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INTRODUCTION

This manual has been prepared to serve as a guide to all management and staff of the
FORT BELKNAP COMMUNITY COUNCIL (hereinafter referred to as FBCC). It
details to the personnel policies of the FBCC in its efforts to deliver the highest quality of
services to provide employment opportunities to all members of the Fort Belknap Indian
Community. The FBCC requires policies within which employee initiatives can be
directed in furtherance of these and other FBCC objectives and in the promotion of
individual interest. Each employee must know what is expected by way of job
performance and working environment that combines productivity with job satisfaction.
Consistent application of these policies is the key to successfully maintaining employee
moral and productivity, and, thus the delivery of quality services.

As the FBCC extends its authority over programs having both direct and indirect effects
on the Fort Belknap Indian Community, it becomes essential for effectual administration
that personnel policies be essential for effectual administered in a consistent and
equitable manner. To be continuously effective, this manual must keep abreast of
changing condition in employment standards, government regulations, applicable labor
laws and other organizational matter.

##% NOTICE ***

The policies in this manual are to be considers as guidelines. The FBCC at it option, may change, delets, suspend or discontinue any
parl or parts of the policies in this manual at any time without prior notice. Any such action shall apply to existing as well as future
employees with continued employment remaining a negotiable matter between the FBCC and the emplovee. No group or individual
other than the FBCC may alier or modify any of the policies in this manual. No statement or promise by a supervisor,
marnager/foreman or department director may be interpreted as a change in policy nor will it constitule an agreement with an
emplovee, Should any provisions in the Personnel Policies Manual be found fo be unenforeeable or otherwise invalid, such finding
does nol invalidate the entire manual, but only the subject provision.



SECTION 100: ADMINISTRATION

100. Personnel Policies Manual — Purpose

Policy Statement:

100.1 The Personnel Office of the FBCC disseminates all personnel policies and is
responsible for the management of all employee related matters. The duties and
responsibilities authorized in the personnel policies apply to all programs of the FBCC,
including any subsidigries. They are to remain in effect unless revised or otherwise
superseded as prescribed in the FBCC’s applicable procedures for doing so.

Procedures:

Administrative Rights and Objectives.

100.2 The FBCC retains the right to exercise all customary managerial functions,
including, but not limited to, the right to:

A. Assign duties and supervise day to day performances of those duties and to
counsel and discipline employees who fail to perform the requirements of their
positions.

Evaluate employee performance.

Determine and change reporting times, quitting times, and shift work when
necessary.

D. Transfer employees within programs/departments or into other
programs/departments, as deemed necessary or appropriate in the furtherance of
FBCC goals.

Determine and change the size and qualifications of the work force as required by
the availability of funds and administrative priorities.

Determine and change methods by which FBCC operations are carried out.
Assign duties to employees in accordance with FBCC needs and requirements.
Establish, modify and abolish policies and regulations.

Determine at the discretion of the FBCC any policies for personnel matters not
considered in this manual.

0w

i

!—‘;I{Q’TJ

100.3 Tt is the objective of the FBCC to establish personnel policies that will:

A.  Employ candidates on the basis of qualifications and suitability for employment.

B. Provide salaries and benefits considered reasonable and competitive within the
region and consistent with sound business practices.

C. Maintain a safe, healthy and drug-fee working environment.

D. Establish reasonable hours of work.

E. Delegate responsibilities among employees so as to ensure the successful
completion of tasks.

F. Place employees in positions best suited to their abilities, professional
development and the requirements of the FBCC.



G Provide for protessional growth through educational and lraiuing opportunities as
funding allows.

H. Establish a system through which employees may have their concerns heard by
management.

1. Allow for the free exchange of views between administration and staff, and
encourage suggestions relating to the work place as weli as policies.

J.  Encourage employees to be creative and flexible in the discharge of their duties
and responsibilities in a manner directed toward improving and enhancing the
FBCC’s goals.

K. Takeull actions necessary to profitably operate the FBCC angd preserve its assests
for future activities.

100.4 When necessary for a particular program, departments or operation,
supplementing and implementing procedures may be issued to cover specific
requirements. Nothing in these supplementing or implementing procedures shall
supersede or duplicate the requirements of these personnel policies, except as dictated by
individual funding agency requirements and with the approval o[ FBCC.

