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I]'{TRODUCTION

This manual has been prepared tc serve as a guide to all management and staffaf tire
FORT BELKN,{F CSh/tr'fuT{ITY COLnlCfl fhereinafl.er refrrred tc as FBCC). It
details tc the personnel policies cf the FtsCC in its efforts tc deiiver the highest qualit-v of
sen ises to provide ernpicymeni opportunities ro ail members of the Fort Belknap lndian
Communiti,. The FBCC rsquires policies withic which enipioyee iflitiatives san be
direcied in furtherance cf these and othei FBCC objectives and in the promotion of
individuai inierest. Each emplo:vee rnusi knora, what is erq*ctedb.v way ofjob
perfcrmance ancl working environmefi. thai combines productivitl' rvith job satisfaction.
Ccnsisi+ni application of these policies is the key tc successfuliy muintutt ing employee
moral and productivtty. and. thus the dsiivery of queJity seiviges.

As the FBCC extends its authority GVer piografils having both direcr and indirect +ffects
on the Fon Belknap lndian Comrnunity- it becornes essential for eff'ectuai administrati*n
that personnei pclicies be essential fcr effestual ariminisiered ir a consistent and
equitable manfier. To be ccntinuonsi-v effeciive. this manuai must keep abreast of
changing condition in empicymeni standards. gcvernmeni regulations. applicabie labor
laws and other organizattonai matier

*>r{< Nf:-t iCE r**

The policie: itr this manrtal are tr.l be coiisiriers as guidelines. The FBCC at it option. tnai,cirzurge. cleiete. suspencl or cliscolriinue a4_v
pafi or parts of the policies in this rnariua.l ai anr tirle qitiroui prior notice. Anv such actior: shall appiv to existing as weli as itture

otherthanrheFBCCtnavalterornlodiF anyofthepcliciesinthii;nranual. Ncstatefirciltorprorisebl'asupervisor.
tnanager.iioretnan or departluent director ma1,_' tre interpreled as a ciranqe in poiic;, not. i,i,ill ii corulitute in ag,eement ivith an
ernplo.v ee' Shoulci arry provisions irr the Persorrtei Polieies X,larrual be found 1o 'oe trnenforceable or olherwise iuvalid. suci: fin<liug
does nci inv-alidate the enlire mannai- irut onl:, tire subjecl pr.o,..is.ion.
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100. Fersonnei Folicies tvlanual - Purpcse

Policy Stateffient

i C0. 1 The Personnei Office of the FBCC disseminates ali personnel poiicies and is
responsible for the management of ail empic;vee reiated matters. The riuties and

responsibiiities authorized i's the peisonnel policies ryply to al! programs of the FBCC,
including any subsidiaries. TheS' arctc remain in effect unisss re.rised or otherurise
superseded as pr+scrib'ed in the FBCC's arpiicable procedures foi doing so.

Frocedures

Administrative FJ ghts and Cbj ectives.

LAA.2 The FBCC retains the right ts exercise ali cusicmary rnanageiial functions.
including, but not limited to, ihe right tc:
Assign duties and supervise dav to da;' performanc*s of those dutie-o anri to
gounsel and discipline employees whc fa|l ta perlcrm the requirements of their
positions.
Ev aluate emp loyee p eifcrn:ance.
Determine anci change rerorting times, quitting times, and shift r,vork rn'hen

necessar.v.

Transfer emplovees within crogramsrdepafiffie;nts or inia other
pr**'amsidepariffients. as deemed necessary or apprccriaie in the i.rrtherance of
FBCC goals
Determine a*d chanse the size anri quaiificati+ns of the -work fcrce as.recuired b;.'

the a-,'aiiabiiit;,' cf fu nCs and administrative priorities
Determine and change methoris b;v i.vhich FBCC operations are carried out.
Assign duties to emplo,vees in accordans= vdth FBCil naeds an.i requirernents
Establish, modify and a'bslish policies and regulations.
Determine at the discreticn cf the FBCC an-v policies for peisorinei matters nci
consi<iereci in this manuai.
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It is the objecti-re of the FECC tc estabiish persannel poiicies that wil1.
Employ candidaies oa the basis of quaiifications and suitability for employment
Prcvide salaries and benefirs considsred reasonable and **nrpetitle -rryithin the
regi*n and c.onsistent with sounc business practiaes.
Maifiarn a safe, healtii_v and drug-fee working enrrircnmsnt.
Establish reasonable hours of work.
Deiegate responsibilities amcng emplcyees sc as tc ensure the successfui
completion cf tasks.
Place emplo;vees in positions besi suited tc their abiiities, professional
development and the requireffieflts cf the FBCC.



G. Frolzide for proiessional grori,4h throu-eh educationai and training opportunities as

funding allow-s

Fi. Establish a syst€m tli-'cugh which empia,vees ma;o,have their concerns heard by

management.
i. Allow fcr the fiee axchange of views between administration aud siaff, arrd

sncGurage suggestions relating to the viark place as wali as poiicies

J. Enccurage employees tc be creative and flexi-b'le in the dischaige of their duties

and responsibilities in a manner directec tcrarard improving and enhancing tlie
FBCC's gcals.

K Take all aciions necessaril ta profitabl J, aperate the FBCC and presen'e its assests

for future activiiies.

100.4 1'ry-hen necessary far a p,arti*r"liar progiam, departments or operation,

supplemeating and implementing pro+edures may be issued to cover speciflc
requirements. N*thing i* these supplementing or impiemeniing procedures shail

supersede or dupiicate the recuirements of ihese personnel policies, exeept as dictat-ecby
iiidiviCuai fi.rnciing agency requirements and with the approvai af FBC3.

100.-5 All managemenr anrl staffof the FBCC shali comply r,vith ihese personnel poiicies.

Frimar:' *uties - - Fersonnei Office

i00 6 One cf the primarr responsibilities cf the Fersonnel Office is laoor management.

*ore planning tircugh implementaJion cipoiicies and Frograms necessai-v' ia mair$,atn a

ccnsistent, mctivaied labor force . in oriier tc rneei ihis responsibility. activiiies -lvhich
personnei Clffise iepresentaiives must perfonn include the folic-rving.

A. coinmunication."
B iabo; relations
C. atitude suiveys
$. affirrnativ= action

E +rnpioy'ee reciuitraent and ap*raisal
F. training and development
G. personnel administiation
H. arganizational analysis

iAC 7 As pari of these eftcns" attention shail be given to creating a rorarit-ing atmosphere
'which encourages pro<iuctivity and loyalt-v- and prornctes a safe wcrking envir*nment,
free flofi] drugs and alcohol. Wherever pcssible, the creatinganC usg of emplo.vee

handbocks and manuals shail ne used to conve_y the rules and regulations af the FBilC. tc
help expiain the reasons ior such poiicies and to aid in reducing misunderstanding =".rhieh

inight arise in the absence cf vzritten maierials. it is the dut"y of each supervisof to make

sure that employees have received and undersiand +,h* material contained in these writing
In the even the supervisor is unsure as ic an ar*a, a superior should be cansulteC.

ii0

Foli*y Statement



110 I The FBCC, ihe goveriring bod-v of the Fort Belknap Indian Cornmunit-v. mainiains
a Personal Committee pursuant tc Article 1, Sectiorr 1. By-Laws of the Fori Belknap
India-,i Communit.v. This Perscnnel C o mmittee has {rnal autb.oritl,. over personnei
poiicies and operations. The Perscnnel Committee delegates its authority in oatly
business rnaiters to the FBCC's Chief aciministrative Cffrcer. who further d*legates such

authoritv io the Fersonnei Offlrcei Ttre Personnei Cfficer has responsibilit,v for
managing all personnel operations through the Ferscnnei Office. including the
administration of ai acrivities related to emplcriee pianning" placement, training,
<ieveiopment, wages anC benefits and reiated empioyee reiations

Proceriures

Fersonnel Committee *uties

11A.2 P-ll personnei aciions taken or prescribed by the Personnei Ccmmittes are{nai
and binding. The FBCC's Fersonnel Committee reserves to itself the follcwing rights
and duties.

A. Tc reviera' personnel pcliaiee and t* reccmmend changes tc the For-i Beli{nap
Community; Council.

B. Tc make the f,nal decisions in appointing successfui applieants to peimanent^

pan-tim* intsrmitteni and seasonai positions loliowing recomlnandations from ihe

Personnel Cfficer and the supervisor or ciapaitmcnt difsctor of the pcsiticrl being
fil1ed.

C. To reviera' ani adjudic *e ani appeaiecl grievances or chaiges cf ciisciiminaticn
and haiassmenl as the finai ryB*llate, authcrit,v of the FBCC.

Ccmmunisatians af Fersonnei Poiicies

110.3 The Fersonnei *iitc*r rs responsibie for tire deveicpment and issuan.Je of all
e.orcmunications regarding the FBCC'e personnei policies. I{+rmally. these v.'ili be

issueri in v,zriting" r,.uiiher as pari of the FBCC"s Personnei Folicigs Manual, oi through
either implementing cr suppiementing handb+oks, notices, mernoranda ani s+ on.

Essential Elements cf Emplot,ee Co$munisations PrcgI&mE

1ld.4 Th* FBCC believes its inierests ancl the interests of its employees are best setwed

rr.ihen communications prograrns ai"e a two-wa'r' process. In deveicoing its trcgrains. the
Pers*nnel Cfficer shaii consider the following types of information as thcse needed by
the FBCC tc pass on tc its empioyees. as v-rell as those r's,ed*d from emphyees:

A. Sub.iects tobe +*rnntunicated to Emrioyees

Or g.anizational ii ne s cf resp onsib i iit"v

FBfC poiicies ancthe reascns why the.v are nezCed..

1

2



Subiects tc be communicated to Management
1 trmplo-vee Ccmpiaints and grievances
2 Emplcyee ob'seri'ations regarding work eonditions
3 Employee suggestions.
4 Other pertinent employee feedback

Coordination

I 10 5 Sin*e employee t are inrtalved with an1, re-1tort to theii super,iisors. nothing herein
is intended tc repiac* the autliorit-v withic each clepaitment and prcqiam fcr the FBC| .

Ho-wevei, for the pllrposes ci ensuring continuitv ani consistent ireatnilent throughcut the
oiganizaiion- the Fersonnel *fit+e proiiides suppCIrt services as v,ieli as transmits the

fcrmal pcii,lies \othich ali emricyess are require<i tc fclla*'. Ciase tarsperatian bet-ween

department directors and super'n'isors anC ihos* engaged ln personrrei functions is the best

way to ensure fair and equitable tieatment ioi ali employees.

12C. Revisicns tc Personnsi Pclicies ldanuai

Foiie-v Statement.

i20.1 it is FBCC pali+'i tc esiablish and matniaic Fersonnei Policies oithe highest
siandarCs. This ma.1, iequire that. in the besr inierest clthe crgani:aticn. ,ertalt\ policies
ana prccedures be amended ficn-i time tc time thai more accuratelv reflect iaii=;, 5u=in*tt
activities.

Picleduies

120 2 Tht Fersoniiej Officer is rc conduct pericriic reviev*'s (ai ieast oni* zac:ri -year.i tc
ensure that ihe FBiC Peisomei Folicies Manua! ieflects curreni and pianned business
+cnditions ancl the latesi techniqrres cf huffian resources rnanaserneni- and inai"th*
Fersonnei Folicies ccntinue tc remairr consistent ra'ith all cther FBiC pclici*s

i20.3 Shouid it i:e deterrnineri tirat substantiv* revisions ar< ap-ir*frriale. th* propcsed
revisions ra'il1 be submitt+i jcilri;' by the Personnel Comniittee for ie.;ie:o,' anci commeni

"2A 
4 Up+:n receiviirg feedback form the Fersor.nel Cornmittee. the pirpcsed charrges

ra'ili then be posted on FtsCC bulietin boarris, and empiove& ronrmcnts anc su-ggcstions
wili be requested. Upon tweniy {.ZAi caiendar da11s frcm the date of pcsting. the
Fersontrej Offic*r anC the Chief Administrarivz {}f{tc*r wiil reviel ' all ccmments and
sug.gestions anc Ceirver the final revision lo the Personnei tomrrittee ior f:rral reviera'.

t 20 5 The Peiscnnei Ccmmittee. upon adrtrng the itnal version prcposed b,y the
Fersonne.l Ofirser" vti7l ior,iqard the revision io the fuil Communi.toi Councii fcr *ft'cta1
aac?ptanae. rEecticr: and madi{tcatton cf the proocsal as necessail.'anC tc amend ar
repeal the appraprtate sectiort a{the Personnel Policies lvIanuai.

B



QA.6 The eifective date for poiic-v impiementaticn u,'ill be set by ihe Chief
Arirninistrative Offrcer. ln rrc case wili the effectirre daie be retroactive

i2$.7 l-r{inor revisions ic the Personnei Policies h{anr,rai r.vhich inriclve updating
language. cia{fuing intent, correcting inconsistencies, providing additional details or a"'!
oiher editorialrevisicns rn'hich dc not change tiie substance of written oclicy'ci procedure

are exempr frorn the preceding proceriures in this policy Such editorial revisions ma-y- be

inrmediaie adoptsC b-v ihe Feisonflel Offrce following careful revier"r.

i2G.8 Subsianiive revisions tc ihe Perscfflel Poiices lr4anual -v*'hicii resuit foim direct
legislative ac.iion of the FBCC are aisc exempi form ihe prececiing proceduies in this
pclicy. Such revisions vrill be implemented imn-re diately by the Personnel Officer 1r is

the responsibilit.,, of the Fersannei Gfficer ro ensure tnat aii ernplcyees are knor,vleCgeabie

regarding suci: revisions

i 3C. EEOC i{arassmeni r' Discriminaticn Folic''-

Polic.v Siatement.

13C.1 The FBCC's icng-stan<iing pclic-.i prohibits ra+ial or s*xual harassment or
discriminaticn olan3,'kind. This polio--1' applies tc ali emploliees. l.lioiations of this
poiic-r i,vilj nai be perinitred and s1s-,' rasult k diecipiinary aetian" up tt and inciuding
ierminaticn.

Procedures

Poiic,v Gu.rdelinss

1-30 2 Pr.acial or sexnal irarassment or discriminaticn oian,o krnd inthe rvoriq pla*e or as a

conditicii +iernploi.'msnt is nor permiired. The U.S. Equai Empicy'meffi Sppsrtunit'"'
Ccrnmissicn {EECC; hae issued guidelines v'&ich specificalli adCress prohibiteC acts cf
sexual harassment in the wcrk piace. These.quideiines define se:ruai halassment as

* unwelcome se;{uai adrtan*es

'" requgsts for se:<uai favors.
* verbal or turtttert scnduci suchr as sexuai joking, comments or innuendos,

stereotyping. sexually slrggestive objects ar pictures. graffiti cr pranks.
* rh-ysical canLa* of a sexuai nrture such as tcuching.

i30.3 Tlrese behavicrs are tliega'i tf

sirbmissionrc sucYitcnduct isnecessaiv {orznrndividuai tcbehrired crt*sta'i
empicyeC
an enrplovee;s accep4;ante or rejecticri cf such conduei is usec as a-basis fcr
ernpirtgmers decisions affec+"ingth emplc-ve*. such asprornotton, training,
cornpensati oft and benefits

*



such conduct intei-feres r.vitir an empiovee's u,ork performance or creates a hostile
or offensive ra,crk environment for the empior/ee.

13r.4 While the EEOC guideiines appl-v to sexual harassmeni. at the FBCC they aisc
appiy to any form of harassment 

-baseri 
oil race, ccici. reiigion, na;rional crigirr, handicap

of age.

Complaint Procedure

i30.5 Empiovees v'rho believethat they have been haraesed or disorir;inated age"inst

should repoi-t the behavicr tc theii supervisar Iii cases whers the super'.,isor is inv*lu.'ed,
ihen emplcyees should $ortta",l the ns;{t le.,rel cii-nanagecisni arttre Personnel Cfficer.
Compiaints should address the ans.eers in ihe follo.;ring questions.

A. What v,.as ssid or done?
B Vlhc did it?
C. When and r.vhere did it happen?

E. 1,Yhat did you do? Was the harasser ccnfronteC? What rn'as the response?
F Has this happenei before? Vy'as the same parssn{si invol'','ed? Eicrai did ,vcu handle

it iri the past?

G. Tc;vour lcnowledge, have others hac simiiar axperiences?

Action b=v the FBCC

13C.6 T-frs Fersonnei Office -wili *nsure tlnt ai1 pciicies are adminisrered fbiii-i' and
equitabil, Vv'hen a compiaint is fiied, this inciudes seeinE that the foii*ta,ing gui<ielines
are adhered tc:

A. Thai campiaints aie handled confrCentiai]-s, prcmptly. fairl.v and fuli-r'
investigated

B. Provide fuedback lo tht complainant.
t, Ensure tc the maximurn sxtent pcssibie. tiiai investigarions rriltealthe pri'iacy cf

all p al;ies ecncerneci.

E See that prcper iis+ipiinary action, up t* and inciuding terminaticn. is tah,en

against violators of polic,v.

SECTI*]'{ 200 : PERSO}{}dEL SELECTI*I.i

Policy Staiement



ZAA.1 The Personnei Office is respansible for ccrnrnunicaiing emplc;,'ment opportuniiies,
assignments and promctions throughout the crganization.

Procedures:

1.'a.Janc-v Anncuncements

200,2 =ilhen paftnznefit positicn vacancies brecorne available, the Personnei O{frce will
pcst nciices of surh vacancies on FBCC bulietin b*arcis amiC in iocal newspapers so ihai
emplovees are a',viai* of the same. The notices -r'rill describe tha qualifications assc;ciated
-;rith the positions, along ra;itii details regariing transfer procedures anci iequireflents.

zAC3 All position announgements, at a minimum. radl1 ccnsist cf:

A. The position title an<i reporlirrg relationship.
B The salary range for the position.
C. A list of minimurn qualificatians.
D. An outline of duties and responsiL,ilities
E. The required form of application.
F. Opening and ci*sing ciaies cf submissicn anci aptlication.

submitted,

Ne\a' Hires. Fron:lotions. Transfbrs

?4C.4 in addition tr: en1* internal notificeiicns. ih* Fersomei *fiice v-,ili aisc post notices
cr bulletir: boards anncuncing th* names ani- positions of newl-v hired smpicyees, jcb
promations, and transftrs.

Empiovee Referrals

2C0 5 Employees are snsouraged tc ref*r futenos and relatrves tc the Perscnnel Sffice
regarding emuloyment anncuncernenls shoulci ihel,'fbel that ihev may $g potential
candidates

2 i 0. 0 Pcsition Sesc.riptions

Foiic-l'' Statement.

2i C,1 The Fersonnel Office is responsible fcr the devai*pmar*, and issuan*e of ali
posilicn descriptians. Positi*a descriptions ,ute'tsad for the purpose of providin--c a broad
crzervietrv ofjob' requirements. to prescrrbe quaiifir;a;rons necessarlr' to hold jcbs andta
estabiish pay grades far ihe ieveJ inval-.,'ed.



Procedures

Job Stuili

21A.2 The Personnel Office is responsi'ble for the development of position desciipiions
and at: employment prograrn whose g*als are to enable the FBCC to have vrcrk
accompiished in the best way, by the best persons, at fair 

'vagos. 
This wili be

accomplished tirough the development of a po*itioa analysis program v,.hich r":i11 enabie
the Personnel Sfflrce to gather the infcrmation needed for the writing and igsuance of
positicn descriptions. As part of ihe cievelopment of this infcrmation, tire Fersonnel
Offr+e mav drar,v upcn the use of employ,'ee questionnair*s. intervier.','s, obsen'ation and

any cornbination thereof.

21C.3 At'trii*,en request for perma-nent positicn autltarrzaticn must be submitteC b;i, the
super-visor cr the department director ic the Fersannei Offrser. This request r,-,. ili insiude

A The rietaileC rationale wirich states specific rreeds foi ihe position- and the position
tit1e.

B. The reccmmended sala4' levei for the pcsition and the a+count tc which the saiai-i
will be chargeri

C h detaiTei' outline of duties and responsibilities of the pcsition and the reponing
relationship cf the pasi:ion vrithin the depariirr*at

D A list of minimr"rrn quaiifications for tire position.
E. A recommended tiine fiame r.vithin r,r'hlch the pcsition shouid L'e aciveriise# anj,

fil1ed.
F A iisi oiquaiified- carrdidates foi the pcsltior: "*,'hose appiications are curienti-v on

fiie" if avallablt.

