Service (ESS) 
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Employee Self Service (ESS)(Continued) 
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Employee Self Service (ESS)(Continued) 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

[Page 4 of 8]  



Welcome…Let’s Get Started! 

Page | 40 

Employee Self Service (ESS)(Continued) 
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Employee Self Service (ESS)(Continued) 
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Employee Self Service (ESS)(Continued) 
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Employee Self Service (ESS)(Continued) 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

[Page 8 of 8]  



Welcome…Let’s Get Started! 

Page | 44 

Direct Deposit 
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Direct Deposit (Continued) 
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Direct Deposit (Continued) 
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New York Paid Family Leave (PFL) 
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Make It Safe 
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Equal Employment Opportunity Policy Statement 
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Equal Employment Opportunity Policy Statement (Continued) 
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Sexual Harassment Prevention Policy Statement 
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Sexual Harassment Prevention Policy Statement (Continued) 
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NYCHA Fair Housing Non-Discrimination Policy 
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NYCHA Single Sex Facility Access 
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Social Media Policy 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

[Page 1 of 9] 
  



Welcome…Let’s Get Started! 

Page | 58 

Social Media Policy (Continued) 
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Social Media Policy (Continued) 
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Social Media Policy (Continued) 
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Social Media Policy (Continued) 
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Social Media Policy (Continued) 
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Social Media Policy (Continued) 
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Social Media Policy (Continued) 
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Social Media Policy (Continued) 
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HR Memo #16-18 Appropriate Work Attire 
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HR Memo #9-18 Excused Leave for Cancer Screenings 
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Language Assistance Services Policy 
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Management Benefits Fund (MBF) 

The following information is for MBF eligible members only. Eligible MBF members 
have positions with managerial/confidential duties and titles not covered under 
collective bargaining agreements. 

 
 

 
 
 
 

 
The MBF provides many benefits including dental care, vision care, basic life 
insurance, superimposed major medical benefits, long term disability coverage and 
reimbursement for health club membership. Many of these benefits are also available 
to eligible dependents of MBF members. There is no cost related to MBF benefits, but 
you must enroll to participate. 
 
Please complete the necessary forms and return them to the Employee Benefits 
Division via email at HR.Benefits@nycha.nyc.gov. 
 
When completing the "MBF Application for Membership Form 1060," the Basic 
Life Insurance Beneficiary Designation section must not be left blank—you must 
choose a beneficiary. 
 
For complete information on the Management Benefits Fund, including free basic life 
insurance and the optional Group Universal Life Insurance program, please visit the 
MBF website (accessible from the CityShare link on NYCHA Connect). 
 
The completed forms must be returned to the Employee Benefits Division, within 14 
business days to ensure timely enrollment. 
 
If you have any questions regarding the Management Benefits Fund, please email 
HR.Benefits@nycha.nyc.gov 
 
 
Voluntary Defined Contribution Program (VDC) 

For an employee to be eligible to participate in the VDC program, all the following 
requirements must be met: 
 
• Hired on or after July 1, 2013, and active on payroll status. 

• Be an unrepresented (non-union) full-time or part-time employee. 

• Have an annualized salary of $75,000 or more; and 

• Not currently a member of any New York City pension system, as of the rollout of 
the VDC program. 

 
To understand the differences between the VDC program and a City pension system, 
view Comparing the VDC program and Defined Benefit plans at www.vdc.ny.gov.  

Note that MBF does not cover prescriptions; MBF members must select the 
Optional Rider through their medical plans if they would like Rx coverage. 

mailto:HR.Benefits@nycha.nyc.gov
mailto:HR.Benefits@nycha.nyc.gov
https://www.tiaa.org/public/ms/nyvdc/employee
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Employee Discount and Programs 
 
 
 
 
 
 

BJ’s WHOLESALE CLUB DISCOUNT 
City employees can renew their membership or become 
members of BJ's Wholesale Club and enjoy discounted 
membership rates. 
Click here for BJ’s Wholesale Club discount application. 
 