100.5 All management and staff of the FBCC shall comply with these personnel policies.

Primarv Duties - - Personnei Office

100.6 One of the primary responsibilities of the Personnel Office is Jabor management,
from planning through implementation of policies and programs necessary to maintain a
consistent, motivated labor force. In order to meet this responsibility, activities which
personnel Office representatives must perform include the following:

A communications E. employee recruitment and appraisal
B labor relations F. training and development

C. attitude surveys G. personnel administration

D. affirmative action H. organizational analysis

100.7 As part of these efforts, attention shall be given to creating a working atmosphere
which encourages productivity and loyalty and promotes a safe working environment,
free from drugs and alcohol. Wherever possible, the creating and use of employee
handbooks and manuals shall be used to convey the rules and regulations of the FBCC, to
help explain the reasons for such policies and to aid in reducing misunderstanding which
might arise in the absence of written materials. It is the duty of each supervisor to make
sure that employees have received and understand the material contained in these writing.
Tn the even the supervisor is unsure as to an area, a superior should be consulted.

110. Personnel Authority and Operations

Policy Statement:



110.1 The FBCC, the governing body of the Fort Belknap Indian Community, maintains
a Personal Committee pursuant to Article 1, Section 1, By-Laws of the Fort Belknap
Indian Community. This Personnel Committee has final authority over personnel
policies and operations. The Personnel Committee delegates its authority in daily
business matters to the FBCC’s Chief administrative Officer, who further delegates such
authority to the Personne! Officer. The Personnel Officer has responsibility for
managing all personnel operations through the Personnel Office, including the
administration of al activities related to employee planning, placement, training,
development, wages and benefits and related employee relations.

Procedures:

Personnel Committee Duties

110.2 All personnel actions taken or prescribed by the Personnel Committee are final
and binding. The FBCC's Personnel Committee reserves to itself the following rights

and duties:

A. To review personnel policies and to recommend changes to the Fort Belknap
Community Council.

B. To make the final decisions in appointing successful applicants to permanent,
part-time intermittent and seasonal positions following recommendations from the
Personnel Officer and the supervisor or department director of the position being
filled.

C. To review and adjudicate any appealed grievances or charges of discrimination
and harassment as the final appellate authority of the FBCC.

Communications of Personnel Policies

110.3 The Personnel Officer is responsible for the development and issuance of all
communications regarding the FBCC’s personnel policies. Normally, these will be
issued in writing, wither as part of the FBCC’s Personnel Policies Manual, or through
either implementing or supplementing handbooks, notices, memoranda and so on.

Essential Elements of Employee Communications Programs

110.4 The FBCC believes its interests and the interests of its employees are best served
when communications programs are a two-way process. In developing its programs, the
Personnel Officer shall consider the following types of information as those needed by
the FBCC to pass on to its employees, as well as those needed from employees:

A.  Subjects to be communicated to Employees

1. Organizational lines of responsibility
2 FBCC policies and the reasons why they are needed.



B.  Subjects to be comumunicated to Management

1. Employee Complaints and grievances.
2. Employee observations regarding work conditions.
3 Employee suggestions.
4. Other pertinent employee feedback.
Coordination

110.5 Since employees are involved with and report to their supervisors, nothing herein
is intended to replace the authority within each department and program for the FBCC,
However, for the purposes of ensuring continuity and consistent treatment throughout the
organization, the Personnel Office provides support services as well as transmits the
formal policies which all employees are required to follow. Close cooperation between
department directors and supervisors and those engaged in personnel functions is the best
way to ensure fair and equitable treatment for all employees.

120, Revisions Lo Personnel Policies Manual

Policy Statement:

120.1 It is FBCC policy to establish and maintain Personnel Policies of the highest
standards. This may require that, in the best interest of the organization, certain policies
and procedures be amended from time to time that more accurately reflect daily business
activities.

Procedures:

120.2 The Persomnel Officer is to conduct periodic reviews (at least once each year) to

ensure that the FBCC Personnel Policies Manual reflects current and planned business

conditions and the latest techniques of human resources management, and that the
ersonnel Policies continue to remain consistent with all other FBCC policies.