21Ct.4 Arirninistrativ* authorizaiiari f+r the peiffianeni pcsiticn wili be given b_v tire Cliief
Administrative Cfficer to ti:e Fersonnei Officsi anc the supen isor responsii;le fcr
sr-ib,mission cf the request. This appr"oval v,'iii be based cn:

A Whether the pcsition is cietermined to be ncsessarv or essefltial to the ecntinuec
oparaticns of the FBCC.

B. The ava11abi1i4, cf funds tc be aptropiiated. fcr tire saiary.
C. The potential benefrts thai ma;r be realized by the FBCC iithis positicn is

authorized
*. An--v other pertineni factors relevant tc personnel matters that rna-_v influence a

determination

Issuance of Position Descriptiog;

210.5 p;ev" position descripticns musi 'be apprcved by both tire Personnei Af{t* and tne
clepafiment d*ectar tc -w-hom the position repcrts. F,ach departmerfi director is responsible
ior keepiag a sapy of ai1 positioa ciescriptions to which his or har su'bordinates ira-re tleen
assigaed and to infarm the Ferscnnel |Jfftce -rorhenerrer position duties. educattonal



requirement-e or working conditions change, when these require i-evisions tc the pcsition
description.

2i*.5 Supei-"'isors are responsil;le for ensuring that empl+yses are aware of the
responsibilities they have for perfoiniairce^ as indi+aieii in the position desciiptions as

well as daii-,, directioir the,v reieir,.e. An3'questions ccncerning the conterlt of positicn
descriprrons shouid be discussed ra,ith a*immediate sups;*\riscr. Iithe supei-viscr requires
dariitsation of inforrnati+n, 1ie oi she should cciliae; a Persc,nnel Gfiicer representative.

22i1. ?ecr:Jitrng.

Foiic.-t Siatement

22A.l alftrmative asiLsn iequires tbai a1,1elemenis oithe hiring prscess. inciudlng
recr.:iting, be un-biased and prs'lide equai oppoitunities tc ali sandida:es Wiih tht
exceptioll of apreference first fbr qr-raiifieci enrolled mernbers olthe Fort Eelknap tribes
-who are veterans of the.A-.med Forces. and seccnd foi other quaiified enrclied mernbers.
the FBCC subscribes tc this generai o+lic1,.

Procsdures

Auiircritv

22*.2 Tht Feisonnei Gffice is the finai authciit.v r.'.iitli respect to decisicns ccncerning the
t;vne anc exicnt oirecruiting eff-ci-rs tc be ccndu+-red b;:,the FBCC. in carriring oui this
respcnsibilit-y. repressntarivas *f that depaf,a,+nz -;vili cooriiinste r'.,'ith requisiti*ning
programs. in order ts ensui-e tha? tirese prcgrains are pt*vided with suita'oie candidates

Deterrninin*e Recruitiirg ldeed s

22C.3 The need f*r reciuitin_ -v;i11 be based upon such iactors as manning s;hadules. op*n
01'outstanCing requisitions. fore+asts and surve.{s as ta the potentiai amount cf a.raiiabie
candiCates thx vttl1 oe a,va1lable in ihe near and dista-nt fuiure.

F.ecruiting fu{ethcds

2?t.).4 Vacant positicns arust-be ad-rertised, b]'the Fe.isrnnei Gffice fcr a period of ttnra
weeks. The depatmen': -,uili iieiermine vfnic,h re+ru.iting method{s,t are tc be used and-

mcnitor the vaiious methcds t* de-iarmite ii an;l, of tirese app"u tc be better sourles for
filiing the needs than c"thers. If sc. preferente shouid be given tDthzt{orthosei methoris
cf reciuiting inthe iuture. Arc*rig tlie diffeient methods of recruitcre:rfr. aTe.

Classrfisd adriertising Lfi n#/..tspapers and. magazines
Siate employment seniices
College a*d university pla*ement offices.
Radio ad.yertisements.



Notices on bulletin boards.
Professional as sociations.
Employment agencies.

Transfei ofPersonnel

22A.5 Every opporiunity shall be gi.:en tc existing personnel with respects tc fiiiing
position vacancies tfr alry department or prr3g;un administered bi'- the FBCC, particulariy
rvhan transftrs {see Folicy'I{c. 440i represent advancement opportunities.

230. Empiol.,ment lntei-views and Seiections

Folicy Statements

nA.1 It is the polic-v of the FBCC tc select for emploS,'ment cnly thcse'randtdat*s
wlrose qualifications {.t,e., eriucation, iiaining and experience. as vsell as attitudes,

competencies and achievements,) are af e standard considereC acceptiale for ihe
perrnanent position tc be f;lled. Ali quaiified enrclied Fort Belknap trtbal memb*rs shali

receive cffers of empicyment over their nan-mamber counterparts as a inattff of poiic"'.

nA.2 The Personnel *fiice shali be the firsi pcini of canta*i, ior orospective empiovees
Wiriie the FBIC is alra.,ays pleased tc have its empioyees refer potential candidates,
dialogrie concerning possible employrneni betrveen apph*a*,'ts anci empicy=es prior tc
applicaticn tc the Fersonnel Cifice is discouraged. s.inee it mav iead to misunclerstancin-e
and" possib1.,,', I iti gat-rcn

Frccedures

Authority

nA.3 .qli intervier.'rs and selecticns for permanent positicns n'ii1 be conriucted bry the

Fersonnei Committee of the FE'iC. Th+ constirution of the Persolurei Cornmittee shall b,e

$et b;r, resoiutian sithe FBCC.

Screening

230.4ldormaliy, befare an1,' intervierrt s are sche{iuled. the Perscnnel *fftce anc the
approprtz*te prCIgram directcr v'rill e.,'aluate resumss and employment appiiraticns against
position requisitions and descriptions to determine if an arpli+a* meets minimurc
standarris requiied fcr a pasition Otir*r screening methods w:hich may be useci include
refe::ence checks and tesiing.

23A .5 hn'.1 rndividual vihc is eiiminat ed frotrt fi-rrtlier emplaymari {oi- transferi
ronsiderattons after screening shali be advrsed of that facttn writing aG scon as

practloabletherea*,er.in any case nct ta exceedten calendar {TA} da-gs. Hcvvo-,"';er, cther
than t-elling applicants thxtbay are rfi longer being cansiCeied fcr pcsition, and thzni,-tng



them for their interest in the FECC, specific reasoils shall not be given regarding the
FtsCC's decision.

Ranking of Applicants
nA.6 Upan completicn of applicant screening, the Personnel Office representative

handling the recruitment lvill rank acc*ptable applicants in orcier of suitabiiit;v. The

raaking *iapplicants will consider iactars suc.h as saiary requiremenls. experience anrl

*ducation, aE approprlate. +-pplicaiions wili be delivercd to the FBCC's Persorinel

Cammiiiee alongr.r'ith iheir ra.;k-tng sequence as inf'ormation, howei:er, the Fersonnel
Comniittee reserves rhe right to inten'ie*' a!1 car'ardates which ha.;e been deiermined by'-

the Persomsi Cffice and the piogram's diiector tc meet qualifrcations. The ranking of
applicants by the Personnei O{Tice is a;: advisor-v function oni.:' tJre Felscnnei Commirree

has frnal auihorrtl over ihe se lection of applicaats.

23i).7 FotL Belknap tribal members r...,ho rneet the cnteria for the vcteran's prefsrence {as cietailed

in federal civil ser',,ice regulationsi and are othenryise eiigible and qualified applicants r.vili be
given prefereniial consi<ierafion for hrring lsee tsia criteria for veieran's preference This
preference r:,'ili resuit in qualified Fcr: Beiknap v-eterans being piaced at the head of tire rankrng
iist.

inTeiv'le1vs

230.8 The number of psrsonnel to be inten'ierved wili be determined b'.'tha Ferscnnei
Ccmmittee" in ccoperatiofi F.'ith the Perscnnel Cffice. based upori consideraiicns of need.

avaiiabiirtr- cas: and so on. At an\; time during this process- n-hsne:,. er a candidate is iem*ved
&orn further consideration- thar person should be adr.iseC in wriiing *tthin ten i 1C] calendar ria-r.s-

ccnsisieni rvrth the sam'e procedurc isljs$,:ed in the screening urocess.

230.9 The affangements of interi,'iervs s'itir appiicants rs a firnciion of the Personnei Sffice . Sush

airangements must carefuli-,v ideniif;' aaf intervie\4' ?;'iFeilses whicir the FBCC iras agreei tc pa-r'

fcr, such as travel accornmodations, and so on. Unlesg otherr','rse specifieC- rhe FBCC t'il] nct pa1

for an.,' intel.'','ieg' expenses,

Seiection

23 i.f-l The FBCC recognizes the need for flexibilir' r*,'ith respect to the specifrc prccedures

in.icLved rn the hiring process- sinco consideratians at various ieveis of the orsanizaian invoive
different l:ttena. Regardiess cf rvhich prccedures are used- goo.j business prac.tice requires that
proper recording r",'ili be made of even appiication. all apriicants ara treated courteousi'],: and.
that appiicants understanci that approptiate piacement ma;rbe clepenient- m part. Llpon the resuiis
of a pirr.sical exai"nrnatiar: r,r'ir-ich the FBCC mal' require d appiicat*.s appi_ving foi eertair kiads
of positions.

231.1 &^s part of tlie seieciion prcress- the Personnel Cffrce rl'ill conduct rcfet"fics checks,
usuallr'bl phcne since this is the quickest and most cost effeciive mannei. Depandrng upor: the
positica invol-,. ed, otiier in.;est rgalive checks^ sucir as orzdtt reports> ma:' also be requwed as part-

of the selaction ciecisicn.

23 i.216rhfie tlr.e iecision regarding v,,hich candiCaie is tc ire hired remains with the Personnei
Commitiee. tire Personnei Office vvili conriuct a {rna1 revie'w pnor to hiring tlie seiected applicani



fliis is to ensure that- amcng otirer considerati*ns- there is agreenlent concerning salary and
position grades consistent ivrth the prccedures estoblishad b3'the FBCC for all emplo-i'ees. If the
Personnel Office disccvers a discrepancr betrveen iire Personnei Commiuee's selection and
established procedure, the matier musi be referred back tc the Personnei Commrttee for
resolution

Emplo.,.msnt Offers

z-zi 3 Ali forrnai offbrs of empicvnent i,r*ilj be maie through tire Fersoiinel Gffice, in n riting.
cieari''' describing posirion ievel- pavroli grade and condilions relatecito tire nature ol
er*plolrnent, and so for&. -When ciicumstaaces are such ihat the need is urgeni. ar rr,'her: it rs
advisabls tc dc so. the Perscnnel Office represeniaiive invoived is authorize<i to make a v*rbal
offer- r+'ith a written confirmaiion fc, fcllcw noi iaier than trvo da,r,s thereafter. Normallv. offers
will be e:*ended based upon a defined time for tire apphcant ic respond to the FBCC. T,,4rere.ier
passible" acceptance copies of the FBCC-s offer should be secured.

23i .4 Upon accep:ta*ce o! an offer for +enain kinds of emplor,.ment b1, ihe successfLl :,andtdat*.
ilre Personnei *ffice fi1a:i arrartge a pre-emplo.rjfi1eoi Fh]'sisal e-:<arnination The pre-omploiment
Phi,sical examinaticn rviil be scheciuied aithelocal PHS Facilit3 and mar. inclucle a determina'ticn
as to the abiliti. cf the candi{iate to perform phi'srcaii",,' demairding tasks. Results of the piilisicai
sxamirration rnust be revieired b;, the Fersonnel q3fficar. The program directoi and the Fcrt
Belicnap krsurance Companl'pnor to the ampio-r'ee's first cai' of empio'r,ir1ent. Should the resuits
cf the candidate's phvsicai e:iamination indicate thai he or she cannoi perfor*: the duties of ths
posrticn. a subsequenl afrer rviii be macie lG an a'lternete applicant.

Estabfi sirment cf F.ecords

3-? i.:n llne Fersonflei Office rr:ili establisir a permanent Forsorulsl fclCer fcr aij ner.,' emric-lees
and suL,mtt appropriate infcrmation or: the no'r,=,. employee to the ./rcccu:rting Departn:eil.

i{irinq P'eviervs

2-i'i.5 There is hereb-v estabiished a limited process foi re.,,iern,cf hiring decisicns made
at ali 1e.,1e1s. The procecs set forih il this section shali be tire exciusive means foi
revie-'ving hiring <iecisions sf the FBCC. its Parsonnei Committee or aciministrarire staff

23i.7 Unsuccessfu) applicants for- spe+iflc c'csitions shall have the righi tc request, irr
writing- a revier,rr of the hiring process invclr'ea rvith that positicn Such written requesi
for revre\'v must be made within five {51 calsndx Ca;ys cf the date of tiie,Jecisioc tc be
rel'i*offed. and must *itethe hiring decisicfi rnade. as well as ihf poiicy. resoii:tion, rule or
siatute believed to bc violated iii the hiiing process. 1',i the time rf intei-'iiew the hir'ins
bod;,'sirall state the d*sits ciecisian shali be rendeied. Every effofi shall be madetr:
notiF." all applttants of tire decision fenciered in a timel-v fft&t7nar= hora,ever. It shall be up
tc each individuai applicant to become infcrmed about the decision made and t* fil* a
reQu€st for rerii*i,.ri, .'vith fiiing fee. as requtred hei-ein. Tc be recognized a-* fiiing t'.ittbtn
tlr* five {5i day iirne limit, each unsuccessiul applicarr- must submli anon-waivabi+ filing
fbe of one hundred {$100.00; doiiars bi' money crder mace payable ta t?rc Fort Beiirnap
Cornmunit-ri Cor"ut within saidttrn* period. The filing fee anC appeai shaii Lre fileduirth
the Fersonnej Sffice cf the FECC.



231 .8 Upon receipt of a timel,v revle'a request. tcgether rn'ith the requisite fiiing fee, ihe
Ferscnnel Crfirce shali ccntact the Folt Belknap Comrnunity Courr within fi,te {5)
rvorking ria-l,s of receivirig such request. The Personnei Office siiali therr prcviCe the
Couri r.r'ith all advertisements. job descripticns, appiicaticns. inierview notes and fiies
related to ttre firirrg decision macie. along v,'ith the fiiing fee. The presiriing judge shall,
-*i:hin fsufieen f 14) caiendar da-vs of being informed of the request, reviein: the points of
contention in the request. and render a written judgment thereon tc the Personnel
Committee through the Chief Administrative Offi+er. In re..'iewing decisions. the
presiCing judge sha11 presume initially-, subject t* rebuita| ihat the Adminisiraiion r',-as

cor-reot" and shall noi substitute it's findings of ia*t- or conclusions of iaw forthose
already eiriered, trizl*tatever form. uniess it finiis thxthe prerrious decisicn was arbitrary
andlor capricious, erroneous &s ?t {fi?-r+t?r of law, oi unsuppcrta-bie, based cn the recard.
This standard shall be applicable et *ar,h levei. Shoutd the Ccun find rnerit to the appeal
un<ier ihis standard, it shall return sevent;,.fir,e i-75.00i Collars from the original fiiing
fee tc the unsuccessful applicant; othen,'ise- the enlire iiiing fee shaii forfeir tc; the Caurt.

231.9 Iii the event thai the Coun finds no merit tc the apteai, the Fersomei Office shall
directil' csfitact the unsuccessful applicant of the Coui't's decision Upon recaipt of a
written judgment by the Court against the Adminis.tratiofi. hower.er. the Ferscnnel
Committee shail take appropriaie acti*rr and respond to thre unsucsessf.ll applicant tfi
'writing within thin-v {30.} cale*dar cia-,7s Copies of the Fersonnei Ccmrnittee's response
shali be fiiei v;ith the Fersonrrei Office and seni t* the applicani seeking reviera'. The
iesociise oith* Fort tseiknap Communit=; Couc end-the Fersomel Ccmmitree ifi
ac+otdante viirh this prccedure shali be itnal and. binciing or: ali pariies.

232 A The FBCC, rn estabiishing this hiiing rcvi*-;t proc*duie, is deiegating authcrit,v tc
pio'iide a means for re'.'ie",i,' It rs iniended as a limitei delegation cf autiroritv tc allore' ior
a linaiteri revie',l, to benefit applicants. balancing the iestricteci resources of tire FBCC
with tiie desire tc pravide indir.idr:als vqtt"h a, means i* b,ave their cc*cerns aboui iriring
acticfi revi*r'. eC

240. Inler,.ierry Teehni.iues

Folic;,' Statement:

240.1Empic3'meirt iniervie'-vs wili be c-onciusted by the FBCC's Personnel Coinmittee io
accornplish twc objectives. The flrst is tc utilize consistent technlqu*s in orcler tc tr-v tG
keei; iniei-vieu's and inierr.'ierai decisions as objective as pcssibie. The seconci is to
maintain and promote good r,vili regardiess as to the abirr,at+ seiection decision

Procedures:
24{} 2 Inter'"'ievis will be condricted in a structureci manner which is based upon the
fblici.,.7ing consiC eratioes :

A. Freparation D Closing
B. P\apportls"tttng E. Evaiuati*n
C. Discussicn



The fclic=u.ring desciibes the principies invoh'ad in eaoh of these. The Persc*nel Ofiicer is
responsibie for bringing tiiese sonsideraiioirs to the attention cf all menrbers of tiie
Persorurei Ccminiitee

Preparaticn

24C.3 impor-tant steps which must be considered before the actual meeting with
candidaies include:

A. Reviera, positior: descriptions, job specifioations and rslated requiremants.
E. Beccme faririiiar with existiirg staff, ieveis and salary ran-qes.

C. Co*firm arrzfigetrrrrt"s. alicw for sufficient time fcr iniei-'riew sc that call backs
are kept to a minimurn

P.apport,' Setting

24C.4 Airanging lor the interr'ie.!4' in a manner v,'hich is co:rCucive io both mentai arrd
physicai cornfott is iecognized as e. way' tc reduce ihe stress candidates face tn the
inte:-vievl situations. This reduction. in turn, enables the intenriewer tc cbtain 'betier

irrformation fiom the applican+,, and is a stionger rtdrcatrr- cf rlhat skiii*q and knc-wiedge
the empio..;ee can bring tc the pcsiticn. Amcng ihe cansideraticns for this inier,'ieu, steps

A Tr,v lo meet with candidaies as cicsei-v as psssi'bie t* the time oitire appointment
if it appears that yori are gcing tc be rieia-ved fcr m*re thar a reasc;-rable iia-ie
period. iet them kno:n'insteaci olmerei.v being kept waiting.

E fuiange the intervierv so that piivac-i is protecrei aad sc thal disruptions are icepi
to a rninimum.

C. Greet candidates vr'armLy, irr an atmosphere of fliendship. r4'here arprooriaic offtr
a -beverase. 

Engage in srnali-talk iather tiran immedtef.zly s!.a:1[rlg with direct
iluestions.

ii Avcid f'rrmai seating barriers, such as deshs, particuiariy when deaiing v,'ith
profu ssi cnai personrrei

E. E;*end coiirlesv tc tha candidates b.v iemaining seaied thrcughout the interviev.,
and reservin-t exits for the time bet-waen intei.rie-*..s.

iliscussi0n

24C 5 Creating a dialogue is a kei' tc this riital. step Tl:e Fersonnei Ccmmittse e>ipects
as parl- of the intervieir" process to obtarn r?spcflses *om candidaies. 

^ot- 
r{Erely t+ have

thern sir and hear what is requtred cf them.

h. Avoid questions .whir,h canbe answered by a sirnple "yes" DT"nc".
E. ?teface quesriocs with xate,nenig such as:



"What has been your experrence w.-ith...?"
"What do ;,'cu think abcut...?"
"Do l,Gu hexe an,v suggestions or opinions abcut ..?"

C Avoid aslcirre cjuesiions in a manner.;ihich isa't much more than rcutinei.,, reading
to titem frorn a prepared text.

D. If ,vou are discussing a comple:, area- r..vhich the tandidate would not be expected
ta be famiiiar with. make sure that they understand r.vhat you are asking about

Clcsing

244.5 The FECC expects that the ccinpletioc of the intervisla,. will bs ac.cornplisheC in a
proiessional rianner, even w:hee the Fersomei Ccmn'litiee fbels tha,,ihe candr1,ate can no
icnger be considered lcr th* va*ancr, This means

A Lea.ring applicants with the feeling tha.i the3; irave haii a iair opportuiiit'v tc be
heard. and ta ask any' questions.