BROADWAY SHOW DISCOUNTS 
Visit https://corporateoffers.com/ for exclusive discounted 
pricing on Broadway Shows. Take advantage of the 
opportunity to view top shows on Broadway at discounted 
rates. The site is updated daily. 
 
CELEBRATE NEW YORK WITH GIFTS FROM CITYSTORE 
Shop online at nyc.gov/CityStore where City employees get a 
20% discount; enter code 4212 in the promo field or present 
your City ID in their store. 
 
David N. Dinkins Municipal Building 1  
Centre Street – North Plaza 
Store hours: Monday – Friday/10 a.m. – 5 p.m. 
 
DISCOUNT THEATER TICKETS FOR CITY EMPLOYEES 
Mayor's Office of Film, Theatre & Broadcasting 
City employees can become members of the Theater 
Development Fund (TDF) and enjoy discounted rates on 
various productions throughout the year. 
 
GYM MEMBERSHIP DISCOUNTS 
Check out local gyms and studios providing discounted 
offerings to City employees. Visit the WorkWell Physical 
Activity page on the Office of Labor Relations (OLR) site. 
 
MOBILE PHONE, CABLE, COMPUTER AND 
ELECTRONICS DISCOUNTS 
City employees may be eligible for discounts on products and 
services for their personal use from cellular or cable providers 
including: 
 
• All Apple products 
• AT&T 
• All Samsung products 
• Dell Member Purchase Program 
• Microsoft Home Use Program 
• T-Mobile (including Business Family Plan, Military and 

Veterans Plan 
• Verizon (including cable and Fios customers) 
 
Visit your local authorized provider to receive discounts. 
 

 WORKING ADVANTAGE 
Registering with Working Advantage gives you access to 
discounts including Broadway theatre, theme parks, hotels, 
sporting events, family events, online shopping, gift 
certificates, seasonal ski tickets, and more. 
 
Visit: https://workingadvantage.com 
Member ID #317726853 
To order by phone call 1-800-565-3712 
 
WORKWELL NYC 
http://www1.nyc.gov/site/olr/wellness/wellnesshome.page 
WorkWell NYC is an exciting initiative from the Mayor’s 
Office of Labor Relations and the Department of Health and 
Mental Hygiene designed to deliver innovative wellness 
solutions that support NYC employees in getting healthy and 
staying healthy! 
 
WorkWell NYC programs include: 
 
• Weight Watchers 
• Diabetes prevention 
• Smoking cessation 
• Flu vaccinations 
• Shape Up NYC 
 
YANKEES DISCOUNTED TICKET PROGRAM 
Interested in suites or season ticket packages? Please reach 
out to Joe Grande at JGrande@Yankees.com for more 
information. 
 
21-DAY PLANT POWERED JUMPSTART PROGRAM 
For more information and to register, visit: 
https://www.plantpoweredmetrony.org/jumpstarts.html 
$25 discount for City employees; enter code: NYCHEALTH23. 
 

 
  

https://cityshare.nycnet/html/cityshare/downloads/NYC-Cityshare-BJs-Call-Center-Flyer-Exp-01-27-2024.pdf
https://corporateoffers.com/
https://www1.nyc.gov/site/olr/wellness/wellness-physicalactivity.page
https://www1.nyc.gov/site/olr/wellness/wellness-physicalactivity.page
https://www.apple.com/us_epp_67909/store
https://cityshare.nycnet/html/cityshare/downloads/Dell_Member_Purchase_Program.pdf
https://cityshare.nycnet/html/cityshare/downloads/Microsoft-Home-Use-Program-HUP.pdf
https://workingadvantage.com/
http://www1.nyc.gov/site/olr/wellness/wellnesshome.page
mailto:JGrande@Yankees.com
https://www.plantpoweredmetrony.org/jumpstarts.html
https://cityshare.nycnet/content/cityshare/pages/employee-programs
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