120.3 Should it be determined that substantive revisions are appropriate, the proposed
revisions will be submitted jointly by the Personnel Committee for review and comment.

120.4 Upon receiving feedback form the Personnel Committee, the proposed changes
will then be posted on FBCC bulletin boards, and employee comments and suggestions
will be requested. Upon twenty (20) calendar days from the date of posting, the
Personnel Officer and the Chief Administrative Officer will review all comments and
suggestions and deliver the final revision to the Personnel Committee for final review.

120.5 The Personnel Committee, upon editing the final version proposed by the
Personnel Officer. will forward the revision to the full Community Council for official
acceptance, rejection and modification of the proposal as necessary and to amend or
repeal the appropriate section of the Personnel Policies Manual.



120.6 The effective date for policy implementation will be set by the Chief
Administrative Officer. In no case will the effective date be retroactive.

120 7 Minor revisions to the Personnel Policies Manual which involve updating
language, clarifying intent, correcting inconsistencies, providing additional details or any
other editorial revisions which do not change the substance of written policy or procedure
are exempt from the preceding procedures in this policy. Such editorial revisions may be
immediate adopted by the Personnel Office following careful review.

120 8 Substantive revisions to the Personnel Polices Manual which result form direct
legislative action of the FBCC are also exempt form the preceding procedures in this
policy. Such revisions will be implemented immediately by the Personnel Officer. Itis
the responsibility of the Personnel Officer to ensure that all employees are knowledgeable
regarding such revisions.

130. EEOC Harassment / Discrimination Policy

Policy Statement:

130.1 The FBCC’s long-standing policy prohibits racial or sexual harassment or
discrimination of any kind. This policy applies to all employees. Violations of this
policy will not be permitted and may result in disciplinary action, up to and including
termination.

Procedures:

Policy Guidelines

1302 Racial or sexual harassment or discrimination of any kind in the work place or as a
condition of employment is not permitted. The U.S. Equal Employment Opportunity
Commission (EEOC) has issued guidelines which specifically address prohibited acts of
sexual harassment in the work place. These guidelines define sexual harassment as:

*  unwelcome sexual advances.

requests for sexual favors.
verbal or written conduct such as sexual joking, comments or innuendos,

stereotyping, sexually suggestive objects or pictures, graffiti or pranks.
*  physical contact of a sexual nature such as touching.

130.3 These behaviors are illegal if:

% gubmission to such conduct is necessary for an individual to be hired or to stay
employed

*  an employee’s acceptance or rejection of such conduct is used as a basis for
employment decisions affecting th employee, such as promotion, training,
compensation and benefits.



*

such conduct interferes with an employee’s work performance or creates a hostile
or offensive work environment for the employee.

130.4 While the EEOC guidelines apply to sexual harassment, at the FBCC they also
apply to any form of harassment based on race, color, religion, national origin, handicap

or age.

130.5

Complaint Procedure

Employees who:believe that they have been harassed or discriminated against

should report the behavior to their supervisor. lii cases where the supervisor is involved,
then employees should contact the next level of management or the Personnel Officer.

Complaints should address the answers in the following questions:

THYOWR
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What was said or done?

Who did 1t?

When and where did it happen”

Did anyone else observe or hear it?

What did you do? Was the harasser confronted? What was the response?

Has this happened before? Was the same person(s) involved? How did you handle
it in the past?

To your knowledge, have others had similar experiences?

Action by the FBCC

130.6 The Personne! Office will ensure that all policies are administered fairly and
equitably. When a complaint is filed, this includes seeing that the following guidelines

are adhered to:

A
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200.

That complaints are handled confidentially, promptly, fairly and fully

investigated.

Provide feedback to the complainant.

Ensure, to the maximum extent possible, that investigations protect the privacy of
all parties concerned.

Monitor to prevent any retaliation from being taken.

See that proper disciplinary action, up to and including termination, is taken
against violators of policy.

SECTION 200: PERSONNEL SELECTION

Employment Announcements

Policy Statement:



200.1 The Personnel Office is responsible for communicating employment opportunities,
assignments and promotions throughout the organization.