B. Using the winri-up of the inter'riev; tc promoie the FBCC as presenting an

cpoorlunit-3,'. r.vhen the Employmeni Ccmmittee believes ihai the aoplicani has a
reasona'oiv gcod chance ci being selected

C. Giving aepli+ants an idea of the ne;.it steps thai will be taken v.rith respeci tc a
decisioc, sueh as pcsition offbrs or notificaiicn oithe decisian tc icnsirier other
appiicants.

25C F.mnii;vm Classifications

Friic;' Staiemeni

250 i The FBCC ciassifies aii cf i:s empicl,'ees acccrding tc the oermaflence oitheir
positions, leng,tii cf theii -worli r,'r'eeli. eligibiiit-,; fcr cveriime pe;1' anC suiiabiiitl'foi tiher
empi+'7ee benefits

Procedures.

Fermaneni Fositians

25* 2 Fsrmanent positicns may be either fuli+irn=. pa{.-trffie ci seasonal and. are
approvea and budgeiad through the FBCC's Chief Ariministrati're *fficer- Ccnsequenti.;',
al1 permanent positiole are fiiled b-v the Fersonnei Committee puisuani tc Secticn 230
above.

Exempfl,Non-.exempt Empioyees

25A 3 At their rime cf hire. zli per:fi&11?tr't eniplovees rviil be classified as either "exeropt'-
or "non-exernpt." Tl"rie is nesessai-i,i'because, by law.,empia3rees in certain types ofjobs
are entitied to overtime pay for hours worked in excess of eight (8) hours per day or f*rty
(40i hours per worir week, These empioyees are refen'ed tc as "non-exempt" by the



FtsCC. This rneans that the-1: are not exempi from {and therefcre shou-id receive) overlirne

PaJ"

230 4 "Exerfipt" emplayees of the FBCC are officers, managers, suoen'isors, profbssicnal

staff- technisal stafd outsicie ccnsuitarrts, directors and oihers whose duties and

responsibiiities alloi.v them tc b* exempt from ovei'tine pay provisions p-t provided by the

FeCeral Fair Labor Standards Act {FLSA}. Al1 exempt employees wili be arivised of their
ciassiircatiori at thetime they are hired. transfbrred or promoted

Fermanent Ful1-time Employees

25A.5 Emplcyees hired in perffianeiit fuli+ime positicns aie iequired tc woiir fortf i40l
hcurs per r.veek anl we eligibie for all emplo-ymenl 

-benefits 
offered by the FECC

Fermanent full-time ernplc;,'ees ma-v be classifisd as "'exer'rpt" ct "tLofi-exampi" as

described k,elora'. aii f;li-time emplcvees shali be placed ori a three i3i nionth
probationarii staius immediatel,v upon hire and receive ari eva'luatlon upon the expiiaticn
cf their probation isee Sectiorr 500.3). Tnet+a*.er- fuli-time einpicvees recei..re an znntsal
perfcimance appraisai on the anniveisarl, cf their hiring date {see Seatiori 500 .i), at

i,r-hich tinre they may receive efitncrease in their hcuri-v re,ts. based *-rcc periormance

and av aiiabie reso urces.

Feirnaneni Fari-Time Empiorvees

25{J.6 Fari-time empicyees zrt fl'Jtmali'i hired for scireduies of less titan 4C hours p;r
..;.reeir. Thel'are ciassifieC as hcu-ri3 empi+?eas. Pan-iime empi*-vees ar"*. alia-wedta
particiczie:ri llte FBCC's an*ual and, siclt lea.,'e beriairt prograars ori a prc-reLaci basis

Fart*tiine empicvees aie nai eiigilie ior an'3,oth*r empic.-=/men: benefits *ffered b1'tiie
FBCC. ho-v.ieveL. the-r-..will be g:ai pdcrit.,' ,;c*sideratlofi svei other applicailis fcr an-s

iuli-time positioas.;v-hich miglt bacrme a-;ailable. pr+videC. tit*.tbeir performance igi tiie
FBCC has been acceptable and rhe;t are quaf i{t*d ior such positicns. Fari-tir're emplc'rees
shali receive a speciai peri*rmance appra',sa1 cn a slx-month basis, ai u,hich iime the;,
rna"y r*eiv* an incr+zse in their lir:uri;,; rate- based upon perfotmznse and availabie
rescurces.

Fermanent Seascnal Emplcyees

25A.7 Seascnai emplo.rees are requireC L.r1,1i1.ir p*sition descriptions o: finding
constrainis to work less thail the fi"rl1 v*ai cn a regular seasonai basis. and re,zy be either
full-time or part-time These empic-/ees are *liglble foi the benefits affcrded other
permafteifr. ernpicyees as describeci above i.urhether fuli-time +r pan-ttrne) throughaut
therr seasorrs of empic'!fi:,"ty".

Temporaq'/ Fositions

25C .8 ' The need fcr tempoi ar -t emri*yees i s bz,sed up.;n .;vorlil oad. Thase emplc.v ees ma':



be full-time or part-time and wiii be hired by ihe FBCC's aCministrative staff {pragraffi
direcrors, department directcrs, etc. j as recessary' and with propei authorizaiion.
A*horization is obtained b]' submitting a requssi frcm the program or department
directoi for the approvai of the Perscnnel Officer anC the Chief Administrative Cffrcer it
is the responsibilitll of the hiring administrator to negotiate the terms oi emplo'yment
pursuant tc these guidelines and to inform the Personnel Office and Acccunting
lsepafiment of such acticn whert approved.

25C.9 Temporary enployees are hireri for specific jobs or prcgrems iasting a

predeiermined number of calendar days nct tc excee{i thi$y i30) days. Ernpio-vees

olassifie1t as temporary are not eligible for any emplc-yee benefits. Should a determinaticn
be rnade by the pragraff director thai the temporary employee's senzices are required

beylnd the initial appointmeni. the Fersannei Offrcer and Chief Administrative GfTiser

Flusi appiove the extension vttththe !,ncv,.ledge that such an extension n'ill noi exceed an

addttonal ten {iOi n'oricing days.

Contractual Emplo j/'ees

?-';'i.A Contractuai empio-vees enter into legal agreements with the FtsCC in order tc
pro.;ide senices or expsriise nct otherr/ise a-:,.'ai1ab1e tc the arganizatton. The
emplo'yment arrangemenis for cotftTactJa:i employees are as vart*d as the contracts iirat
the FBCC negotiaies {orfira+il:ai empl+,vees usuaiii, receive a fixed payrn"fit 1rt

exchange fcr seru:ices provided as specified in the ccntiact. These contracts must be

signe<i and apprcve<i by the potential employse, his or her potential supen'is*r, the Chief
Administrative *iTicer and the Fresident oithe FBCC. Contracls '.vhich orogresg ihiough
ihe enrire revis?,'process arefi.ied by.'the Psrsonnel $fi?ee in the empi*yee's permancnt

record fokier The contractuai ernpio-vee is oni=,' eligibie ior ihose beireiit: specified iri his

or her contraJ..

3C0:EI4pLC

300. Emplc.vee Responsibilities - -*eneiai

Poiic-i' Statement

30CI. 1 Emplolrees are exp?cted tc maiirtair' ce{tairt levels of performance and ocnfcrm t*
estabiished perscnnel oalisies *{the F'BCC. General areas cf iesponsibilities are sei forth
belara,'. trr, adaitrcn empio.vees siiould be lcnovsl+dgeabie regarrling cther responsibiiities
as +*ntaineri in iiie FBCC's poiicies.

Frocedures

Empicv*e Srientaticn

300.2 Supen iscrs aie responslble ior re.rievving the responsibilities sontainec in ihis
poltcy -vEith all new emplovees e-s pur", of their orter*.atrsn, durirrg the first ra.eel; 'tn the



job. Th* Perscnnel '3fficer -wiil ';'iork v.rith all FBCC dzpartrnant directois and superuisors
tc ensure thal their crisniation procedures a;-e consistenr ',a'ith this requirenent

Responsibiiities

300.3 *eaiinss with Custoirrers. Suppiiers and ihe GeneialFubiic. Empio'yees shouiC
recognize that =;l,henever the;,, deal u'ith custoners, suprliers or the generai public. iirey
are" ln eff'*ct. iesresenting ihe FBCC. As suci:, ai1 deaiings siiouii-be ccnducted in a uvar,

=..vhich rnaint-atllrs iespecr for thre gooci nan-ie, integritl, a*d rcputaticn cf the FBCC.

3A* 1 ileaiings v;rt"lida-Workers: The FBCC sncouiages arsam spiiit cicoopeiaticn
bet'reeri irs *mplcyees. Cne of ths c';1ter1a used to measure an emplo-,'ee 's pcteniial tc
grow in the organizaticrr is ho-*, he cr she '';uorks with others

30C.5 !"tj.herence ic tr1tork Ssheduies and Cffice FIours trma1o-yees are expesi=dts
adhere to the FECC's establisired hours foi wcil take 'breaks v,'ithin the time aliotted for
the sarne anC ctrserrre lunch houi scheiiuies Ii ar: rmplc..ree is unable tc 'be 

at u'ork dus io\-3 an tliness. everl'atiempt shouii be maciE to notiiy ,v+ur resuir in discipiinarr.,amion,
incliidin,e wdtten cr cral reprimand. pa-; deriuctions. ienipor&r-.,; ls'r"1yor seliaraiicr: ftom
emplcvment.

30{-).6 Avaiiabiitt-,' foi Ovei-tir're. While the FBf C rarill lri' to sihedule an,v cvenirne
i.vcrk i* advance. there rna.,'b,e occasicns r,.;hen it is impossibie t* dc sc. Emplo-,'sg5 s;9
expe+ted tc b* a.:aiiabie l?r cvertime r;orl, nhec such \icrk is requ-ired it is important
that emplo-1,ee files be c.uirent *riih iesoelt ta h+me address anC phone number. along
v.'ith thc iiamez of r,vhc sh+uld be ccnterrec irr the event ci nsalth or other emerqe*cies.

30i1.7 Acceptahie Fei-formance Sta:r<iards A1i emplc-'1ees ai-e e-o:aiuarec basec uocl: htra,
the;,. peforin th*i:- or', crk. tr) aseotdance -,utlh the FBili's perfbimance evaiuation cri'ieiia.
Ii at an=r' rime, ernpiory'ees arot unclear ai=u-.'ha: riie FBiC e;.iFects cf tliem in jct,
perf-orrilance, the:j shauii discuss ihis -v.rith their super'iiscis. consult the appii:able
position clescriptir:ns covering their positions. and. ii neces.sai,v. alsa requesT assistarrce
flani the Perscnnel *ffice.

3 1 0. Ccnfidentiai lnformation

F'oiic1, Sltaieinerrt

3lC.1 F.mpI*v*=' s shali rreither prafit cr otheilorise peisonall;u gain ficm ani, ccnfideniiai
iniarfiiatisn -vrithin th= FBCC, nor shali they release saine withcut the FBC| 's

permissicn. As a eanriitior: of hire or corrlini;ing emplo-yrnent, ali empioyees ars req,,rired
tt adh*r* io the FBC[]'s p+Iic-1, regardtng c,anfidzn'tiai iniorrfiatisn as set fonh herein

Prc';edu:-es

-2i0.2 Frl; empicvstz ars to beccme iamtliar -rvit-h, and aY:idr- bv, tlie FB;IC' s pzlic,i



regarding protection of confidenttai irformaticn. 1n additian, an;,' emplc-r'ee v-'ho ma-y be
furnished vrith confidential iniormation in it. as a son.liticn of hire and as part cf the
hiring procsss, entil- 1rfic afcrmal"Confid*ntiaiity l".rreerrrent" as set fort-h in Anpendix
a. The Agreement r.r'iil be couruersigned on i;ehalf cithe FBCC b_v the Fersonirei *fficei
or designated represent atzve, and the original vrili be rnainrairred irr the emgla,'.,ee 's
perrnanent personnel fclder. A cop;' af this hgreemzr*. sliaii alsc be given tc ths
employee.

32C Eqr-rai Treatment of Ernpioir-ees

Fclic_v Statements.

32A.i The reduction and eiimination of an atmosphere cf favoritism is consiCered
ssseniial b.v the FECC if it is tc maintain high employee moraie and oroductivit,r;.
Ccnsisieni rvith the FtsCC's policy prohibitions a-qainst harassment and discrirninaiion as
described in Poiic,v Nc. i 30" it is aiso FBCC poiie-r,: to ensure thai aii empio',rees are
treated equall',', on the basis cf merit and perfarmance. conrpetenoe. with regar(, to iiiring,
compensation. promoticns and temporary or permanent iayoff or terminaticc

32*.2In recruitins individuals for ernpiol'ment. al! qualified enrollzd Foc Belknap tribal
members shall receiva the offer cf emalo-vment. To avoiC possible c.onflicis of inteiasi.
nc one who can be identiflei as a memb+r b-v blcod or marriage cf the applieani's
"'immediate famiiy" may participate either farmali-'7 cr infbrmallv in the applicanr's
seiection interv{ew cr ihe decision ta appcint t* 2,lacafit pcsirion said aaplicant. Foi tha
purposes of this policy, "immediate famil,v" inclu<ies spouse. chiid- parent, par€nt's
sibling, sibling" sibliirg's chiid. grandpareni, first csusin, ccmrncn-la-w spouse. ,3r an\,,,

indi="'iCual residing in the san'ie hausehold as th* applicani

32C.3 i{o person v,'hc serves as arr elected .;oiin.q mernb,er olthe FtsCC mav be empic-veC
L,y the FBCC except as proviCed for ia Article I, Duties af Oif;cers. Section l:
"Pi-esident"" Section I1.
'-Yice Fre*ident". Seciion lII. "sacietarylTreasurer". in the C,rnsiitution anC E',.Laws of
the Fon Beiknap lndran Ccmmrinity aprroved Dee,*t'iber 13. 1935^ and as n:ay h*reafter
the same be amended.

-12A.4 Emplo-yment *prp*rtunitv shall not bs cffbred as a consideraiiail cf rer.vard for tire
politir,ai suppofi ol a politiaai party- or candidaie for public office.

Procedures

32C ,i All supervisor$ are expected lo adhere to tiris pciicy'" as weii as ensu-ring that their
subcrdinates uniierstanri that if" x any time, theli feel that they are noi being treatet in the
sam€ mannsr as others, they are free ta repsrt this to their supervisors cr directiy to tiie
Personnel Office without fear of retaliation.

32a.5 The Ferscffiel Sfflce is responsible for .,a,crking wirh all d,*panment directcrc anri



supoi',,isors tc make su-re that th.is policv is being complied ra.'ith, both in spirit and in
practice. The Fers.rn:-:ei Clfice is alsc responsi'bie for seeine that ail legall,v required
noiices reqaiilirig non-ciiscrimination aie ccnspicl.lousl.,' displar'eC, and, in aridition, that
notices regarding {aii trea+,meni ic all emplo-vees F,egardless as ra';rliether not requireci
by la".v- are posted as w'ell

320.'l For the purposes oirhis polic-v, tlie Feisoni-rel Cfficer wil! act as, or appoint, an
"'3mbudsmat1" tc r3vis'o.,'tiiis area and ensure tirai empiovee rights are respected

ment

Paii*1' Siatement

3-i0 i Perrnanenz fuli-tine einpioyees shali nct under take er:rpio.;merit foi. oihers -which

interfbres -'^:ith theii abilit-1, tc fulfill their e::rpio-yri'lelt obligations tfr,.'n+ FECC.
Emplc:".ees dssiring tc engage irr outside empio-,7ment mi;si notit: their supervisors of
their inren: in advanst.

Procedures

-?34.2 $ihile il is not the FBCC's inteniian tc inrgrfere -r.'ith the pii.".ate iives of
empic=vees The FiC c,=ipes:s lhat emplc.liees v,,iil ncr undertake any'lutsirie v'icrk tr,.herr

such r,-rorir c';nflicts -.;:ith or otherrviss pre=,rents the emplc-vee irarr, devcrinE the necessalv
time and effbrt tc iire requirements oithe empicliee's jo-b. Ae.,' f,Jli-time en:plc-r,ee w-hc
desires ia take part-iim-* or oihei -+.'crk ioi an-v olhef ernpic",'rr cr arganizziicn should
nctif" taeir supenris+i cf their iatsniitn tc ia +c

33AJ Sup*r-viscr*t vo,lill ievise',, tira exteni *f the empicye+'s iiitonrlei cuisiiie effort such
as the amou# li hours invcirred and the na&lre sf tb,* =,rio::k ii, in thE cpini*ri oi the
supei-';isor, it is ibit iliai ihis outside effoi-i .*icuid detra$ {iom the errlclo:,'ss'5
responsibilities t* the FB|C, or oiher-'^,ise seriousll. aci again* the FBCC's lnrerests, ihe
supen'isor r'vili refff ihe matter ta ihe departmenl directci arid tlie Fersonnel Offrce for
riisposition Up+n receipt cf suci: naiice. the deBe.rtment riirecior and Feiscanei Oiflce
representaiive i.vili meet and daiermine ihe pasrtion of the FCC witii rsspect tc arprcvai
cr disapprcval of the emplo1'ss's iequest. hs part of the decisicn-making prccess^ the
d*panment directsr arid or Personnei Offree represeniative r^.ili discuss the requesi with
the empicl,'ee and the supervisor.

33C.4I:*llne cvsni that the FBCC deciries thaithz outsiiie efTcn c.onfiicts withtbe position
requirements. and notifies the empio'vae, afid the ernplo,vee neveliheless pursues such
outside effqri- ihe emplcrve+-w111, be subject to discipiina.:i a*T1iir,,r^,'nich rnzSr resvtt tn
suspension ar teirilLtitLicn of empioyment.

340. Sress Code

Foiic.-r' Statement



34C 1 it is i*rporiant that empioyees come tc wcr1.: dressed in an appropriate manner for
their job. Except or utriformed personnel. w-hose .arcrk weat is prescribed- emplc--vees

should use jridgment in the selection of the clothing the,v w-ear ic woik F'mong ti:ings to

consider is -*/hether or not there is a iikelihood of dealing with the public. safet-v relateC

problems and tiie normal practi*e of other prof-tssicnal organizations

Frocedures

34A.2 Supervisors are responsible for ensuring that those employees reporting io them

understand w-hy it is impcrtani for employees lvithin dress anri grooming standards.

parttculwly.when faiiure to dc sc preseni a sl,er*r safet-"' hazard iri the operatioa of
machirrery an<i equipn-rent.

340.3 In the event thai ari empla:vee is not iiiessed suitably fcr the job. the super-visor

wiil so arivise the emplc.vee- *'ho will be given the opportunii;,'tc return hame and

change. S.ny'time away {rorn the job wili be taken as e:;cused unpaid absence and

recorded that -way in the empioyee's time reccrri.

34C 4 In order nct tc crcate an1- hard feelings abart dress ccde and appearanrc.

supenrisors are encouiaged t+ in-,'olve a representaiive of the Fersonnei Cfice tc further
explain the FE'iC's poiic-,'.

340.5 Any repeated viclations must be recarded and. if nct corrected, ma-,,-result tri

disciplinar',' action being tak:en.

350. Sr'.lokins Polic'y

Folic,v Siaiement

350. i There lriii be no smcking allo'rsed ln an1: FtsC{ b'-riiding- w.ork area. or other

concentrated environm+nt v,'here ncn-smaking empiclrses fii&l;' be adversel-v

afibcted by seccnd-hand smoke. The cooperation of ali empioyees wiii be

appreciated

35C Substance Abuse

Foiic,v Siaiement

350.1 The FBCC is committedto a policy vrhicii provides its employees a wotd
en.riionrnent in 'sirich ef;iciene;: and saiety- are assureci While the FBCC has no

intention of intiuding ir:theprivate iives cf its employees.i',expects employees

tc understan d thar tireir use cf alcoho i or drugs sri cr off the job can have an

trnpact on safetv and perfarmante that inter-feres =with the FBdC's cbjactives of
providing a safe and effrcient vtork envircnmeni. Consistent 'wtththis, the



FBCC has establishad this alcchcl and dr-'rg abuse polic-v, which, in summafY,

reqr:ires thai employees rcpoit fcr v,'orr in condition to perfoi:r thsir duties ftee

fiom the effects af alcchol and illicit drugs

360.? The Personnal Offioer shall instituie an emplayee orientation program t+ aiert

ali emploi'ees tc the pragrafft guideline: w-hich are irsted below. In the e-ieni

that any emplc;.'ees is found tc 'be 
in violation of this poiicy. riiscipiinair' acticn.

to incli-rde. as deteimined be the FBCC, suspensicn, requirements for cuiside

ccunseling cr termination wiil be taken.A 
ffi ,_r;; J"#i?# ?;jr'_H-;;,;ffi l';iJ"iff :ffi;"j' if
any business on behallof the FBCC is strictl-r'prohibited

B. An.v emplovee faund ta be -*rorl:ing under the influence ol
aicohol, dr',..rgs or controlied subsiances wili not be peimitteci

tc rsmain at ",ryork.

t. -141here atptopriate- testing v.'ili be utllized t* determine the

presence cfalcchoi, drugs or contrali+d substances

D ?he FBCC r€sei-ves the right tc conduct inspections, seai'ches

anri so on of an emplc'1ee and his or her perscnal belongings

as a rneans oienforcing the pra-''isions of this policy. whan

emplo--r'ees are on the job cr ctitei FBCC work sites.

lnspeciions and seaiches ma]"inciuCe. fcr example"

emplc'i'3s perslnal effects, Cesks" purses" pacl''ages. lociiers.

briefcases and vehicies located cn ihe FBCC prcpen-1' oi
wcrk sites.