Procedures:

Vacancy Announcements

200.2 When permanent position vacancies become available, the Personnel Office will
post notices of such vacancies on FBCC bulletin boards amid in local newspapers so that
employees are aware of the same. The notices will describe the qualifications associated
with the positions, along with details regarding transfer procedures and requirements.

200.3 All position announcements, at a minimum, will consist of:

The position title and reporting relationship.

The salary range for the position.

A list of minimum qualifications.

An outline of duties and responsibilities.

The required form of application.

Opening and closing dates of submission and application.

The name and address of sponsoring organization to whom applications are to be
submitted.

OMEYOw >

New Hires, Promotions. Transfers

200.4 In addition to any internal notifications, the Personnel Office will also post notices
on bulletin boards announcing the names and positions of newly hired employees, job
promotions, and transfers.

Employee Referrals

200.5 Employees are encouraged to refer friends and relatives to the Personnel Office
regarding employment announcements should they feel that they may be potential
candidates.

210.0 Position Descriptions

Policy Statement:

21 0.1 The Personnel Office is responsible for the development and issuance of all
position descriptions. Position descriptions are used for the purpose of providing a broad
overview of job requirements, to prescribe qualifications necessary to hold jobs and to
establish pay grades for the level involved.



Procedures:

Job Study

210.2 The Personnel Office is responsible for the development of position descriptions
and an employment program whose goals are to enable the FBCC to have work
accomplished in the best way, by the best persons, at fair wages. This will be
accomplished through the development of a position analysis program which will enable
the Personnel Office to gather the information needed for the writing and issuance of
position descriptions. :As part of the development of this information, the Personnel
Office may draw upon the use of employee questionnaires, interviews, observation and
any combination thereof.

210.3 A written request for permanent position authorization must be submitied by the
supervisor or the department director to the Personnel Officer. This request will include:

A, The detailed rationale which states specific needs for the position, and the position
title.

B. The recommended salary level for the position and the account to which the salary
will be charged.

C A detailed outline of duties and responsibilities of the position and the reporting

relationship of the position within the department.

A list of minimum qualifications for the position

A recommended time frame within which the position should be advertised and

filled.

F. A list of qualified candidates for the position whose applications are currently on
file, if available.

tm O

210.4 Administrative authorization: for the permanent position will be given by the Chief
Administrative Officer to the Personnel Officer and the supervisor responsible for
submission of the request. This approval will be based on’

A. Whether the position is determined to be necessary or essential to the continued
operations of the FBCC.

B. The availability of funds to be appropriated for the salary.

C. The potential benefits that may be realized by the FBCC if this position is

authorized.
D. Any other pertinent factors relevant to personnel matters that may influence a

determination.

Issuance of Position Descriptions

210.5 New position descriptions must be approved by both the Personnel Office and the
department director to whom the position reports. Each department director 1s responsible
for keeping a copy of all position descriptions to which his or her subordinates have been
assigned and to inform the Personnel Office whenever position duties, educational



requirements or working conditions change, when these require revisions to the position
description.

210.6 Supervisors are responsible for ensuring that employees are aware of the
responsibilities they have for performance, as indicated in the position descriptions as
well as daily direction they receive. Any questions concerning the content of position
descriptions should be discussed with an immediate supervisor. If the supervisor requires
clarification of information, he or she should contact a Personnel Officer representative.

220. Recruiting

Policy Statement.

220.1 Affirmative action requires that all elements of the hiring process, including
recruiting, be unbiased and provide equal opportunities to all candidates. With the
exception of a preference first for qualified enrolled members of the Fort Belknap tribes
who are veterans of the Armed Forces, and second for other qualified enrolled members,
the FBCC subscribes to this general policy.

Procedures:

Authority

220.2 The Personnel Office is the final authority with respect to decisions concerning the
type and extent of recruiting efforts to be conducted by the FBCC. In carrying out this
responsibility, representatives of that department will coordinate with requisitioning
programs, in order to ensure that these programs are provided with suitable candidates.

Determining Recruiting Needs

220.3 The need for recruiting will be based upon such factors as manning schedules, open
or outstanding requisitions, forecasts and surveys as to the potential amount of available
candidates that will be available in the near and distant future.

Recruiting Methods

220.4 Vacant positions must be advertised by the Personnel Office for a period of two
weeks. The department will determine which recruiting method(s) are to be used and
monitor the various methods to determine if any of these appear to be better sources for
filling the needs than others. If so, preference should be given to that (or those) methods
of recruiting in the future. Among the different methods of recruitment are:

* Classified advertising in newspapers and magazines.
State employment services.

College and university placement offices.

Radio advertisements.

*

*



Notices on bulletin boards.
Professional associations.
Employment agencies.
Transfer of Personnel

220.5 Every opportunity shall be given to existing personnel with respects to filling
position vacancies in any department or program administered by the FBCC, particularly
when transfers (see Policy No. 440) represent advancement opportunities.

230. Employment Interviews and Selections

Policy Statements:

230.1 1t is the policy of the FBCC to select for employment only those candidates
whose qualifications (i e., education, training and experience, as well as attitudes,
competencies and achievements) are of a standard consider ed acceptable for the
permanent position to be filled. All qualified enrolled Fort Belknap tribal members shall
receive offers of employment over their non-member counterparts as a matter of policy.

230.2 The Personnel Office shall be the first point of contact for prospective employees.
While the FBCC is always plcased to have its employees refer potential candidates,
dialogue concerning possible employment between applicants and employees prior to
application to the Personnel Office is discouraged, since it may lead to misunderstanding
and, possibly, litigation.

Procedures:
Authority

230.3 All interviews and selections for permanent positions will be conducted by the
Personnel Committee of the FBCC. The constitution of the Personnel Committee shall be
set by resolution of the FBCC.

Screening

230 4 Normally, before any interviews are scheduled, the Personnel Office and the
appropriate program director will evaluate resumes and employment applications against
position requisitions and descriptions to determine if an applicant meets minimum
standards required for a position. Other screening methods which may be used include
reference checks and testing.

230.5 Any individua) who is eliminated from further employment (or transfer)
considerations after screening shall be advised of that fact in writing as soon as
practicable thereafier, in any case not to exceed ten calendar (10) days. However, other
than telling applicants that they are no longer being considered for position, and thanking



them for their interest in the FBCC, specific reasons shall not be given regarding the
FBCC’s decision.

Ranking of Applicants
230.6 Upon completion of applicant screening, the Personnel Office representative
handling the recruitment will rank acceptable applicants in order of suitability. The
ranking of applicants will consider factors such as salary requirements, experience and
education, as appropriate. Applications will be delivered to the FBCC’s Personnel
Committee along with their ranking sequence as information; however, the Personnel
Committee reserves the ight to interview all candidates which have been determined by
the Personnel Office and the program’s director to meet qualifications. The ranking of
applicants by the Personnel Office is an advisory function only -.the Personnel Committee
has final authority over the selection of applicants.

230.7 Fort Belknap tribal members who meet the criteria for the veteran’s preference (as detailed
in federal civil service regulations) and are otherwise eligible and gualified applicants will be
given preferential consideration for hiring [see BIA criteria for veteran’s preference. This
preference will result in qualified Fort Belknap veterans being placed at the head of the ranking
list.

Interviews

230.8 The number of personnel to be interviewed will be determined by the Personnel
Committee, in cooperation with the Personnel Office, based upon considerations of need,
availability. cost and so on. At any time during this process. whenever a candidate 1s removed
from further consideration, that person should be advised in writing within ten (10) calendar davs,
consistent with the same procedure followed in the screening process.

230.9 The arrangements of interviews with applicants is a function of the Personnel Office. Such
arrangements must carefully identify any interview expenses which the FBCC has agreed to pay
for, such as travel accommodations, and so on. Unless otherwise specified, the FBCC will not pay
for any interview expenses.

Selection

231.0 The FBCC recognizes the need for flexibility with respect to the specific procedures
involved in the hiring process. since considerations at various levels of the organization involve
different criteria. Regardless of which procedures are used, good business practice requires that
proper recording will be made of every application; all applicants are treated courteously; and,
that applicants understand that appropriate placement maybe dependent, in part, upon the results
of a physical examination which the FBCC may require of applicants applyving for ceriain kinds
of positions.

231.1 As part of the selection process, the Personnel Office will conduct reference checks,
usually by phone since this is the quickest and most cost effective manner. Depending upon the
position involved, other investigative checks, such as credit reports, may also be required as part
of the selection decision.