E. In ihe erz*nt that anf i'15i13; ci.employee of firms Coing

business v.;lth the FBCC aie fcund tc be irr viciatioa of this

poiic-1'" iiie;' are to be iefused entry or removed *om FBCC
pfopert.v

i5A3 Tc ensure that empiol-,'ees have bee:: expcsed tc these guideiines. a signed
"Acknou'iedgement 

- Substance Abuse P::hcy" as sh*r";n in AppendixB ''wtli be stored

in each empio;vee's perscnnei folde;-

400. Emrlovee F-eviero,'of Policies Manru.l

Poiicy Statement

400 1, Az part of rhe written reccrd, all empioy+es v/ili fcimali;' acknc-,viadge their .evietv
oithe Peisonnei Fclicies TvIanual arfithair rights to secure clari{rcatroti. if necesszry. c,f

the sanre, f*sm their supervisors



Froeeduies

Asknowled-qment of ft,danuai

400.2 All persons receivirig a cop"v of the Personnel Psiicies !,Lan'salwill ackncir"'1edge

receipt anC surrender the same shaul d their enrplcymeni with the FCC be terminated.

fuIanuals v",i11 be

numberei and the names of each individual assigneci aman\]a'i lvill be recorded in the

Perscnnei 3ffiee. The *tached'"Ac1.:nov,'iedgment of F-eceipt a! t'"Aanual" as siiown in
paTt 1of Appendix C shail be used for this purpose

4A*3 T.iormall-r,, not mor€ than ane tfi?,Trl;;z.1t will be assigneC to an-1'progtam. Itiianuals are

assigned priinaril,v to departm*r*. and pragratn directors.

Retdew_o:f lvianuai

4AA.4 As part of his or her general crientaiion. each employee shail bs instructed b;' the

Ferscnnel Offrce to reviera.the manual and receive at e-xp\ar'ation about an! arca which

the-r,, ri* not unierstand. Upcn compietioa cf this reviera: proo€ss. the employee $,riil

atlrn*-wledgehavrngrcvre-v.t*{, rhe Ferscanei Poiicies T+Larrca1b;v signin,e a "'Fi.evier,v

Acknowledgment" in ihe fcrmat sirolrrn rnpart 2 a{ appartdix C

4C0.5 In order tc ensure that each empic;ree has futuie access lcthe FBCC's Persannei

Faiicies !tLan',sa'r, tlle assigned haiders oi sucir raanualz are respaTlsible for alerting all

emplorvees rep*ttngto tirein as tc the 'Loc?*tort af pra-qrarc or depanmental c*py oi:he
manuai.

4lG. Ne-w Emplo.vee Orientations

Folicy Statement:

4i*.7 It is the poiicy of the FCC to conCuct crientations ici new empioyees u,.-iricl:

famlliurtze them with FCC pra+tices, ruies, policies. and procedures.

Procs{iures,

General Orientation

4i*.1 ?he Fersonnel Cffice =,a'iil be responsible for prcviding a gefierzl oriet:rj"airian- v',b'ich

inclrides an trrtroctttclion rc the FCC organizattanai structure, ke"t pers*nnel and tb* range

of ser.,'ices provided. lncl:udef, irr this g*neral orientation prcgra$i r+'ili be a ier.iew s{ the

Ferscnnei Policies l{.anual and emplayee benefits.



414.2 ,{il nerv emplcvees n il1 review a cop_v cf the Personnel Folicies },4anual during the
general crientation prog[znr. it is the responsibility of ali emplcvees tc read this rnanual
and t'ecr,me familiar r,vith its conienis {see Section 400.4}.

Prcgran-r Siientaticn

4i C.3 Superr.'isors-wiil be respcnsible for specific program oi'ciepanment orientation as

well as initial iraining conductei cluring nomlai racrking hours. Supeivisors vriil develcp
and i;se an ori*,r'iati,.rn checklist tc ensilre thai ali pei-tinent subjects are covered. The
emplolree viiil si-qn the crientation checkiist rndicaticsthat ali subjects alpearing an lhe
iist have been discrissed. The completed checkiist will be forr':arded t*the Personnel
*f{tce andbecome pzn cf the emplovee's personnel folder.

Orienia;ion Evaiuation

4 iC.4 1l vrill be the rasponsibilit;v aithe Perscnnei Officer t* e.zaiuate all oientation
prografiis as ic their efiec.ii-",'eness and rc morii$. such programs aE aporopriate

420 Siaff Develoorneni and Trainins

Folic;,' Statement

42C.1' ?he cocrdination cf stafftrainitg and deveiopmeni is a Feisoiriel Office frnstion
?he FBCC subscribes tc ths business otrilosopir-v itlat tiaining is a lie.r, eiemeni ic the
su.cress of its cpeiaiicns ae ;...311 s,+ the;areer iiar,'e-lcpment of its ampio;rees.

ProceClires

Rasponsibilirl

ttZC.2 ?he Perscnnei aJfficei is resr+nsi'ble fcr the manageffient oi staffltraining. The
Fersonnel *ffice, wcrkin-e witn atri ciepartments of the FCC. ci+rermines ilie t4,res of
tiartring need+d and acirninisterc training prograrnc ai r+gular inien'ais Additionaliy. tite
Feisonnei *fflce will assess the effectivaness of braining progiams" cieiermine if changes
aie T?qulrcC. and assure that training is being +onducted within the casts autircrized b-v

managernent fcr iraining and in accordafi** ra.'ith training pricrities.

T.vres of Training Frograms

42A3 Thc types oftraining andtrzining pr+graras tc be developed ana adrninisrered bv
the Peisonnel *ffice {z,lii tntc ihree basic ca-regcries

A Basic trarnil:;g for new emplo3,ees
E. Perforna*ce and, skilis programs
t. Pramoiicnai aurJ ex"fruti-.\rE tra:,nii:,g.



These progrem"q ma-v be gi..ren ihrough seminars, de-eree and nan-degree educational
ccurses, instruciionai videos, books. demonstiations and an,','oiher meihod v,.hi:h is

deterrnined t* be suitable for the purpose.

Conferences and Seminars

424 4 R.equests fcr attenda?'ae at conferences and seminars will be cn a aasefi1' c*"s*

basis. The Feisonnel "Sfficer is responsibie for circuiating brrcchures and cther
information abrout such programs tc department directors. Conference and seminar .

attendance musi be apprcved by the Chief Adrninistrati-'.'c Officer when the seminar cost,
emplo,iuees shall inciuie nct cnly the seminar f*e, but travel, hctels and rneals. If
apprc-.'ed. the emplay ee wrl1, be compensated for all such conf'erence or seminar costs,
subject to tests of reasoirableness. R.equests for attendance shaii be macie in acccrdance
withthe "Ccnfereace of Seminar Httendance Aporovai Request" as sho-wn in Appendir
D

In-House Trainin=s

420.-- The Personriei Office is responsibie for the development of in*house programs
drarz*'ing upcn ihe recommgndatians rrrade b3" depaitmeai directsrs. ir-house couise$ itiav
be offereci duriag normai hours cr dr"rring off-dut.; hours. Compensaiian fcr attendance at
off-duty sessic'ns wili Cepend upon salary level anC r,*hether an emclo;;ee is ciassified as
"exempt'= or "non-exempt." If empio;le€s serye ac instrucrois ansthe roufse is taught
during ofidut_v }:c:urs. as irrstructor's fee wili be paid for reaciring. frpon l*mpietion of
ilre couise. tiis instr"rct+i should send a merno ic the Peisonnel *ffrcer, I'rha r';i11 apurcvg
ihe amount oi hcurs and houriS, iaie and fcr*-ard tc the Acccllntine $epartmenr

Llbraw

42C.6 The Personnei *ffrce's responsibilities inciude the ordering of 
-books. 

auCic and
videotapes and ctirer training material. The Personnel Cfficeriadll circulate nctices
regariiag the avaliabiiit-v of surh materials w-hen they are received.

Evaiuation

420 7 E.ralu*i+* of the apprapriatensss and effectiveness of the various types citraining
is a continuing raie cf the Fersonn+l 8fiice. It is the rssponsibiliqy of tire Perscnnel
Cfficer ta meet v"tth department directors and iiseuss theii'needs and opinions cf
trai*tng" and'to +vaittat* through intervievr.,s, forms and personil attenaance. the
effectiv*ness of tiainers. Alj employees --*lirc attend training sessicns arid seminars.
't'/h"ther con{1ucte€t in-house ol by cihers are to ccmpiete a "studant Course Tlvairs?ftiarl'
as siro-wn irt &ppendix F immedtat+Iy- upon conciusisc of the progfam. This evaiuation
siiould be given to e,r?prffientaiive of the Personrrel Office present" or, if not. fcrwardecl
to the Fersannel {}ffrcer witnin 48 hours.

Ti:ain.ing Costs



42G.8 When training sessicns are schedul*d b1' the Fersonnel Office on an in-house oi
outside basis and the Fersonnel Cffice is authcdzed tc determine the type of prcgraYn,

number of participate. etc.,ihe costs associated with such tr{ttrng rnill be chargeC ts afid

part of the budget designated fortraining purposes When training has been arrarrged for
?\,'e purpose of training ane group, such as a seininai on Frop.rsal Frepalation, oi when a
reque$ iras beerr aporoveC for permission for arr empio.vee lo attead a seminar" then the
costs invoh'e{; are charged to the employ*e's department budget. Exceptions tc ths abcve

methcCs, if requiieci, musi be ap*ra'.redby the, Ferscnnel Sffrcer and the ilhief
.ridmini stiaJive Ofii cer.

$a Lll

Folic.;; Statemeni

43C i I'i is FCC pclicy tc retog*ize senioritS'rights for the beneitt oiboth the emplc.Jee
and the tribe. Seniority consideration is ackncu ledged ds &r; eei;,tia'aie facior in certain
personnei ciecisions. The iundamental objective of this policy,-is io provide avalid
irnpai-tiai s-rrstenr for emplo;vee job opportunities and r*cognition -while provicing a

guideiine fcr manaeement

Prcce<lures

Senior-itv List

$A.2 The Perscnnei u3fliee vrill maintain a seniciit]' list af z11p*manerrt full-time
empio.y'*es ?his iist -,vi11 shor" the exact iengh of coniinucus sarvice in al! pertinent jcb
ciassifications- indicating the total number +iyezrs. months anc da37s so-ivad iincir-iding
anr' learies oiabsenoe 'without pay). Sen"ice in ail <iepartments wili be ccuntei in
rietermining seniority.

Objections

43{i.3 Any earpioyee ciisagr-eeing with the amount of sen icle $edn*d to thai emplo;.tee
mav register a compiaint. The compiaint will be re-.'iewed with tlie employee anC a f?nal

deeision maC= b_v the Fersonnel Sffice regarding the iecorded lengrh of emplc-;.'ee

servic*

Internal Benefits

43C 4 Seniariiy rights shaii be apph+(, to va+atir:n scheduliag" shift prefeience. wcrir
assignrnerrr.s and overtime schedulirg. 9'sper'tisors will +.tnsider lhe prsfbrence ai the
more senior ernptoy*es v-'rhen niahing scheCuiing decisions ir: the abor,e reas.

44* Fromatrar,s anC V o.Luntary T r ansfers



444 i

Polic.v Siatement

While the FECC reservss the right tc fili ali positions as it detennines, it is the
poiiclr of the FBCC io prcmote from rvithin the ranks oi its employees -$ihonelier

possibie tc do so. In oriier tc assuie consideiation of qualified candidares
throughout the FBCC, the Ferscnnel Comrnittee will requesi a iist ot-sandidates
from the Fersonnel Sffieei'a.her: filling Nty-- admimstiative or supen'isory
position in FBCC *perations As part" of this rfocess. depa:-iment directors
overseeing the vacant pcsiiions wil! provide the names cf employ*es v'sithin their
u-nits whc afe ic be considereC. The Personnel Of{ice'tro,ill prepare a list oiother
emplcyees tc be considered. anC, aicng with the names f;rnished, develop a

dandid,ate Lisi r.vhich rariii be referreei to the Ferscnaei Ccmmittee foi evaluation.

Prccedures:
Preparation of Candiriates List

440.2

Ala\ 2
-TV--r

Whenever e job vacancy o$cuis, the Fersonnel *ff1ce is responsibie f+r preparing
a Candidates List of cureni smplo;vees wha are eligibi+ for ccnsideiaticn for
promoiion The lisi shali be assem-blei thiougli a natice on bulietin boards
advising interested emplc;vees io contact the Persoiinei Sifice" conauitation with
depanment diractors Ntdthe Fersannei fammittee. and an;i ariditianal meaas
which the Personnei Office feels is apprcprlalt, fcr the propef selection cf
candidates. Selecticri cithe method ici assemtiiillg tire CandiCates I-isi is ihe sole
responsibility *f the Fersonnel *ffice
in ariditi*n to this iist- the Perscrael Cffiee aisc supplies thr naiire"q cf appiicant.o
iarhen the Peisannei Committee d*sires ic ccasiciar appiicanis *cm all souires
However, the hiring pref-.-rencc far vacznr- posirions is the fiil these *ofir .l+tih:tn

the organization

Department Emaigyeeg
440 4 The eieparin:ent direcior of tire ciepartmeni having the vaiancv wiil rietarmine if

an-v othe.r of the ernplo-vees tfiihe department slio',ild be canairleied for picmciion
1o the positicn. The manes of such empioyees should be submitted tc the
Fersonnei Office for placernent cf ihe Candidat*s List of those empio.vees
eligible fsr consideration for promotion. Employee-q frcm tlie department har;iirg
the vacarrcy wili receiv-e pricrit,v ioi:sideration'when it is determined :o;hat msre
than one qualifieci candidate has been intervtzv'ieC for the position and
determined tc be qualifiei for it

Selecticn Decision and Formal Notification

44{).,\ The Candidates List ra'iil be reviewed b3'the Personnei Ccmmitrae. lf an inien'ieia'
is desired, coordinaticn vttll be provided through the Fersonnel Olfice Tht, fi*al
selection decision is that of the Fersonnei d+mmittee upon recommendatiocr ficm' the departrnent direetsr



444 6

448.7

4{0 8

Cnee a candidate is selected. the riepartrnent directoi cverseeing the ruacant

position will nctift the ernployee's eurrent supen'iscr and request thzt"the
supervisor file a transfer form. The "Transfbr Request Fcrm" shcwn in AppenCix
F must-be used for this purpose. The reieasing departrnent director muct either
approve the transfer c- prorride reason -why a transfer shauiC nct be approved to
the Chief Administrative Ofiicer. Since transfers generaliy result in career

advancement for emplcvees, ttre FBCC vo'ill consiiler Ceniais of transfer request
wlricfi have been appro.;ed b]. ihe requesting clepartmeni onl;,' vtittt lhere zre
significant reasGns.

When all appravals i:ave been received, the Peiscnirel Cfflice v,,ili re';ier,v ths
request ic make sure thai the saiary recomrfiendations ate in ac*ardani= -with the
ranges establisired fcr the pcsitioi:. Afiei ..'e;ifi +ati;r', the empic;vee must tre
nctified of that fact and giverr ail periinent infoimation regar<iing duties" salary,
and sc' on, iir viriting, sc that possibiiit-v of misunderstanriing is redused" The
written notice shall be prepared b"v ihe Personnel C{hce" in coordrnation v,'ith tire
ciepartment direcior, and fort'v'arded bi' the Fersonnei *ffee to the emplayee.
Upon learning of the employee's ciecisiori to accept or rqect- the iiansfer cffbr. nct
to exceed ihirti' {30i days. The necessity for probaticn as ia'eil as the terra of
probation will be rietermined bi, job requirements and hob su-itabiiit;,. at th+
discretian of the Fersoirnei Office. Fromoted personnel +rhc ccmplsLetheir
prabatianarv period aie subject ra ihe usual performancc appraisal tri aacordan**
i,,,'ith Folic;v l.{o. 50C

Promotional FrobaiionaryPeriod

44A.9 Empi*-vees selected for promotion *ai be piaaei cn probatio* fci a speaified
pertod. not tc exseed tiriri.i {30i Ca--vs. The rrecess*,,; i*r probatioa as well as ihe tern.i cf
probation v,riil be determined by jcb recluiremerrts and jab suitabiiit;r' ai the Ciscretion cf
ihe Fsrsonnei *ffrce. FromcteC perscnnel wiio compieie their pr*bationar.v pertcd. are
subject tc ihe usual performance appraisal iri accordanc* w-'ih Faiic=,'iio. 5C0

44i 0 V/hen oromoted empiavees pfove unsatisfactory irr their new positions.. ihe;,, 1513-.;

be reinstatad to their iormer pcsirions. Thts rr,a3,be acccmolished without prejuoi*,e ar
ioss of riglrts or benefiis. Such empioyses ...;i11 be assigned the salary received prioi tc
their prcrnotion.

Terms of Frcrnotiorr

441.1 Prcmoted Emplovees -uri1i

A. Retain their seniority.
E. Be compensat ed at ihe rninimum rate oi the new job ar at their exisiine r-ate.

.yhiche.rer is higher.
C. Tlave their personnei file updatei so as ro rec,arC the promcticn.
Tj. Have tire promotion publicized as deemei apprapriate b_v the Perscncel *{fiae

450. Inrzoluntary Transfars



Polic,v Staiement

 -tA.i It is the policy of the FBCC io ensure that empioyees are tlaced in pcsition-r
accarding to their quaiifications. job suitariiitrr, and the needs of the FBCC. Tc these

ends. the FECC reser\.'es thc right to involuntarilS,-transfer employees from orre pcsiticn
tc another asthe situation may requii'e.

Prccedures

45A.2 Ernpioyees may be invoiuntarily transierred frcr:l iims tc iime t* cther positicns
*{ c*tnparabie rank and status b.r: administrative aciio.r.. In a1i iransfei situaticns inot
inciuding disciplinarl,'acticni, ihe empi+i,ee "wiil not sufier in pav or siatus.

45A3 Causes fortransfer ma;:; inciude, but -'ad11 *oi be limited tc

A. Fluctuations in department. r.vcrklcads.
B. Fiuctuations iii dep artrn*'nz productivit y-

C. lr{ore efficisnt utl|''zau,sn of personnei.
D. Increase d'Jareer cpportunities.
E Personalitv conflicts.
F F{ealth reasotls.

G. Budgetary consrraints.

450,4 Emplcyee selection for invoiunralr.; transfbr r..,'ill be ietermined on the basis ofjob
qsaii{rc*ians, jcb suitabilii-,', ai:C position requiiements b-i' the Chisf Admiilistrari.re
Offcer upor: the recommendations oithe Fersonnei ffice. Once a dscisioi:. tc iransfbr an
emplcyee hasbean r',raCe. the Personnei Ofiice -*'i11 notifi'both the releasing and

receiving d*partmeni directcrs oithe iransfer aircumstarrces ani effective da;e.

45C.5 An-v emplayee refusing tc invoiufitar-;; 113n*fer v,.ili be su'bject tc discipiina:*1'
asliori" up. tc and including tern'rination.

4{1i }. ir; Force

Poiic,v State.inent:

450. L Tliis polic--u statemsnt is applicable to non-diseiplinary. in..,oluntary ia;v'off:.
generall-v due to reasons such as peisannei dora,nsizing^ Ciscontinuanee of program
funding. eiimination o{ certarri rositions or lack of need for certain functicns. Whan, in
ihe sole opinion of the FBCC. it becomes nscessary tc reduce tire size of iis v,'crk fcrce
through iay-offs, the FBCC -wiil try tc plcvide thoee *mpio,vees with tt ieast t"'werfty iTti
-working da17s' *otice.