231.2 While the decision regarding which candidate is to he hired remains with the Personnel
Committee. the Personnel Office will conduct a final review prior to hiring the selected applicant.



This is to ensure that, among other considerations, there 1s agreement concerning salary and
position grades consistent with the procedures established by the FBCC for all employees. If the
Personnel Office discovers a discrepancy between the Personnel Committee's selection and
established procedure, the matter must be referred back to the Personnel Committee for
resolution.

Emplovment Offers

231.3  All formal offers of emplovment will be made through the Personnel Office, in writing,
clearly describing position level, payroll grade and conditions related to the nature of
employment, and so forth*When circumstances are such that the need is urgent, or when 1t is
advisable to do so, the Personnel Office representative invoived is authorized to make a verbal
offer. with a written confirmation to follow not later than two days thereafter. Normally, offers
will be extended based upon a defined time for the applicant to respond to the FBCC. Wherever
possible, acceptance copies of the FBCC’s offer should be secured.

231.4 Upon acceptance of an offer for certain kinds of employment by the successful candidate,
the Personnel Office may arrange a pre-employment physical examination. The pre-employment
phvsical examination will be scheduled at the local MHS Facilily and may include a detcinunation
as to the ability of the candidate to perform physically demanding tasks. Results of the physical
examination must be reviewed by the Personnel Officer, The program director and the Fort
Belknap Insurance Company prior to the emplovee’s first day of emplovment. Should the results
of the candidate’s physical examination indicate that he or she cannot perform the duties of the
position, a subscquent offer will be made to an altcrnate applicant.

Establishment of Records

Q)

31.5 The Personnel Office will establish a permanent personnel folder for all new emplovees
and submit appropriate information on the new employee to the Accounting Department.

Hiring Reviews

231.6 There is hereby established a limited process for review of hiring decisions made
at all levels. The process set forth in this section shall be the exclusive means for
reviewing hiring decisions of the FBCC, its Personne] Committee or administrative staff.

231.7 Unsuccessful applicants for specific positions shall have the right to request, in
writing, a review of the hiring process involved with that position. Such written request
for review must be made within five (5) calendar days of the date of the decision to be
reviewed, and must cite the hiring decision made, as well as the policy. resolution, rule or
statute believed to be violated in the hiring process. At the time of interview the hiring
body shall state the date its decision shall be rendered. Every effort shall be made to
notify all applicants of the decision rendered in a timely manner; however. It shall be up
to each individual applicant to become informed about the decision made and to file a
request for review, with filing fee, as required herein. To be recognized as filing within
the five (5) day lime limit, each unsuccessful applicant must submit a non-waivable filing
fee of one hundred ($100.00) dollars by money order made payable to the Fort Belknap
Community Court within said time period. The filing fee and appeal shall be filed with
the Personnel Office of the FBCC.



231.8 Upon receipt of a timely review request, together with the requisite filing fee, the
Personnel Office shall contact the Fort Belknap Community Court within five (3)
working days of receiving such request. The Personnel Office shall then provide the
Court with all advertisements, job descriptions, applications, interview notes and files
related to the firing decision made, along with the filing fee. The presiding judge shall,
within fourteen (14) calendar days of being informed of the request, review the points of
contention in the request, and render a written judgment thereon to the Personnel
Committee through the Chief Administrative Officer. In reviewing decisions, the
presiding judge shall presume initially, subject to rebuttal, that the Administration was
correct, and shall not substitute it’s findings of fact or conclusions of law for those
already entered, in whatever form, unless it finds that the previous decision was arbitrary
and/or capricious, erroneous as a matter of law, or unsupportable, based on the record.
This standard shall be applicable at each level. Should the Court find merit to the appeal
under this standard, it shall return seventy-five (~75.00) dollars from the original filing
fee to the unsuccessful applicant; otherwise, the entire filing fee shall forfeit to the Court.

231.9 Tii the event that the Court finds no merit to the appeal, the Personnel Office shall
directly contact the unsuccessful applicant of the Court’s decision. Upon receipt of a
written judgment by the Court against the Administration, however, the Personnel
Committee shall take appropriate action and respond to the unsuccessful applicant in
writing within thirty (30) calendar days. Copies of the Personnel Committee’s response
shall be filed with the Personnel Office and sent to the applicant seeking review. The
response of the Fort Belknap Community Court and the Personnel Committee in
accordance with this procedure shall be final and binding on all parties.