Procedures

Persoanel Cffice Ccordirraticn

450.2 Generai layoffi; finvoivin=q n'rore ihar: one riepartmint] will ncrmali,r, 
-be 

oriiered
th,ro,-rgh the Fresident of the FBCC tc tiie Chief Administiative *fiicer. ',"iho wiil in
turn notrfi'lite Fersonnei ilfficer. lYhen laycffs are locaiizedtc aspetific
department, depariment direciois, after first securing the zpproval of tiie ex*cuttv*
respcnsibi* loi their operaticn. shor-rid provide at isasi tiree v;eeks nctice tc the
Perscnnel Cffice of situatioes,"-i,hich require tirat a. redueticn in force be ins:ituted.

450.3 Shauld a reducticn in lorce be n*cessarv. temp*rar,.i. psrtltme-. provisicnai and
prccaricnan einpio\rees r.:rili bE releas*d ahead of an.., ful1-iime peimai-renl
emcl,c_vees hol<iing the same t-voe cf position.

Out-Placemeni Assistarrc*

46A.4 In the evant cf a g*neral reducii*n, the FBCC -wiii .. tc assisi thcse empioyee-e in
obtaiaing positi'ons eise-Jo'here. This assistancs may include notif-vi;rg other
progtams or businesses, making phones aar| t:ffrces available and dwlic,atrng
resumes it shauld be understood thai such assisr anc'e tE dependent upan the
financial abilitv of the FBCC ic uirdenake such effons and must. thersfbre. be
considered as rvhcll; -'r.,ithii ihe FBC{'s right tc decide the e-.rient tc which. rf any
it r,i,ill con{iuct such efforts.

4 7#. Refireftiefii E{}rzors

Folicv Staiement'

4ia.i Unless r:ieclined b.,,an empie;ree, it is FBCC i.'r1ic-y tc honor allrcttri:r,g
empic-vees as an e;{prsssian cl graiitudr fiir iheir contributicns tc the FBCI:
and fellc-* -ra,.criiers

Froceciures

Eiigibilit-y

47A.2 Retiring emplc-'re*s irieiude those empi*yees gianred tcial anri permanent
disabiiit't,. or ear!..,' retiismanl.

Planning

170.3 The rsLiring emplc;ree 's riepaitmeni direct+; haslhe resp'onsibiiii]' f*r
arcanginq the actirrii:' llonoriag iiie retiring empioyee, The emplc;vee'-rr posiiion
with the 

'EBCC" ctrcle af friends -*ihc are empi*yed at the FBCC. and v.tish*s
of the emplovee's famil-:,. sh.3uld be c.onsidereC -n arla&gitrgthe typ* of
actii,i! j,tc be helC



47i).4 Among the t-ypes of arrangements, the more populr form of actirrity is an
empio-vee luncheoc or dinner, tc inclurie the emplo;vee's farail.v members" as

well as fiiends and associates. If possible. several le.ieis of supervision should
attend, up to and including seni*r sgicials w'here apprcpnata to demcnstrate
the FBCC's sincere appreciaticn fcr ihe eniplo;,'ee's effcrts.

Astivit.u; Ccst

474.5 Funds for the z+ii'ii*,v wili be allocated ircm either the program budget orihe
genenl fund. su-bject to budgetar'y ltriri-tations Wherevei possibie. bills should
be attached to expense statemeffs, v-r'irich the department direcior:a'ili submit

48A Exii ftzterTie7+'s

Poiici., Staiement

484 1 \Yhznevei przcticable. if an employee leavss the employment of the FBCC,
the empiovee ri,.'iii be requ*stec ic paiticipate in arr exii inrer*"'ieu, sc thai ihe
FBCC can mak+ sure that ihe ieasons for ihe employee's decision tc terminar*
emplo-vment are understocd.

Frocsclures

490,2 The FerscnrreJ ilfEoe has tiie respcnsibiiity for the exit interviey/. Exit
interviews vrili narmall_-v be given as one cf the firiai steps before the emplovae
ieaves. hjthe evenr ihat reas+ns pre'/snl such a meeting, tirs Perscnnal Offrce
srill inaii the t=rminatirig emplclree a qi-iesricnnaire, alang-q.ith a pcstage-oairi
replv enveiope- asking the empl':-vec ic proi/icie ihe ieasons for the jcb chan-e*
as rveli as th*ir opini*ns cithe FBCC. Signatures on auesiicn*aires shail b,e

cpticnal. ai the scle discreticn of tiie emploi'ee.
48C 3 When conductin_a emplo;,'ee exit inreruiews. tire Fersonne! Cffice

ropreseniatives siiali rlc sc in a rtan*er that is open and friendly. The FBCC is
interesied in iaarning empicyee ieascns- and a defensive aimcsphsle or anr,,

criticism or ar-qufileni with exiting emolo;,ees b3,'Fersonnei *ffire in'ierviewers
'"vi11 not be tclerated.

48A 1 The empio;rae sircr-rli be asked tc firsr eomplste the "Ernpioyee Exit Inten'ie.ra."
form shown in lippendix G The ccmpleted fcrrn car:tthenbe'-rsad b3, the
intei*viewer tc discr-rss specific deraiis urith the employee.

480 5 Upon compietiori of the e:rii interviev,,. th* Fersonnel Gffice is respcnsibie fcr
summarizing the reasons prorrided and informing in'ioived depanment directcrs
that copies cf the inrsrview summal/ are a,-aiiable.1f,-, iii ihe cpinion af the
Fersonnel *t{t:e iepresentative, tiie reasons given are significani. thsy shouid
be bro*girt ia the aLlerticn cf thePersonn*l {sffircr fcr further re;view

and" if necessary', forv{arrJtngtc the atterrtron of the Chief administi'ati\,'e
Gfflcer



SECT{SN 50&: ElrALliLFxCI{! tr$C_{8LEHE

50u. Emplcl.ree App;-aisai S.vstem

Foiicl, Siatemeat

50C.1 As pac of the FBCC's empla;i,ee de..'elcpinent prograrn, foimal evaiuations of
eaih emplclyee's job perfoimance v,'iii be made on all annual basis The
abiecri..'es cithe eartlcvee appraisal systein inciude" but are not iimited tc the
iolicq,ii€: tc ensure adherence with tire FBCC's 1^,,ag* and salury siructure; tc
determine salar--i' adjustments, prcmoti*ns. anii pcsition ieclassificarions and
clianges, to csmpare the effectiveness of emploirees and cperating
Ceparfmeats; tc ideniifv candidates for training . andt* ensure the effectiveness
cf iruman resources.

Procedures

Responsi-bilit,i'

5OCi.2 Design. ciev*lonment and implei:ientation of the FBCC's empic,"'ee apwaisal
polieies are the respcnsibilitv of the ChieiAdministrative Cfficer. The
<iei+gated $\ar'egil "-.'rhc cardes out these duties on behaif cf the chief
Administraiive Cf;icer is the Peisonnel Gfficer. PJ1, opzrations of ths FBC;:I
aie *xpecied tc pro-ride fuli cooperaiicn an.j ccmpii an*e wtth the poiicies
issued

ApprAigai Schedui*-Probationary Emploirees

500 3 ?he tertn Frci{iticnsr.1., Emplo\:ee skall appl},rc the firsi three {j I morths
3ia tr3t'. empio-.ge*'s hiring date A prcbaticnary ernpi*yee v.'ill be care$;li_v
mcnitcred during this :ime ar,tl viiii n*t be affcrded u.se of an1, empiovee
lsen*fit-s. incli,rdirrg annual or sick leave. Noi iatei than twa ra'eeiis after
compietior: of the praliationary pericd, supsi-r'isors vtiTi zvalu*,ethe
v*ft*rrnance oithe emplcyee ic determine whether the empio,v.'ee.
A is to ccntinue in ihe posiiion.
B Should b* considereii for transfei or reassignment
C Should be terminated.

in tire event the recomrn endatla* is fci item B or C. then appi:oval musi be obtained
ftom the department direcior and for,,o,ai6edt* th* Feisor,nei *ffic* Tirs Fersonnel
*ffice wili. in eitirer rf tiiose events. pressnt the matter tc the Chief Admintstrati-.te
+3fficer for final Cispositicn . Ail enrpi.oS;ees ??z?rsi he sch,isec o.f the rsroceciure
reg*rding prr>bcrtianary ,;/.ctttls Gi ti.?€ tiwe of tlzeii- izire.

A{; p r ei sal' S che dulr.- *nz,ual F.e't i ew

:'40.4 The daie of hiring ',^iili be classified as the employee' s anniversary date far -tbe



purpose of perfoimance appraisals. The Fersonrrel Office is responsible for
advising ali department directsrs of tne anniversary dates for an-ycns subordinate
rzu'hich wili fall r';ithin the next thirty {30.i da_vs, as vrell as providing the necessary,'
reviela'folms. Revie-,vs mr.ist be compieted and returned ta the Fersonnei Offrce not
iater than tlvc w-eeks afier sonduct of the revier,r'.

C oordination -.ia, itil Employees

500.5 li is the res"lionsibiiit-r'of the Feisonnel *ffrce to see ihe| all emplo;vees are
infcrmed about the fcllovving as ielated to aporaisals.
A. That it is FBCC policlr tc perform appraisals of performance regardlsss as io

whether or not anv salary adjustments- increases and s* on" are given
g Thar tire empioi'es la'iil, as part af thz appraisal process. be given the

*pponunity tc rnee?'ta'ith his or her superv'rsoi and discuss the supeiviscr's
findings.

C. ?he-basis upcn which pei-formance is evaluateC
s Thai a formal grievance pracedure erists in the event that theie are disputes

rn:ith supen'isors rvhicit cailnoi be iec*nciied

Evaiuatiorr Techniques

50C.5 Employees respoasible for perlcrrnanie evaluation shcuidbe aw:zre cf arrci adhere
tc the fclio-a.,ing

tEv'aiuate the p ei-form altc" " not th e o ersonaiit,r,
FBe as abjecttve as possibie
u Consider overall perfarirrante ovei isolated, incidents

"Kaep recorcis cf th* empiovee's pssitive anCt n*gzttve nerfcr-rnance th,roughout
the -1,ear, rather thari t4ring tc ieconstruct ircm rnemory at the time of evaluatiorr
*Ernpl*vees shsuld be kept ar,.,.ai-€ of cverail pelformance ac*eptabiiit' tlu'ou*no,t

the year The o''veraii evaluatioc at the formai appraisal sirculd n. t be a surprise to
ihe empio-'7ee.

Special Appiaisais
500 7 *uring the y+ar, ther* nny be circumstances wlen a. special ryprwsal should

be rnade. Reasons inch"rde: to correct an inequity ie respcnsibiiit-1, or *lary-.r.o
redefirre responsibiiit-r', tc evaluate empioyees'.xhc are not filiing permanent
full-time positi,:ns and tc rztagnize exemplar,.; performance in connectiorr
with a spec.ific task. Supe;-,'isors ma-,.' perform special appraisais wrththe
advanqe approvai of their departmeni directoi anc the Fersonnel Offrcs.

Fei-fcrmance 4.ppraisai Forgr

500.8 Empio;.tee e-valumions consist of two kei' componenis. The first ie the
'"Yerforrr'ance Appraisai Form" {Appendix t1;. which eval'tates the empioyee's job
perfcrmante. compatibllrt3' tc the positicn, abiitty ic be superv'ised ar:d *ther ivcr-king



relationsliips This forri b'ecomes the official evaiuaticn report and remains iri the
spplo.,'e€'s p?fmanent peisonnel folier The cther componenr is the discussion bet-ween
ilre supenisor ard the empioliee. The supeniisor's assessment cf'the rea*icrr tc ihe
iaten'ie"*,- discussicrr shouli be noted cn the e-;aiuatioa form afte;-wards The icrm is theri
rouieci to tire \epa*raeni clirecioi'for signaturc an{' foivr'arded ic ihe Fersonnei OfIice

5 i0. idisconduct

,5 i 0.1 For the best inieresis cf the FBaC. as 'well as the safeir,,' cf ali einpicvees.
nrisccndust v.rill not be tolerated . Any errtrioyee v"hc perlorms acts of niisconduci r','ili be
subject to discipIinary actt*n, including terminaiion clemplo'ymenr

Procedures

51{i.2 Supervisors r,1,ili repsfi empioyees engageci in misconciuci ti.1 their departmeni
directcr anCta the Fersonnel Cffice A repiesenrati.ie of the Personnei Ofiice wiil
investigate the circumsiances of ihe lncidaat and prepare a ieport for the d*partment
diiector anci repoitirg super.riscr. The appi*priate <iiscir:iinary,' aciion t* be taksn vrill be
based upon the repori^ consisient w-ith Poiicy N*. 520. Examples of thase acts vrhich
eonsiitute miscondus| are as foll*-v+s.

Tiie{l

5 i 0 3 :feneraily. empisyee theft wiii r*suit in teiminat rst *f +mp1o-,'1i1gn1. I{o-+iever. ihe
FBC'.: recognizes there ma;'' be circumstanres ra'hicii migirt jilstifl, a iesser penaltr.. Fcr
tb'at r+ffi+n, ccnsi'd+ia"lions regarding the degre* and t=.lpe cf diseiplic ary atria* t*'oe
rakenvihzn tireft- novriev?r t;irti:ror. orc"Llrs zre itstzd belc,-*. ldothing is intenCeC tc tieai
iheft as casuai cr to minii-rlize-the saricusness oiintentionai theft.

A. Ti:e vaiue olthe pts?ert'y ral;en.
B. lri,lhether tile iheft was plenned oi impuisive.
C. If the emplo./ee beiie'red thx.the item -,rias being bon-cweC. raiher than stclen
D if the emplovee has any prior reccrd citheft.
E. The service rec.ord of the er'rpio-,'ee prior to tire theft
F id;; s1he1 finding regarding the theft n'hic.h may expia,ia ihe motivaticn ior the
empic-'/ee's actions ani might v,iarant a less sevsre penaiiit.

Fiehiing

5"C.4 Fighiing bet-a-eeil empiovees wili g+nerali,v result iri disciplinarr,.aciior: less
se-tstg thas t+rminatiart, u-niess it ifivcives ulp-apons, prapeTiv damage, apre'tiot:s irisiol-i
a{ same b-i' a specific er,rployee sr simiiar *ircumsiances. The fcliowine rvili be
determined as paft a{ the decisioa.

A^. The seriousness and severit _v ai th* afrask
B. The existenco* tf an,t, provocation.
t. 'Nheih;r cr not premedtalicn vo'as in.rol.,.ed
D The identities of the peisr;ns inval-,,ed.



F. If regret and apolagv was sh.o'wn

F. if the reasoii for the fighting has been resolr'ed

The abcve applies to iigirting betweeri employees -nihc are not ic a supervisor,isubordinate
ro1e. Except for extraordinary ieasons. assauit upon a super*visor wili result in
iermination.

Falsifi cation of Recoids

510 5 This categary of misconduct includes the faisi{tcaticn of informatiari such as time
sheets and cards, requisiticns aed purcirase crders and *ffirial records. The FBCC wiil
consider the follov.iing as possibie reasons for mitigation cf the seriousness of such
misccnduct.

A. The seriousness of the actior\ in ierms of procadures
B. Frior sen'ice and seniorit',' record cf the emplovee.
C. Whethei the action was ar appears to be premeditared.
D If there w?re ait3{ reascns -i^;hich mry have provoked the empio','ee.

Pranks

510.5 F./hile praliks and horsepla3, are considered tc be ir tlte area of employee
ruisconduct, generally the disciplinai-,),' actiofi taken wili be far iess sevare tharr atiier
caiegories. cxcopt v.'here there \".,as cr could have been seri*Lrs injury or sin:ilar
undesirable rgsults, aver: thaugh r^rnintended b,v the employeefs.i involved.

t*n&s*t Av,,a.; Frcm ths Job

51C 7 Although the personal conduct cf emplc-yees outside *f the wcrk: place is not the
FB|C'e business nor kfierzsl discipiinary action mav be warranted 'ivhen such can'Ju.ri.

A Iniuies the FBCC's repuration
B Prevents the employee from being abie ts pei-form duties a sattsiacttrl'
manner
C. The ampioyee's conduct has creat*C ar: unwillingness. inabiiity,'or:efusal b-v

cth*r emplc')/ees to work v,rith the emplo'yee

Other h4iscon<iuct

51Cl.E The fallowing examples of miscanduct will aisc by subjected ta Cisciplina4v
action This iist iliustrates types of emplcyee behavior thzr..wlt| not be permitted;
hor.-,. e-i'er. it is not intended to be inciusive

A. {.lse of aic.riioi or drugs on tribal prapeny. or ieporting for .rrork under the
influence of alco'nol or drugs.
B. Use of profane or abusive langaage.
C Fassessing {trearms or other "ireapans on tribal praperty
D. Abuse of tribai prapert1t.



E. LTnauth+rized gambiing on rribal ptop*rtt.
F. Unauthorized absences.

t-)-'.{j': Perfbrming jcb duties carelessly cr negligentl-,'.
F{. Causing or ccnrributiag tc unsaiisfuctcry *.cr!.ins relationships
L Vioiating safety regulations
J. Use of teiephone for personal, ca!i. especiail;,. long-distance calls

520 EinUi_qyeq DjEcipiirre

Polic,v Statement

52J.1Empioyee ciisc-ipii'-ie will be administered fai misccnducr and cther viclaticrrs oi
FBCC ruies and requirements. The FBCC viev.'s emqio-','ee dis+rpiine as the mechanism
intended tc prcvide management ccntrcl sc thai actione rvhich dc nct sen e tire best
interests cf the FBCC's cbjectives tafi b" aealt rruith. eJi <iisciplinary a+ii*ns -r.r,rili becarne
part of the empic-vee's perlnanent peiscnnei fclrier.

Procedures

Responsibilit-?'

524.2'5;ach departm*nt director is directl.l responsibie for emplcyee discipiine of the
ernployees in his or her department. The Persannei *ffice ts a';ailable for c*esultation
and tc provid* aCvics and assisiailce. as rna-.i be ieciuirec tri carryiagc,:t Cisciplinai-,,
piccedures, supen'isors musi remembei ihat ihese ateas {1,ar'be subject io revisions in
larn' in ariciitica, the,v ma-v be subject tc slecific c-ien:ories u:her:. a't emplc'lee is
empicrl,''ed under a- labor cr consultarfr sa{ttrzsi in th* event there is any q*esticn.
supen'isors shor-rld coordinate thek acLtcns with legal persannel

52C.'i Hs part af the disciplinar-,'pi,lcedure i-aquirements. supsr,iisors are alsc respcnsibie
fcr seeing that employees undersrand rarh=': tertainru-ies are ii: effect. As an *"u*pi*. ii
iailure to rveat a safbt-v heimei is established as avi,rlatior: which is subject to
disciplinar-',' action, empiovees shouid undeisiand rhat faiiure ic cic sc cruld rgsuit irr
seiious iajuri','to tiie erripio'ree and. co-v.iarkers. possible shut dov".n sf an *peratixt and
even pcssibie ioss of iife

R+cording_gf Vioiatiolis

57B.4It is vitai tbat all, r,ioiaricns ci FBCC ruies bv emtio;rees be rsiluc,ed tc -*:ritinq hv
the super'"isor involved. Fepending upon tn:-i-:lp* and e;<teni cfthe viclation" the
superrisol rnay retai* su.ch iniormaticn in iris or hei o.;rn fiies. cr fornard a r11p)v, *i the
inddent- to the Fersonnel ilffice f..rr filing A v.trtttert rz**rd of an_r, d.iscipltrrarl1 actian
taken as a result s! violatisns" ineluding the r*c*rding of narn€, date and, eumrcary of
ti,iscussian betw*enthe superviso'- and the empioyee must beplzceC,irr ihe ernplo-,,se-g
perman*nt perscnne! foLd*r



Specific Actions

52C -\ Supei=.'iscrs are authorized-" a broad ra11ge olactions. i','hich tnev ma-1' chocre form in
ihe eveni thai subordinates are considered tc be ir need of disciplinar--v acticn Generalil,
the selestion of the type of aciion i..,'i1i be basec upon:

*.,'&ere or not the violaticn has occurred repealedti in the pasi. riespite cal:tions io
the employee to the conirai-_\,.

*ihe t-ype of vioiatian involved.