232.0 The FBCC, in establishing this hiring review procedure, is delegating authority to
provide a means for review. It is intended as a limited delegation of authority to allow for
a limited review to benefit applicants, balancing the restricted resources of the FBCC
with the desire to provide individuals with a means to have their concerns about hiring
action reviewed.

240. Interview Techniques

Policy Statement:

240.1 Employment interviews will be conducted by the FBCC’s Personne] Committee to
accomplish two objectives. The first is to utilize consistent techniques in order to try to
keep interviews and interview decisions as objective as possible. The second is to
maintain and promote good will regardless as to the ultimate selection decision.

Procedures:
240.2 Interviews will be conducted in a structured manner which is based upon the
following considerations:

A Preparation D. Closing

B Rapport/Setting E. Evaluation

(0= Discussion



The following describes the principles involved in each of these. The Personnel Officer is
responsible for bringing these considerations to the attention of all members of the
Personnel Committee.

Preparation

2403 Important steps which must be considered before the actual meeting with
candidates include:

A. Review position descriptions, job specifications and related requirements.

B. Become familiar with existing staff, levels and salary ranges.

C. Confirm arrangements, allow for sufficient time for interview so that call backs
are kept to a minimum.

Rapport / Setting

240.4 Arranging for the interview in a manner which is conducive to both mental and
physical comfort is recognized as a way to reduce the stress candidates face in the
interview situations. This reduction, in turn, enables the interviewer to obtain better
information from the applicant, and is a stronger indicator of what skills and knowledge
the employee can bring to the position. Among the considerations for this interview steps
are:

A. Try to meet with candidates as closely as possible to the time of the appointment.
If it appears that you are going to be delayed for more than a reasonable time
period, let them know instead of merely being kept waiting.

B. Arrange the interview so that privacy is protected and so that distuptions are kept
to a minimum,

C. Greet candidates warmly, in an atmosphere of friendship. Where appropriate offer
a beverage. Engage in small-talk rather than immediately starting with direct
questions.

D Avoid formal seating barriers, such as desks, particularly when dealing with
professional personnel.

E. Extend courtesy to the candidates by remaining seated throughout the interview
and reserving exits for the time between interviews.

Discussion
240.5 Creating a dialogue is a key to this vital: step. The Personnel Committee expects
as part of the interview process to obtain responses from candidates, not merely to have

them sit and hear what is required of them.

A. Avoid questions which can be answered by a simple “yes” or “no”.
B. Preface questions with statements such as:



“What has been your experience with...?”
“What do you think about...?”
“Do you have any suggestions or opinions about...?”

C. Avoid asking questions in a manner which isn’t much more than routinely reading
to them from a prepared text.

D. If you are discussing a complex area which the candidate would not be expected
to be familiar with, make sure that they understand what you are asking about.

Closing

240.6 The FBCC expects that the completion of the interview will be accompliéfled ina
professional manner, even when the Personnel Committee feels that the candidate can no

longer be considered for the vacancy. This means:

A. Leaving applicants with the feeling that they have had a fair opportunity to be
heard, and to ask any questions.

B. Using the wind-up of the interview to promote the FBCC as presenting an
opportunity when the Employment Committee believes that the applicant has a

reasonably good chance of being selected.
C. Giving applicants an idea of the next steps that will be taken with respect to a
decision, such as position offers or notification of the decision to consider other

applicants.

250. Employment Classifications

Policy Statement:

250.1 The FBCC classifies all of its employees according to the permanence of their
positions, length of their work v/eek, eligibility for overtime pay and suitability for other
employee benefits.

Procedures:

Permanent Positions

250.2 Permanent positions may be either full-time, part-time or seasonal and are
approved and budgeted through the FBCC’s Chief Administrative Officer- Consequently,
all permanent positions are filled by the Personnel Committee pursuant to Section 230

above.