52A 6 Based upcrr th* above, the folioviing aciians m?,1, $e required.
A. CtallCauticnary Warning--L;seC .,';het: arz er,..pi*ve€ may'not be ?-ia,'af€ cf
r,ioiaiions. or rvhen th* r.,iolaiion is noi ccrrsidered io be se.,,ere enou.qh iJ viaiTaff-
strsngsi acttsn at this tin-te.

B. Empio-vee Counseiing--Used r",,hsir the viola;t+n is sonsi{iered signlficani
encugh t* warrant a i+rma1 conierente ra'ith the ernpl,-.yee The emplovee shouid
be made a-'A/are thai ihe results are treing ncteci in their reccrds iSee "Emplsyze
Counseiing Form" rn Appendix ii.
C. Empia'veeWatninglriciice--Thrs is a C*a1|+tl cita:icrr of the viciati*ns ani is

used in siiuaticns 'abert- bcth supen'isor and ampic-vee signatuies verii-:'ino ti1^

warning mllsi bs rec.cr.ied {See "Ern-*io-vce Esrarning }{otice" in S,plendir 3}

:iZJ.7 Among the iype oi penalties s,,:pervis+rs rnay elery, are'
A. Cemotion * i=rnina;ion cf empic=r'meni
B reprimarri F iianstbr or reassignmen,
C ioss. cr"pri.,'i1+ges F susoensicri v,'lth':,"r'l paj:'

Recomrnendations ior demotion oi t+rmrnaiion require approvai of ths departir:ent
director. the Fersonnel Officer. and the Chief Administiative *ffrce.r. in rire event ir;
vrhi*h ciepat-lment eirect-or i::he subiect cf such reronrrnendaiiont. rlien the signature oi
the Perscnnel 3fficer *ndthe Chr*f Ariminisiratir,'e Gfficer siiail s'rlffice In the ek:*rfiihai
the Ferscnnel Officei is the subiect clsr-rch recornmendaticns. then the srgnafure cithe
Chief Adgrinistratii'e Sfircer end r:*fr of=::aer ci ths FECC shali suffice . 

-in adsrtiarl. frsr

terminatioa citire Secrerai--"-Tr3asurer, ihief Administrati..'e oflicer, ilhief Tnancial
C{ficer, Chief judge. and Asscciate Judges and the E:<ecliiive Assistani tc the icuncil
carr oni./ be a*tsd ulon b,l' the FBC| in a dul-v ccnvened session.

Termination Appeals

520,8 A.i., *mpirs1lee v;ho is terminated under this manual shall ha.,re right 'La appeai that
a*tion ts the Fort Beli<n ap dommu:rii-,' Ccurt i.rsr a- de norr* re-.;ievy there+{ 'cnd-zr tbe
orcvisions of this section. This right o! appeai shail be ihe exclusive remei-y avaiiable
Rer.ie'w of the merits af aterminaijsr: shall not't'e brcugirt iizforetheFBCC. aslnli
process has been created,tc fulii,' reriiew and aojudicale appealts on their moiit



520.9 To be considered. an employee *.ho lv'ishes tc have hisiher tsrminaricn re...ievred-
must file a verified petition fcr revie*, of terminati*r: rJ tire Court. iogether with a filing
fee af cne hundred l$1CC.CC; dcllars. r":iihirr ten {i0i i.vorki*g de"-vs cfthe date of hisiher
terminaticn ietter

521.A In iev'iewing iecisions, the presidin-e judge shall presume initiallr', subject ic
rebr:zial. that the decisicn sf the Administraticrr'was coirecr. anC shail noi substitltte it's
findings of fact cr conciusion cf lau,'for thcse a"reaC,y entei+d, ir vrhatever forrn, unless it
finds thai the pre-,,ious decisiorr was arbitra,r'1 ani'l*t czprtti*us. errsneous as ?-tfi?Jt?r Df
1aw-. cr insuppoitabie, based on the record. This standard siraii be aapliorhle ai sazhlev*i.
The Persor.nel Cffice shaii be r+spcnsibie for preseniing the Tribai Administratiorr's
response ta the appea| utiiizing the assistanc* cf the Tribai Attorney, as neressar.v. After
reviewing ali materiais reievani t* tlie appeal, the presiding _tudge shali issue a <iecisiorr
vritlrin thin,v {30) caiend ai 4,a'ts after thi initial fiiing of the appeal

521.1 The Couc shal1 util;ze its Rules cf cJi.,'il Procedure tc gcverc the ccnsideratian of
a* appeal.1,lihen reviera'ing an appeal" ihe Couii shali be pro.,'ided with the records
cieveicped at iower levels, tcgatLrer irritli wiitten documentaiiorz suppliea by'the appelianr
icgether -w*b' applicaiion inf*imatioa,'empiot'ae records. a1l decisions oithe Court shall
be final, proviCed. app*zls iheie fron: ma=)r be filer-::ruith the Appeliate Ccurt -t",'iti:in thiit,v
(3 0i caiendar da1,s af a finai riecisicn. soieiy tc revia*, the meriis a{ ar; appeal.lf a
ierminaticn decision is *veriurnei. tha icuri siiail reiurn sevent-v-five {$75.00:cioliars cf
tire oiigina! filing fbe io ih+ appef iafit. a*d ihe matter shali be returned tc tire thtei
Arir-ninistrative Officsr, ."-rith rec+mmeniiaticns. ic implemeni an appropriate
redressriesolution. Should the Court fail tc find fauk .,aiith the Administiaticn's criginal
te:-minaticn de+isicn. horvever. trre eniire fiiins fbe shali be fcifbit tc the C+uri.

521.2 {ithe Fort Belknap ilommuait}, Coufi reccmmends pa-ymenr of funds b3.' Tribal
Adininistraticn to aciciress arl appeal an.iounts award** in e.rcess of 5300.00 can oni.,' fu3

granteci'bv apprcval of :h-. F?,tC. Amounts up t* $3C0.0S ie sattlemeni of a. iiispute cnce
heard" can be approved b-l' ihe E>,;ec*live Cfficers of the FBCC, pro.;ided fund-n are
avarlable Ever=y effort shai! be made by the FBCC io honor ar arpellai* decisicn.
i{c-wever" if the FBCC frlCs that there is ala*- of fi;rds ta payfoi a. rvrcnglui terrninatioc
a*'ard" such conciusicn sirali be final and binding upon all parties. In anv case. e rscord
slrail be inade clail decisions. and the appellant infcrmed thereof

521.3 The FBCC" in *stabiisiiing tiris proceduie, is delegating auti:orit,v tc provids a

means for reviev.i. It is intended as a limited Celegation of authcrit,v to aila.".,'-for aitmt-,ed
roviern' ta berrefit empioyees. balancing the rastricieci resources cf the FBCil -tEth the
desire ttr provide individuals v.iith e rne&fis tc: ha...,e their concerns aboui terminatiorr
actions rgviev"ecl-

SECTE*I{ 6{}S : Ei14FL*"VEF. EgtrlEFgTS



600 Fenefits

Folicy Statement

600 i The FBCC wiii provide er:rplcyees''nith approprizte persoilal securiiy benefits as

part oitheir emplovment. Such benefits u'i1i be expiained in beneirt bookiets lcurrentll'
vndet deveiopmeni in consuliation ra'ith tribal attorney. The iesponsibilitl'for preparaticn
and issuance of suci'i bookiats ts delegxed tc ihe Personnel Gffice

Procedur+s

Reviev,'and Issuange of Booklets

6AA.2It is the responsibiiit,o of the Peiscnnei Officei ic ffie ti:at bene{it booklets are

reviewed b1' lega1 ccunsel prioi to issuaace tc ansure ihat nothins therein vioiates ia'ia, or
e>iposes the FBCC to unilecessary litigation.

500 3 Benefit bcoklets shal1 cieatlt' sLate that

*lFi'here a iormal benefit plari is inr,'ci..,ed ias in the c.ase oithe emolo,voe IR.A
Fian), ihe iiescriptions rrithin ihis maaual are ju.st summaries and. in the event of a
ccnflict'oetw'een anything in this rnanual and the cffrciai plan documents. the pian

documents wili be r-rseC

*The FBCC reserves the right t.; moCif! cr discontinue anlr af the benefits iunles."
prohibited {ioin dcing sc b;. isra'). In tiie =v*nt that abereii is added or wiiii<iia'*a.
empio-vees wili be n+tiiied tircugh -writren ccriespondsflce -

*The bocklei is iniended oni-r, tc summarize rights and benefits uncer the FBCC's
prcgrams anC it is not intenderi ic be used as a guarentee or ccntra':t of
emplovment.

60A.4 Normally^ boci.Jets are provided t* ei',rpla,vees at their firsr da-" orientationihire.
Howeizei, bootrCsts ma.; aisc be given tc prcspectirie can{iidateg iE crCer to encolrrage tlreni
i+ join the mauagernent cr staffof the FBCC.

Benefit Sumrnan

500 5 in order ro assisi empioyees in understan<iing the benefit pa;i';age rvhich is
avallable ro them, the F*rsonnel Olfice v,'ili. as part of the b*cklet package provided to
empioyees , include a Summary of Benefits lcurr*ntly being de''/eiopedl zs part of th*"
package.

610. l&'ork and Hoiidav Scheduies

Folicy Statement



6i0 1 The Personnel Offrce is responsible for advising all department ciirectors and
employ:ees as to the FECC's estabiished policies u'ith respect to working hours. coffee
breaks^ rest periods, rracations and holidays.

Procedures:

Hoiidal,.rs

51C.2 All permanent and probationarv empio-vees are eligible for paiC hoiiCays.
Temporary and tontrzatual: ampis-yees are nai eiigibie for paid holidays.

51* 3 The FBCC shall recognize the follar.ving as paid holiria=.rs:
A. Fiera'Year's fiay".. . . .January 1

B. Fresident's Day. .. .Third Moniiay iri Februar,/
C. Ivlemoriai Day. Last Flonday in ida-v
* Independence Day.. .. .Iuiy 4
E. Labor Da,v.. . .,First Monday in Secrternber
F FJative Arnerican'ilay.
G !'eteian's Day. ..Ncveffiber I 1

H. Thanksgiving. . .Fourth Thursda,v in i,iorrember
I. Christmas Dav. ..December 25

6lC.4 In aiidition. an1- day ri*signated as a hciida-.r, by acticr of the FBCC or the Fresident
of the FBCC sirall be cbserved.

61* 5 Holidays failing on Saturday will be cbser,,-ed on the precedine Frida.,. ancj hoii<ia-,;s
fali on a- Sunda,v vrili be obsei..'ed on the icil+-*ring li{cnria-v

'-qi} 6If a hciiday'occurs rvhen an eli-sibie emplo,vee is oc arprovec leave cf absence. the
absence -'arili not be charged against t'heir aicil-leC, anrnal or sick lee,ve hcurs

e1'C 7'.Fion-exenrpt" emplovee-e who are required tc work on a paid hcli,Jay vrill be
c.ompensated fcr anir ii6il4utus r,varked.

h4 ethocl cf Communication

6i 0'B ?he Fersonnel Cffice v,,iil determine the best media foi: ccmmunicating information
tc emplo-'rees regarding irreguiar work and holida_ir schedules, i e.. booklets. kemoranda.
pcsteci anncun+ements on bulletin boards and so fonh.

Changes tc Officiai Schedules

61A-9 Vihen work scheduies drctzte changes tc such hours, as ffiay be the case ino. olving
shi{t work, unscheduled ov-ertime and the iike" department 4,iracrors have the mthortty to
adjust scheduies to fit these needs. When a d+vratiot',is required for anextended time. the
departrnert director shaii bring this i* the afierrtion of the Fersonnel Of=ricer. Ncthing



hereirr is iniended T.c create a change in the ncrmal arncuni of time upon which emplovees
are paiC for each week cf ',',crk. The rryork schedule for all full-time employees is based

upcn a fcity {4Ai hour work ''ryeek.

Overtime Work

511 .0 Ail "non-exempt" emplo-vees whc perform in excess of forry'- {40; hours per vreek

shall receive compensatory tiire ir the amount of one and one-half i1-112; times the
addrtto*al hours required for such work All ovetime srork musi be apwaved-b1' the
empio1,eg's supervisor beforehand and the emplo,vee's use of accrued compensatcry time
must iikeir,'ise be approved in advance. Compensatory rime must-be used within 3C davs

of its acquisition or be fcrieited.

Bulietin Board histices

5i1.1 When notices regarding of{rciai FBCC personnei policy are placed on tribal
bulletin boards. these in'iil be signed b.v the Fersonnel {}fficer, whc is responsibie for
ensuring that such nctices are consister*.wttb, the FBCC's personnel oolicies stated irr this
rnanual

5i1.2 Empioyees maJv use FBCC bulietin boards for personai notices. sucl: as the sale cf
autonrobiles. merchandise and so on. However, messages mav ncl be pcsted 'withsur the
plicr apprcval of the Fersonriel Cfflrse Emplo;i,ees are ic requesf such approvai and, if
authartzed. wili post their notices ra,:ith a p*sling and reeroval dare shoi.'ring. in crdei tc
provicie ali empio,vees -with access tc bulletin bcards, empl*,"*ee noiicos ma,v not iemain
on builetin boards foi more than t=,a* ',neek:s. The FBCC ressrl'es rhe right ic ri*termirre
whici: noiic*s fftzy ar ma,v noi be posted.

Physicai Fitness Incentive

511.3 As an aCministrative incentive towards heaithl,' lifestyies, empio-vees desiring to
gliertise during their ncon lunch hour are authcrized to ieave fif,eerr i15)minutees piior to
tire nocn hcur anC rcturfr fifteen ii5i minutes iate prcr:ided the'.; noti+.their suCIervisors
of such intent and infarm them of the lacation w-here the_",' iniend tc exeroise. Abuse of
this privilege nlay result in its revocatian andlar discipiinary actiori at the discretion of
the supervisor.

620. Ref?ashmentBreaks

Poiic.-,, Statement



62C 1 The time alioweii for breaks for refreshments anci resi is authorized and paid for by
the FBilC. As suirh, empiolr'ees snould recognize thai ihese fepresent a pri..'ilege and

shouid noi be abused.

Piccedures

Time

6?*.2 Two breaks cf fifteen ii5l min'st+s each are al,'to-wed for refreshnrenis. These
breaks areta be taken once during the iirst foui hours of -w'ork, and once dudng the iast
iour hours. The exaci time for eacb deTsa:tmani wiI be determinedby the riepanment
directcr and ali subcrdinates wili be n*it{rc!,.

Guideiines For Supervisoi

62r.3 In deiermining the break proceciures for ttieir slrboriinates, depariment directors
shouid keep the iolio:r''ing guideiines in mini.

A. Time irmits shouid be cleari.,, speiied out and observed. l,Viiile the FtsCC
intends tc be as flexible as possible, rf an emplc;vee habituall-v abuses the scheduie.
riiscipiinar-r aciii:n. including repnr,:and and. if fi€cesszi-i;. terrninati+ri of emc'io-yment
ma;,, be ordered.

B. Supei-viscrs r,-rili be held respcnsibie for abu-se cf breek time i-r-,.theii
su.boriiinates

C. Break timz mav r:e nrovideil ior refreshrfieflts andlor resi- depending upon
1.",p* oi pcsiti*n and th= natriie of wlri<.

* Ereal;s shouid be scheduled s* thai n*t all en:pic;rees are gcrre ar ihe same
time. Tliis rvil1 aid in ensuiing that phcnes -vrrili be *cvered

F l,F'lhere appraptiate. break times ma.v be rctaiec. sc tlia.t no singie grsups
retains an unfair adval;r:.zge ragarding seheduje

F Tc th* ma;<imum extent practic.ai. breaks shouic be scheduled at midpoints,
raiiier than at the beginning or eni of ihe .ry,:rk dal'

G Ccffee pcrs. if allov;ed in u,sir areas. ffiust be carei ior sc that the_v cic not
become safat.u or fire 'hzzards. 

Fiot plates are rirot allcvEed.

63C. Annuai Leave

Poiic-v Stat+ment:

630 'i Ali iull-time employees are eligtbls fcr paid annuail+ave after cornpleting tiisir

an err'p|aliee.s heahh and,'weli-beirrg. For this reascn, the FBCC w'il1 not apprave
retliiests f*{ extral pay iri iieu of annu al leave tirne,. k-s a, F;rther incentive to pr*mote thc,
use of'annual ieave time. carr.vcver tttns, will not be all*v.ted f s.7cn{i ofte yeeT a*"er the
year earne1,



Proceciures

S up eniisc t-]' P'esp cn sib i I ii:r'

630.3 All permanent empioyees accrue earnecl anni-ral lear;e siai"ting i'u'ith their hire date.

Dr-rring ihe first tiuee months of emplovment while an empio..vee is ott probationarir

status, no paici annuai ieave is available for use. however, earned accrued annual leave

r,vil1 be creciitecl io the empicyee's acccunt

630 4 Annuai leave accrual rates for emplovees dr-rring the first three i31 liears of tt::-i:.. O"3 = b
are caicuiateci cnthe basis of nineieen and one-half days {155 hcursi for each lrear of tr-rll-
iime service. Eacit eighti: (8Ci hoLrrs that the empio;ree wcrks earns its fuctuai share of the $- [O= ?
annuai amount. equivalept to six {6) hours per full-time pa-v perioci. Ernpioyees ,;vith ffiote . ^ n - O
than three i3);vears but less ihan ten (10).,'s3pt of fuii-time sertiice'earn annual leave at ttl't - t

ihe annual rate olilventli-sit cia;vs {2CB hours; for +ach vear. equir,'aient to eight {8) hours
per fuil-time pa;,, period Fmplo,vee .,vith ren { I 0) or more -vears of full+ime service eain

annual leave at the rite of t-weni,v-nrne and one-quar-ter da,v {234i per veai. equirialent to
rrine i9; hours per'full-time pal'period. Permanent pafi-tims emplovees accrlle annual

iea.le as above for each eight iB; hours rvcriieci resuiting in pro-rated acciual

630 -5 Forlire purposes of assr-ening einplo.ieestheli antruai leave aecrual rate. sen'ice
with tlie FBCC need not 

-be 
continuous. For exampie. an empio--,'ee with 1'svs -.ieff.ts service

in one ilrograln- icilo'ried b-r. tirreevears unempio-vment, ioiio'';veo b,v one year's sett,ice
ir.i a second prcqraln is eligibie io accrue eight i8,i hours pef pa.,i period.

Ssheduies anci Confl icts

630.b Ali annr-ral leave rime must be approved bv the empiovee's supervisor. V/hiie ihe
FBCi 'uriill tr-,' to accommodat* emplovee sciredr-ries, it should be r.rnder-stooci that tire
needs cf rire FBCC ilust iake prioritv over anv reguest Requests fcr annr-ral leave ictaiing
rwc {2iCa.,,s orfbrver mLlsr be submitted at least one i 1; da;r in advance, while
requests tctaiing mcle than two i2) davs must be subrnitted at least five working davs in
advanse,

fiA.7 In the event that r\ io of more emplcyees irt the same prograrn reqllest the same

annual leave daies. anci tlie needs olthe FBCC are such that multiple absencee cannot be

aplroveci, sr-ipervisors have the authoriri' to cietermine the crdelof priority tbr annuai
ltav* This ma.i be based upon senicrity or whoever has reguested the ciate first.
Emplo'lees 'arhc have coirflicting scireciules are expecteci to try'to work out a comprcmtse
before asl<ing tlieir super.;isor ior a n-r1ing. Since employees. must take annliai ie.ave

'witliin a fi.xed peliod, supen,isors must gi--re prioritv tc a request made.by,'anir emplo_riee

r'lho othei-'"vise stancis to lcse unused annuai learie in advance of all other considerations

Loss cf Benefrt



5'i0 8 Ail employees rnust take their earned annuai lea-r'e time not laier than one year
after it is earneC LinuseC annual ieave time remaining be-vond tirai time pericd ca-nnot be
ciaimed and ';.ri11 be fcrfeired. Thus, the mosi unusecl ann*a1leave any empioyee rnay
ac*flre is equal tc the number of hours ailotted that employee a.nnual\' {i.e.,I55 hcuis.
208 hours ar 234 hoursi in erceptional cases whea an emplovee delers annual ieave
'because 

the FtsCC has requested that the emplo1..,ee ria sc. the empiovee i,vrll not icse the
days earned and ma5,- take them zt alater daie

Terffiinaiion

5?,C.9 ?rcgrarn br-iclgets aliori.,ing, empioyees vvill b'e pai.i for ali earned. unused anrcsal
ieave, pro.rided thai tirc], have resigned uader satisfactory conditions. or have been
lerminatecl for tire reesons other than cause. Ani; e1ep1"-vee ierminated for cause

imisconduct" inciuding theft., xc.) fcrfbits all unused anrsla'i igave.

540. StcldLeav'e

Foliel,' Statement

64C.1 As protection fcr empio;rees, ihe FBCa provides pernianent employees ',uith e paid
sick leave plan thai prcvides ccntinuing income durine pericds of iliness. The benefits
associated with this plan are tied tc iengih of empio'vmenl. ,+.11 permansnt empic';ees
{bcth fi;ll-time and part-time} are c*verad b;r'the FEilC's sirk ieave pian.

Fracedures

Sick i-eavs Plari De.iails

54d 2 Siclr leav* is avaiiable tc al1 permanent emtr'lo'-vees when the.r, are r,rnabls ic -i'yoLi<

due to iliness or- injur-y ttrl. 1*arre begins tc accumul at* th'.- firsi monti: on ihe jab tr acir
permanei:.z smpio:ree acsumuiates four {4i hours of paic sicii lea.,.e for eaci: eighty i8O7
hours that the ernploy*-,"orils fulj time. up tc a maximilcn *f i.++C hsurs i ieg d.a:.tsS.

F'n-"' sicli ieave eaineci in excess cf this ainsunt.riiil be forieit*d. Sick leave is avaiiabie
cniy for the trurposes staied. Emplovees ma,v not convefi sic.k leavs to aci, t;1rpe of
pa-vment rii-iring or upon completion of employment.

54$ 3 The FBCC has the right t* require medica; and other ropcris v.4ie* ac en'iplovee is
orr sicis lear,:e. Generalil,-. it is nat expectec that su+h inforniation wili be recluested unless
an emp'trsvee's iliness extends be}tond one vieek Faiiure to requesi such information shaii
nsi lre *onsiderzd as a -*iai-,,'er o{ the FBCC's riglit tc dc sc. 1{ art emplo-.lee fails tc su.bmit
requested medrc,ai verification. or if the FBCC fbels tha: the iriformatiori supplied cioes
not jusii$' absence fo,* iliness or injury- ihe requesi foi siclr l*a,ve rnay be denied anCr ttrc
emplc'Jee ma-v be requiied tc use vacatiari time or take unpa:id l*ave. Any trlbal emplc'yee
ra'iih nrinor chiidren mav take sick lsave of hislher- chiid is i11^ piovided that helshe ha.s

the a.vailable sick leave hcurs ani piovi ded that when bcth parent?i are tiibal 
"ffrpioyees,only one'vtill tak* ad\iafltag. of this procedure.



}

64C.4If an emplc-vee dces not have sufficient earned sicl.: ieav= availabie. then the
emol+yee wiii not be paici for iime iost ficm worii Florver.er, supei*visors mar'- whetr tle-r'
believe ihat +ircumstances justifi+d, auth*rize addrti*nal pa.id sick time. advenced frorn
furtirer eained sick leave, up to five {5i Cays, v.rithout further apprcva| andup tc total of
ten i101 da;'s ogrt*tt ieave to an emplcyee- with the approval of the ciepartment director
and the Peisonal Offrcer.

Superv i sar.v Resp onsibi iit:,/

64C.5 Superv'isors are iesrollsibie ior seeins tha; all sici,: ieave is rrop*ri3, reccrded on
empio.vee tims sheeis. Super u-isors are aisc responsible for seeing that empi,ayees
uncierstanii that iithe-v are unsure about an-v cf the palicies. prcerCures, or reqi-iirements
concerning the sick leave pia*, the.v sirould ask the suilen'isor ci icpreseffi ar-ives of the
Personal Office about these

64A.6 If the naturs cf the emplovee iilness is seiioris. air,.f appears tc be of a p*teniiai
long-tenli natu.re. the super.risor should ncti$..'the depaitmani diisctor andtne Fersonal
Clffice. Supen iscrs wiil consider the need for emoloyee repiacement with t+mporarv
perscnnel, sending floweis andlar c,ando, and visi:s by co-wc:k=r: Tne exteni tc wirich
these slements ma-y be ini'oi.;ed are ieoendent upon the emplc_vee's len*qth ciser',.ice-
pcsition" and sc on.

64'n.7 Abuss of sick ieave is poten:ial problem for ant,r:rga*izati*n. Suireriiscrs shcuid
be ara,are *f the indicaiors of such abuse The,v inciucie

"continuei" patterns cf use of availabie time ra.,henever sick iai,'s. are earneii

"repeated requests to dra'uv upcn acivance sich ieai,.'e .

*repeaied failure ,:f the empio'-vee tc terscnalil :,ali ir iarhen unable ic shc=+: up
iaigfli.

* disproporticnate amollnt of sicls da11s on F;fonda;rs. Frida-vs oi ti^r* da,vs befor-e

or after a hoiiday.

540.8 If a supervisci suspects that an empioy-ee i.* abusing tlie sick leave polic-y. he or
she v.'iii take discipiinary action This requiree do+umenttngth* file*s .'rith respeci tc what
specific a*ttsns have ied the superr,isor tc question tlie empioyee's actions, r*eeiing v,'ith
the emplo";lee i* determine if there arc er,plana/Lions. and. lf necessa:-r*- providing
counseiing if ihe situa:i*n still continues ihen fornal acti+n, inciuding notic* thar
diszrpltri*r-'1i action. such as suspension, leave r^.'ithout pa:i si t*rmiriatisn of err,Aloyinet;1;-,
n"'ay Yse take*. Farmal steps require th*. superviscrs notifli the Personnei *i{1c+ cf the
situation and work wrth that depaitment to snsur€ that consisi"rn ti?&Tnen1 b-r' the FECC
is being appiied.



64,i 9 In ilie event tlial an emplo','ee does rta't'na'.ie sufficient earttel sick time to covei
an iilness and is nct eligible for ad.,'anced sici< iaav* pavriieilt. ihr supei-viscr r,r'ill nctif,,
ths accounting depanment sc that the proper ded-urcrio* ie ma.ie fkim anv pa5,'chech irr
the frsi rveek of unpatd at-$211te. Shculd, afr-*: 'xt 

-rveek the empicvee stiii be a-i:seiri

from the job. the supren isoi- must place the emplc-,'€e on "inactive" status {teave af
absence w'ithout pa.y\. notifvin-a the personeei atic pa4lra\i grciups. This action shcuid aiso
be-brought tc the atientiori of the supervisoi's departtnent direciol The "inactive Staius
Merr,orandum" shc14'n ii: Appendix I{ shoriid be used for this puiircse

550 Learres of Absence

Fciicv Siatement.

65A i The FBCC Fciic;' regarding leaves of absenc.e encor$F?"sses both v;=t;tnivr": artd
it:vcluntar-,,conditions. as well as ieaves r,,,:iih anci. v.,:ithcut pa.;' 4.li decisions rnaie b-r'the
FBCC with respeci t* ieai.'es of absence are acne at the scie ciiscrerion of the FBaC.

Prccedures

!'clunta{.: I-eave -- F-.erluesis

65*.2 Ani,' emplo--vee iiesiring ieave apatifrsfi *r in e.<cess ci th*if a::.trt*{, asn*ai ci sicli
iea;e, 

"o-rth 
cr raithaut pali. must reiluesi the same. in wriiiag. ircm iheir suoervisor

Freguests should be macie',vell ia advance oithe datttF,*. the elcplc..uae-*auid 1i1ic tc
leave. Requests should specift,the stari anI. reatrri datez. and riescri-be iire ieason tlie
empio.,'e€ has far makirrg the requesr

55C.3 Lear'es oiabs*nce witli na,v aret-vpical'i-; granied fbr eiiipio-r'ee -presence rcquiiecl
b',' a ccurt cilaw cr lrief miiitary obii-eati*ns ri*i in e;',cess cifourieeri ii4'; salz*dat
dzris Leaves cf abs+nce uritircui pa:\: are t;1'picail:' graaie* noi in ?.r<cess of rhirty* i30i
calerrdar days fcr paiental isco.;c-v' a*d iane *ia n=ru.'boiit. picl+ngec iliriess iri excsss
cf an ernplcyee's aesr*ed sick ieave- and o+sasicnali.,'.;eduoational leave for Lip to one
csurse of instruction per quarter (gen*rally'" a ferr.' hcurs per iveel:i Each request will ba
'c*nsidered Gn an individual basis.

63C.4 The FBCC vrili consiiier *mplcvee requests it:r ie.are ci absence baseC utoc iis
neecs. An,v empio,liee iequesiing and receiving ari apprcveC leave af abzenoe rhouid
recognize that u,'hile the FBC{ l"rill mai<e everii *iempt t* pla+e the emplc=1, e,e bacr:_ ic th*
;sceitttn.r"'hich he or she ieft. ac -q,uarantee c*i 3e nade tnxthe empio-i,re will be able rc
{?ssine that *r uty ather position. since siafiing leveis are based up+n i_rrogran.i neeis

Voiirnta;":,; Leave -- Speciai C.rnditiolis

65{:.5 If apprcved.l?&-,/?s cf abserct are grafi.ed withoi;i paj* ur tnsurz:{tc? and ctirer
empl+-i,eebeneftts- uniess stecifi.catly staLed other*iise. Emplov+* sha\jidund+rsT.an:t
th;.i-" they are responsibie for arranglng ar\y cDv*rage fcr t&suTvrid: thev may requiie on

oi .. - ^ ,-,. ii.-]r 
'- I '-ii--' 

v-'
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iheii c-i^rn. Apprai,ed requesis u,iii rrct rcsuii in any'' lass of seniorit-i' 1! ar: empio;;ee fails

to retui-n on the dare specified, tlie eraplcvee's position r,i'iii be considered tc iiave beeu

vsluniaril-v terpninated During per-icids cl approi'*d abserice, empia,veee ma,v lct ti\Eage

ia activitie,s which represent a conf;i,Ji. of inierest

Yoiuntarr; Leave-- Suoer-viscr Actions

55C.5 Upcn receipt cf requests fcr leav-". sup+rr.'isois shali indieate '*hether or not rheY

ccniui v.iitl-i:he i-equasi an(t icrvt;ard ifre :equesi ic tire d*penme'*t direetcr foi appr+va1 cr
disappic.,,al. TLre iiecisicn -',+'ili be rcutzd back- ihr*,rgh tite supervisor tc the ernplo-1e=

F,equests for iear,res Ji absence ic excess sifou-neen {.i4i caiendai' 4,aris itius: be presenied

beiorr, tire Chief Administrativs Cifi;er lor firra.i dis-rcsiticn.

inr,'ciunta:-v Lea'ie

65C"7 Invoiu.ntary l,-a-ve ai absenie of an ernplc,vee is nseC b;i'the FtsCi '"r,heriever tlie
FECC fbeis ir is irr its besr interest: tc dc so. Sr"tch leaves are unpard anc -,wtthcur beneiiis
and nra-v' resuli in loss cf senioriti'. ?ire..,' are frequenri_v used in connecii+n v.'itir

dtsaipii*ary irroeedures anc ma,v onl=,' l',* accompiishei ='r'ith the apprcvai cideitacrceet
directcrs. ihe Fersonnel Office. and the Chlei Administrative O{Iicer

Reiisious Leavz

55C.8 Einplct'ee-c are authoiizedtv+enli-f+ix t;241hcur.s lea-r,e per fiseai -veai fci
religicus reassns ie,g.. cartiripation in Sundanees. Fiigrimages. etc.). hp.pii*mi+ri ar'd
aptrt','a! of reiigious ieave is subjecr. tc ihe sari? prcasiures gcvernirr-e appiicziilri zrtd

appravaj cf annual leave reiiuests isee Pclic.,, idc 6-:0.6i abuse oitiiis triiviieg"o ma','

resuit iii its revccutsr: ardlr,tr iiiscipiinari, acii+11 at-tht disareticn aithe supeivisor
SECTE*F{ 7$#; FAYRCTF,8,,4 hIE'} FF]{Ifl}RT}G

F'liic.-v Sta:eineni

73* i ,4ccr.]rateprepa{*tcri oihi-r,veel;.i-r'iime sheeis arid time caiCs ioi-reccriiriE iaboi
is of ths utmosi imporlance These iin:e cards and iime sheets are used t+ record cos:s
against specific pfigra.ti:i buiige:s and tc rcr:*tdtirfleiak;en fcr rliness- hciicia-,,s. annuai
lszva and so icrth

Proceriures

7CC 2 Superi isors -wt11t *r*vtds thei; sub+rdinare-c -1.r'ith the woTs*'titne siieet ia*ntif .1irt-z

in{r.,rrr'aitan ior their ptargrart'n and ensure thai ali ltrie *ards and iime sheets z";e fiied
appropne*"el=i

70*.3 Tne recar{'irrg cii:ouislncrL;ed is ti -l-re 
u't mk. Entdes are tc be \{\&de oTti-,'b.: t"he

enrplcyee" fiev?t b1, secr^Jzti+s. supelvisorc, or cther persons, unless the emni*T*-q, ts

700 Time Sheets and Cards



absenl dr"ie t* reasons suci: as sickiress, leave. anci sc on. Incorrec;i entries musi be crossed
cut anC re-srltefe.C rn ink anci ilitialed bi' the emoicvee and the s'.ir,en isor

70C.1 Correctioirs on tilire eards are t-ab*rc'zde t* izzl'; iJr crcssing oui tile incorrect daia
anri re-entering the correc.i data. ?he incoirect entry mu,st remai* iegibie and nrusl ftol he

ohiiterufeci. Erases oi'-uvhite-outs" ai-e noi permitted. Coirections must be initialed in ink
by ihe emplcvee and the employee's supen-isor D"; irot <iesiroy cards which canrot b*
corected. R-eturc th* c,ard anii secuie aroplacemerrt.

744.5 Sub*iissioir oiiiin= sheets air<i iime ca:s ai**g v.,ith the B-prrcpitail- empic..',ss sn4
supei-visor signaiures reriifles tha: entries ai? zqc;.rate and ret:tesent actuai line rvorked.

70A.6 -luper-r'is*rs -*:il1 advise emplo;,'ees oliine card submittal sc.heduies and are
responsible for ensuring thai iime sarCs are fcrwarciedta *a.yrail peiscnnei cn a timei,-v

basis.

7 

" 

A . P a:ir *11, Cbtanp Resor{is

Fc1ic.-:' Staiement.

7 lC 1 It- is vital that ihe accouuring department be kept advisei a,q to ihe pioper status cf
empic=lees. Supervis+rs are r*spcnsible far sa+ing thr"i pa-;r'rol1 change iecoids are usec rc
natifu iire Accounting Delartmenr sf changss io th+ status oitheir assrened em-*i+-,,*ees.

PrcseCures.

7It.2 E''hene.;er arj eff\-liav?€',s pa.v sra-rus ciranges iiue tc ieasor: citransfsi. cirange ia
saiary. prcmorion- Cemotion. reciassificatior:. leave of absenee *r termlnation^ a "Pavrcii
{r,ang*"'nciics a*n shcr,r:n ic api:endi:: I -w:iil be orapared

7IA3 The super"isoi- apcrc-..irrg the change is iespcnsible for the tjffiei-,'processing oitire
ciiange r* the accountirtg ciepannieni. sc thai ali payrali recciiis car refl*ci cuir*ni anci
c*ftect daia.

71*.4 in the evsnt arr empicrree is averpard frr arlv reasc'r,. cverpa:.1inents'r;iii b*
deducted" fiom ftiture paychecks Terminaticn of emploi/ment does not relieve an-'i

empic.lee fcrm amounis owed the FBCC.

7lir 5 v'iheri ls"cntsfer''t* a*ather depar-imeni is involved, the supervisor sf the ne-,r.,

depanmeni is respcnsible foi thz a.ppravaii zric prccessiltg sf all parerwori:i.

720. illage Assignmsnis { Garnishmenis }

Folilv Starement

7?A i Emplsi;ees ars ?,np?$."d tc handle their pers*nal{rnz*tes withcrit iir'iclving iir*
FE{.C tn the iegal proce rJure o{ v,tage garnishm eris. v-lhtch is ccsti-}. ici- the ?Et{- a'*d



ftai.aiso affbcr ill+*rgefiiz,aticn's pubiic iinage. Ali legi:iin:.r.ewagt garnishi-+ents
rece:ed. b;; the he FBCC against one *f iis empioyees, even if settlec prioi t* 'o:ny pavrall
iie{iuctions. p.'111 

-he formali;" discr-rsse,i vritii tiie emplcvee anc" rerorded in ihe peiscnnel
fclder. F.epeated prabi=ms fila'y isru1t ir; dircipiiiiary ai:"ion beirig ra1',ea

Procedures

Creditor Le*ers

72C.2 iiihe FBi.- receires a iett+r frorr' a creditcr iegarciing assistanle ir: cieb: cclleetion
againsr an empicye*, tlze FB{C tu.'iil nci rtsporti ii; sesci: c i,rtter, n,:r shali ii be retained
in the personne! folder. FlcR'rver. the FBCC -v".'i11" thrci-rgh rhe empiclise's supervisor.
notii,,tire enrpicyse that suiii a ietter has geanrz:+ived. and advise the empic-v.e as to
iiie aciions thai wili b+ tal;er:. sircu.li an appr*prtate ieEai garirishment be fiiea.

Garnisiiment:

72{-).3 Upcn receipt .;iganis}rnient oi anl'iorm af iega" documeirr sen'ed i-ipan the
FB':C =wiiiri: requires thai the FEaC o?c*m+ iiable fci pavmeni ci pen *r ali af an
erttiavee's 1a1age. T.c z ccuf- ti cau:,petenr juris<iicticn or cthei auihonzed.lzgtl bod-_v. the
Aecounting Cepart:nenr =*.:ili i:e nctifiei. imrirediarei 3---'*.ti*,h i*s:rucricns tr: r*'ithhcirj the
ilgcessarlj' amounts fior:: the emplo:vee 's Be"'tcb+ck

72A.4 Emtic=u,ees 'arii be oiven cppoi-iunir;"' tc pr,^seni eviciense of an eir+r as i* ihe
vaiidit-l: of tne garnishriieni if tira: is ihe case anlt- i{ pi'cven vaiid. an}, aciicn reccrdec tr:'

the personirei iciiier -,v'iii be r+rnoved.

Empia:.iee ldctice

72C.5 Super.riscis aj-e ic irrfoim emplo-vees leqa:dine an:v adverse credit aeti::r; iak+n.
witli silong ?fii'J*iag+T{leni that the enpia-ve+ seek c,Jlrsllfllei ci-edit assistanee t* aid in
the resoiuticn cihis cr iref fr,na;*iai prr.bleins. The disiussi.;ns i'uiii; tire empic;,ee wiil be
tormaliv recolged b]''the sutei-visci ani signed 

'b-r'ihe 
eurplc-_vse. ;jse"Em;stcliee

i'iotificatiot P.-coor;.i" in Appendix i4 fcr this pr-irllse. -tuiatters concerrring v,.age

garnisirn:ent shali be treated a.. cccfiiieinrai an{, ali disaussiarrs aip- ti: be heid in stricr
canliCence

73 0. Empicyee Fieccrd: P-,eteniion

Polic;' Statemeni

730.'i Ei::ipio-1es F;.sccrils shail b* ret,aintd so tha-r the';, are a::e.11,abie io;- 'ise C'tring and
after *mpi:syrnen-, ai iftet: be r*qi;ired b'; lavr. ieguiation. rnsu;aner prlJgTaffis and simriar
enttties

Yroced=tres



Department F-:.esponsib ilit ie s

i3fr.2 Ehe Fersonnel Cificer nas cverall respcnsibiiitli for cieveiapment znii maintaining
cf empicvee reccrds rereniion prcceCures. These procedures must recognize legal
requirements as rr,'eil as the surrent and future rettievai needs v,rhich the FECC ma-v have

for empio--.,'ee relaied recorris.

73C 3 I,,perft&r\?ri emplo;ree recori fokirr foi eacii empiovee iriiii be establisiied r.vithir:

the Persomei Office arthe tin're of hire cf ari *molsr;ee. This record foidei r,vili include
the initial applieattans. inter-i,ia"+; recorcis" ieference checks. .wage ar,ld saiarv forns. as

weii ar ali perf*rmance records and related daia during the period oirmpio-f i-iieni ihrough
rc retirement or terniiaaiicr: of employii-tent The permanent foiiler remains in ihe
Fsrsonirei Office.

7-30.4 A "Checklist of Ferscni-rei Records" mavbe te{xenced in Append.ix iii. This list
contains the t.";pes of personirel recoids which are requirec b-v the FBCC a*d their periods
ciretention. The Fers*nnei Cfficer wiil periodicall"i revie-w requiiements in this area airci

mal;e any revisions rn'hich are nececsary.

Emplo.v ee Fiesp onsi-bi litie s
TA.5 Emplo.,,ees ar€ rssllcnsibls for reparting ne$"i ci- aciditicnai perscnai in{brmation cf
iat*rest rc the FBCC ic theil' supen'isors S-speffiscrs reeeivirrg such informatiorr fcrm
empiovees shali rcuie the infcr:naiion tc the Pers*nrrei Off,ce fci inciusion in ihe

=mpityee's permanent perscnnel fcicier. iniormation cf interest tc t-he FBCC inciuries the
ibli*-willg:

A. Lega! name F. $river's i-l+ense siaiu.c {if reieva:rtl
ts l.'la:it cf kin G. E;-empricns of 1E-4 foirn
C Hcme acidress H. Change cibeneficiary,
?. t"/trarrtai statiis i. Flome leiepirone nurnber
E. i.riiiitar-v status i. J{rirnber of riependents

7-3C.5 Since theFB{J1 refbrs io air empio.'Iee's perscnnei fclciar -uvtre* n-iaking ci.ecisioni
in connectiafi"o.,:tihprornorions. transfers. iayoffs and recalis, it is to an emplcyee 'g

benefit ici ensure ihat liis oi iler personnel folder inciuiie*" informatioc ab*r:t campletion
oie<iucational cr trainingccurses. outsicle civic activiries and area-q of inierest or skilithat
ma-y nct bepzn of an employee's ourr?nt position

Disposal of Perfiianeni Faieiers

73{i 7 *nee an amplc-vee l*,aves the FECC. the pernanent ernpia-'.".'z* recards iclciei- u'iii
ber*m*ved iran astive fjles and transierreC tctheina*tiv,=, file. Infsrmaticr* in the fiie
whick ',s rio langer r*qutred. iar en1- rsason m=.:: be disp+sed cl The bala*c*-r"iili be

reiained. by ciassif;ration. fcr the time pericid designateC for retenticr. ay the Ferscnnel
Offr+er.

i4A. F,tcess to Ferscirr*l Foiders



Fi:iici' Siatement

i4tt "t Fmplolrees are not authotzed acress io thsii Peiscniiel folder-s

Prccedures:

"i4C 2 Tiris pciicl-; applies la altr permane* personnel foiders -ia,'hich are maintained 
'by 

the
Perscirnel Sf;ice. Althr,ughthe conieriis cf the fclder !n&! nclbe sh*re'n ratte empic-r-ee,
super-viscrs are authcrized tc respond to employee iaquiries concerning vrhether a

specific item or items are t*ntai*ed in ihe fbider. Flcr,v'ever. ihe si-rpenisar shcuid not
ciis cu ss reco mrnendaiiofl s a{f e c'Ll,r'g the empl c 1.ee.

74\).3 Shouid the ernplol,ee requesi a cDF,y cf any intei-view oratherfile dccumenis
v''hicl: the emplcyee has previousl,r' signeci. it is permissibie tc give ths empicyee e cop-v.

.^f Empiolree Reiated lnf*.*ution

Fcli+ir Statement

750.', Other thal al authcrizsd Peisorurrl Cffice iepreseilrative. n* empioyee ma;;
reiease an;t informal"ian con*arning a curreni or formei emplcvee. This poiic;r is
necsssarlr to prcteci the FBi;C *om involvemeni in litigarion, A weii as tc ensilre rhe
aecuracy of the prcper release *f iniormation

Flocedures

Frshi bitei trnfg;mation

75fr.2 Anv requests. *iritten ar crai. frcm an-v source" except go-r'ernm*ntai *r iegai
repres*ntaiives having prcpe. attihortza+":tor" for ihe f*1io-rving infcrmaticn. raili not i'..re

hoaoieci
A. address F *pinion regarding jcb performance
E. home ielephone nui::rber F confirmarion of saiary
C reascn fcr termination

7 3A 3 If an ampio :i ee" sT f*rmer employee, desires tc harre srich iaformatiori ieieased,
the FBCC rryiil ric sc pravided ihat tii* empiovee has precisely desciibed r,rihai ma3, $*
released in writing ir: the FBCC. This written n*tice -wrili be mairtatnsd rl,,ill be
mair$.atned trtth* Personnel folder for cne {i} ,v*ar, after vthic,y' time the attthc,':tzaiian
musi be rene-ia'ad b;"'the empicvee if he or sire stili Cesires thw itbe isleas*d. if there is -c
erirensicn 'b'."' tire *,inp\ayz*- the reieese of infc;-maticn b-v the FBCC v",ili cease.

Routing of F'-eQuests

) 7 5C .4 All requests for inforrn attan res?,tding current cr former *mplo-vees are tc be

750



fci-,var.ied tc the Personnei rJfficer. Inquiries frorrr iending authorities, sociai securtty
forms. and simtlar types of information whisil an en:piriyee rnalj require ibr purp*ses

such as purchase of an autcmobile arid so on, should be handied expeditiousl,v, sc asnot
'r.c i€ia:", the empl*1ise's effbit.

3ec€ieim 8Sfi ; $AisceFiane{:gs FoEicv

8CC. Grie.,'ances

Foiic,"-' Sraiement

80rJ I The FBCC has estabiished a fcrmal pciica. v,.hereby any* emplsyee'ovitc beiieves

ihal he or she has been trsffi.ed uniairl-v is able tc e;<press that pcsitio{ttc ffiafiagement
viithoui fear of retaiiation for dcing so.

Proceiiures

Filing a Grievanee - Step i. Ini'bimai *iscr-issicn

gAC.2 As a- filst step" ihr FBCC uiges enpi+vees and tla*ir supen'ziscrs tr ma*t and

e:<piore misun<ierstallciings cr grtevantes This gi.ies 'both parties an opportunitv ta
i-;nderstarri each otirer's positians and advances the potential for settie*reni Experienle
has shcra,n thn tbe eatit* misuaiieistanding-" and +omplaifiis ar? addressed. the greatei
iire opponuniri: fet amitable res+iution Aarr:rC-i*gi1.,, emclo;iees aie +nct'utageit io bring
grievatces ic the aitanticn of tireir supei-',riscis withirr rwc -weei.:s ficm tiis tir*e ihe
grievances has arisen, and thz cuser-v'is3rs shouid i;-.;' t* meei lr'ith the emtic-ye€'ao later
than one week from the time the ernpioiiee has contacted the sr"rpervisor.

8Cf-l 3 iricrn:aily tlie invr:ivemear cf a re-nf?s?ntaiive fio* ihe Personnei Cffrca at ihis
siage siroriid cnly hz ,Ja*= -i'..;hel.: eiihei the amplc=-v e* cr the, supen'isor has requesteii such

invclr,enieni.

Filirrg a Grievance -- St*p 2. Forn:ai Fiiing

800.4 wiren infcimai procedur*s da noi resu-li ic resoiution of setisfaciisn, the empio.ree
is si?:iti+d tc fiie a"Gti*vance Revieu,Request" as shcra.'n in,a,ppendix 0" '"virich is tc'be
fcr,a.'arieC tc the attenti*rr cf the Perscirnei *ffirer. with a ccpy tc iire emplo'vee's
supesiscr This form shouid be flied v,.itirin on€'u"'eek following ihe supervisor's fiirai
fespoiise irr Step i

Filine c {+ric-.,qt aa -- {?ar, F arren1 F pcrrl>cseJ

8{-r+.5Wi1hin cfieweek follc-v,'ing r*ceiot of the *rnpio,vee request, t-hePers{}Trnel *f{rce
shall meei with the enpicy*,e ir-sr the puipcse c{ rev;e-wtng the rnat-ier. Uport completirsn.



as -rvel1 as ihe involved ciepartmeni directcr-and issue a rrvritien findirrg tc the emplo,vee.
signed by the Chief Adrninistrative Officer. repiesenting the administraiiorr's pcsiiicn
The Fersonnel Ofiice i-epresentaiive shouid ciake every aticrnpi to issue the finriing as

pr+rirptl-r' as pcssible, but, in no event, iater than tluee weeks fiom the time the emplovee
has met with the Personnel Office.

Fiiing a. Grievance -* Step 4. Higher Le.rel Review

80Ci 6 if an ernpicyee has tlied aiormzi revie='..i ani is stiii dissatisfied. the ernpir:';iezma-v
requesi allgher levei revie'+r This is done by fiting the same ievie.;t: requesi with the
Fers'omel Ccmfirittee. if ir seeme ne.essaiy, may maei with the employee and, iolicr,v'ing
sush meetiag. pro.iide ihe emplo;,'ee v.'ilh a respcrrse within 30 dai.'s fram receipt tf the
empioyse's request. FJternai ely, the Persannel tommittee, upon revieu,:ing the
empio'.o,sg's request, rnay chcose not to meet vrith rhe erapicl, g?. Ln rn'hich case ti?e
iiecision of the Feisannel Ofhce anC the Chief Adrninistrative Cfficer shaii stand Since
the Ferscnnei Committee is the highest authoritv in such mattrrs. either of these
respl;nses shali constitute ilre {tr,ai, verdict regaiding the empiovee's grievance

Guidelines for Supern'isor- and Reviewers

80S.7 The FE|C desires a fatr hearlng fci emolcyees and amicable resolution v/herever
possible. Ail su.per.,'is*rs and othe;: personnei -,vhc are responsibie far proviiing an
emoicyee irrith the FECC's oosiiicrr ;,r a. grievance shaii adherc tc the fslisi.,^,'irrg
guirieiines in the handiing cf an empls=rr€e rcci]est

A. Dc no-L prsjr-rdge or ctherwise iarm ac ooinicn u adriance cf the emplo'yee
presenting his gr her si4*,

E Separa;.e fasts {}cm opinions and impressions }raw upcn ieiters. re*ords
and cther vidtter: Cocumenis.

{. !*alvze and decide upcn what might be done There wili cftei: b* msr*
tha* sne

soiurion tc a g,.ievance

F Consider iith* decision is precedert setting .Are other prosrains *{ths
FBCC af{z*+d and d+es the dec.ision maire sense for them?

F. iieiivar the decisian vtoathar iavcrabie or unfavcrzbie. the tc tire
eiriployee. F.void having gc*d n*-'its and bad nera,s delivered b',. sepaiaie unit:.
such as t'mmedtate supervir;or ani oerscnnei repraseni&tlve.

F ?al\ov+up tc sae if tire dscisicnhas ti-ui--v resuited in res*luticn. Trv tc
determine if tne decrsrar: vtas rr;ad? without a fttll axernpt tc determ tn* a.i1ci the
facts invci-iad. sr r{ rfi$re analysis might be necessary. \ilatc,h for settlements
-whic,h tTlgger *ev': srievatrces. 11 is usefr;l for the future Lo lezrrt if betier vv'avs io
handletfie gtiettance couid have beec dev+ioped



80i.3 The FBCC, in establishing this proce'iure, is ciele,sating autirai-ity,ic crro'.,'ide ileans
for review. It is inten<ie4, as a limited delegation of authoritli tc allov,'for e- iimited revial4'
io benefii empioyees-baiancingtire restricted res*irrces of tire FBCC with the desir-e tc
provide indivicluals ".vith a means to have their concerns about adminrstiative riecisicns
rei'iewed.

8 i0. Seri*us En-rerqencies oi Deaths

P+iicy Statemeni:

81C 1 In the event thai a* employee cn ihe iob mr;si-be nclifiei of a serious fainil,o:
emergenci' ar death of an immedixe{arntly mefirber, it shoulc-be done in a rnanner
-v'rhish cie:nonstrates senaitivity and concern by those deiiverin-e the message

Procedures

Notification

81C.2 Super-visors shouid iry io use a- fallcw amployee t":ith r.'='sss1 the empicyee ltras

Ceveioped a clcse -'ororkiag anci personai iiienCship tc infcrin aboui serious er,rergerrcies
cl'deaths. If nc such person is availabie, ihe supervisor should asslrrne ihai respcnsibilit;v
Consideiation shouii be given tc havin-t the empic-vee diiven ra their irome or irospiral=
as ma,lbe ihe case,

SympathlCon<iaience

8iC.3 k: the evsni oirleatir of an einpiciiee oi immediate fami11' memh=i, rhe FEC| wili,
through th* Fersonnei *ffrce, wrang*, fci aa ex.pression of corrdoienc* i* tkt,family, tc
inciud*. as appfopriate. fio-i.riers of a ccntributicri rc chariil,'ia the name cithe decease{i.

Tirce'3if

8i0.4In casss *f serious eruergenc]1 cr death in an ernpiavee's immediateta.rnrlv. ihe
employee shall be gi.ren an emergens"' leave of absence viith pav not to exceei, t:nr+=* i3i
wori<ing days tc attsad tc the eflergsnc.v or f*neral cr any other arrang*ffients +onnecred
with such acti'./ities. For the p'Jrpcses of this Frocedure, "immeciiate family" is defined as
fcliavgs: spouse {t\egal or colnmon-lain',}" chifui. fratet*. grandparent. sibiing. aunt or uncle,
niece ot' nephe=;v'. first ccusin, anC any other individuai residing in the saale hccseircld as

the erylave?,.

820. Accidents and injuries

Folicy Statemeni

.,_) 82A.1 F,-egzrtllecs as tc hcw minor art acci6sil'*, or iryury nLa'! aarJear t* be all arc,ide#.s



lt .t
. t?4

Airpealing a Giievance Voraict

8C0 I A"r: employee ra'ho is dissatisfied rr.'itir ihe adn:inistralion's decrsion regz,rditg
hisliier giievance shali have the right to appeai that decision t* the Fort Belknap
Communit--v Coun fbr a de novc revieir.. thereoi under the provisions of this secticn This
right of appeai shal1 be the exclusive remeCi, available F-er.'ierl; of the nierits cf a
grievance appeai shall not be brought before the FBCC, as this process has 

"be*n 
cr*ai*d

tc full-; rc1.'ie'ra, and adj:;dica*te appeals on tlieir ineri-i.

800 9 To be +onsidered. an empio-vee -ivhc ..vishes t"o ap?eai ari adniinistrzri.it grie','ance
decisicn, must file a verified peiiticn fcr r+vie'i;.' ci a giie.iance d+-cisicrt n th* Csuri,
together with a fi1ing fbe of cne hundr*C i:S100.0t) doliars. .ryithin ten il0; vrcii<irg eia=;s

oithe date of hisiher finai aciminrstrrtive grievance r''eidict, as is set forth c* the offrciai
correspondence regarding the veriici.

801.0 In reviewing iieeisi*ns. the presiding judge shall presurne irutiall,;"" subject to
retrutial, tliat the Cecision of the Administiaticn r'.ras ccnec!, and shali no.t substitu.te ii's
findings of fact or conclus'ians af lzst for ihose alread_1", entered, iil ri,'halevsr fcr:"n. uniess
it finds that the previcus <iecision 1,vas artlitrz;-y arrd'ior capricious, eiicneolls as a matter
of 1aw, cr insupp*rtabie. basad artthe recciC This stendaid shall be applic,able ai each
ievei. ?he Fersonnei Giflie shali be responsibi,- for preseniirrg th* Tribai
Ainrinistration's response to the appeal, utiiizing the assistarrce af the Trbai 4*ttcrrre;,. as

necsssary. .F"ftei reviern ing ali matzrials rsievani io the appeai, the presiding;udge shali
iss,-ie a decision within t-hiriy {30,t ealendat 6211s after the inl"talfliing of the apt+ai

801 i Tlie Caiiri shal1 utilize its Rules +f Ci.'il Fiocedure tc govefn the lonsiCera:ioa cf
an ert-r:"a|. When reviera,.'ing an appeal, the Couft shall be pror,'rded -witll tiie i-sci''rCs

develcped at icr,vei ieveis" icgether r.riiih i,vritieii dccumentation suoplied b-,.tlie appeliant
iagether.t'itir appiicatirn inf*rmaricniemploilee recoi-ds. .A11 deeisicns sithe Court shali
'be finai, prcvicled. appeals there {iain ma;vb+ filed lvith the Appeiiatt, t'oun raritnin iirifi,i:
#Aj caien{,ar Ca-ys of a finai decision, scieiy tc reviev,'tiie merits oi an appeal if an
administrative grievance iecisian is over*;rned. the Coi;rt shall relurr: seveni5-fl.ve
i*75.?Gi doiiars of the original fiiing fae tc the appeliani. and the rr,aiter shali oe rerr-:irled
to the Chief A.dmiaistrative Cfficai'" with the recommendaiions, tc impierneai a*
epptsprlat:* reiiressiresaiution. Should the Couc fail to {lrrdia;uk:nitl.: itre
Administratiot:'s ori-ainal qrieo.'an+e deeision. iro.;uevar. the fiiing fee shail ce!*rieit, rc the
Coi-iit

8A\.2If theFort Belknap Comn:unit'-;; t,cit*.;'ecommenCspayffient cf funds \t Triaal
Adn"rinistratiori ta address ar: appeal,. amounts a.anrdr:d iii excesc oi -':A* ii{: can *r*y be
granted by appr*'ial of the FB|C. P"m*urxe up to ---30C QC in settiement cf a dispure
onceheari. can be api:roved b.-v the Ex=*utive Officers oithe FtsCil. pr*vtilec fanda w-*
avariable,. Every'efibrt shali te made y:y the- FECC tc ironor an app+liate decision
Ha-wever - if tire FBCC finds tha€ there i s a iaek of funds tr: pa:y- far a gri*var:,cs award.
such ccnclusion shali be marJe c{ all dec,isi*nz. and t'ne app*ilant infcrmed tirer+of



and injuries must be repcrted tc supen;isoi's as scon as it is pcssrble to Co so

Proceiiures.

820.2 Emplo;iees r.vhc are involved in an accide:*1, arr injured, oi bcih. whiie peifbrtning
job du:ies- wheiher at their usuai working arca cr elsewhere. inciuding on FBC{ tra.;el.
are rsspoasible for nctiliring their super..,isors ims:ediatel'i.ln the event tha; any in-lury
ieqliires imme<iiate treatment. supen isars rryill aiso noiif_v the Personnel Ofirce and
eflsure tha;.th* prcper infcrmatioir is recorded as iequiied tc ccri:plrr. with ihe 1a-'':'.' and fcr
the purpcses of arranging riredicai, insurance and other beneftts.

82A'i In the e.ieni of disabiing iqiury 'arhich 
prer.'ents th* ernpio;vee from c.cn:inuing cn

the j*b, tire Peisonrrei *fflice is responsiblefor axa*ging for a repieseniativ* cf the Fort
tseiknap Insurance Compan.; ta coniact the employee anri provide ihe empic.,'ee iarith the
infbrmation concerning '-r;orkman's comperrsatlar: a d other hjenefits.

830. SSI{A lcspections

Folic-v Staternent

83C 1 inspec;tions b:,, Feeieral rnspectoi-s aie permitted piovided the inspector presents
vaiid crecieiitials anci thxthe inspections *anbe macie axpediti*uslri anc a: reasonabie
times

Frccedures

Inspectioa Criteria

*A.2 The Occupaii*na\ Safet-:' a*d F{ea1th Art i*SltA) authcrizes. tht. Federal
gcr:ernmeni ic establisil plans vo'rth respect ta v*iifv'ing thai crgairizatiotTs are meeiing
safet,v anakeal"Jn recluirements as required bv CSF*e"

830.3 The FBCf, wili arrange for such inspections b.1i ar-rtho: izeri cffic.ials. Horarever.
reesoirs t* 4en1: an inspectiafr &re valid under oertain +cniitions, su.sh as at a time wirer
the FBC| is in-uclved tE an ?T*ergenc-y situatio* r=quiring ait*nticr. b--v the FECC anC its
ernplo-vees in order rc correct tha siti;ation.

B3A.+ ?he Fersannel Cffi+e -vrill oe the contaci p+int fcr such inspecticns li is
responsibie for cocrdinating i+'itii lsgai cou-nsel. so tiia: an,v ehanges in the isv.' Ei€
refleqted in the FBCC's procedures.

*tledta tav*rzge

&3C.5 The decisio n tc alLov' or den-i medre scverzg* cf' an OSFfiA irspectir:n or
investigatiofr lc the pr*rog*:,ie o{ th* emplo'1ar. O3HA nei""her encci;rages or discourages
m+dia caveTage.It is tlle pclic;,' af the FtsCC to den-v request: ttarc medrata



accarnpaily an CgiiA inspecticr cfficer