Exempt/Non-exempt Emplovees

2503 At their rime of hire, all permanent employees will be classified as either “exempt”
or “non-exempt.” This is necessary because, by law, employees in certain types of jobs
are entitled to overtime pay for hours worked in excess of eight (8) hours per day or forty
(40) hours per work week, These employees are referred to as “non-exempt” by the



FBCC. This means that they are not exempt from (and therefore should receive) overlime
pay.

250.4 “Exempt” employees of the FBCC are officers, managers, supervisors, professional
staff~ technical staff, outside consultants, directors and others whose duties and
responsibilities allow them to be exempt from overtime pay provisions as provided by the
Federal Fair Labor Standards Act (FLSA). All exempt employees will be advised of their
classification at the time they are hired, transferred or promoted.

Permanent Full-time Emplovees

250.5 Employees hired in permanent full-time positions are required to work forty (40)
hours per week and are eligible for all employment benefits offered by the FBCC.
Permanent full-time employees may be classified as “exempt” or “non-exempt” as
described below. All full-time employees shall be placed on a three (3) month
probationary status immediately upon hire and receive an evaluation upon the expiration
of their probation (see Section 500.3). Thereafter, full-time employees receive an annual
performance appraisal on the anniversary of their hiring date (see Section 500.4), at
which time they may receive an increase in their hourly rate, based upon performance
and availabie resources.

Permanent Part-Time Employccs

250.6 Pari-time employees are normally hired for schedules of less than 40 hours per
week. They are classified as hourly employees. Part-time employees are allowed to
participate in the FBCC’s annual and sick leave benefit programs on a pro-rated basis.
Part-time emplovees are not eligible for any other employment benefits offered by the
FBCC, however, they will be given priority consideration over other applicants for any
full-time positions which might become available, provided that their performance for the
FBCC has been acceptable and they are qualified for such positions. Part-time employees
shall receive a special performance appraisal on a six-month basis, at which time they
may receive an increase in their hourly rate, based upon performance and available
resources.

Permanent Seasonal Emplovee

250.7 Seasonal employees are required by their position descriptions or finding
constraints to work less than the full year on a regular seasonal basis, and may be either
full-time or part-time. These employees are eligible for the benefits afforded other
permanent employees as described above (whether full-time or part-time) throughout
their seasons of employment.

Temporary Positions

250.8 “The need for temporary employees is based upon workioad. These employees may



be full-time or part-time and will be hired by the FBCC’s administrative staff (program
directors, department directors, etc.) as necessary’ and with proper authorization.
Authorization is obtained by submitting a request from the program or department
director for the approval of the Personnel Officer and the Chief Administrative Officer. It
is the responsibility of the hiring administrator to negotiate the terms of employment
pursuant to these guidelines and to inform the Personnel Office and Accounting
Department of such action when approved.

250.9 Temporary employees are hired for specific jobs or programs lasting a
predetermined number of calendar days not to exceed thirty (30) days. Employees. ..
classified as temporary are not eligible for any employee benefits. Should a determination
be made by the program director that the temporary employee’s services are required
beyond the initial appointment, the Personnel Officer and Chief Administrative Officer
must approve the extension with the knowledge that such an extension will not exceed an
additional ten (10) working days.

Contractual Employees

251.0 Contractual employees enter into legal agreements with the FBCC in order to
provide services or expertise not otherwise available to the organization. The
employment arrangements for contractual employees are as varied as the contracts that
the FBCC negotiates. Contractual employees usually receive a fixed payment in
exchange for services provided as specified in the contract. These contracts must be
signed and approved by the potential employee, his or her potential supervisor, the Chief
Administrative Officer and the President of the FBCC. Contracts which progress through
the entire review process are filed by the Personnel Office in the employee’s permanent
record folder. The contractual employee is only eligible for those benefits specified in his
or her contract.

SECTION 300: EMPLOYMENT CONDITIONS

300. Emplovee Responsibilities - -General

Policy Statement:

300.1 Employees are expected to maintain certain levels of performance and conform to

established personnel policies of the FBCC. General areas of responsibilities are set forth
below. In addition, emplovees should be knowledgeable regarding other responsibilities

as contained in the FBCC’s policies.

Procedures:

Employee Orientaticn

300.2 Supervisors are responsible for reviewing the responsibilities contained in this
policy with all new employees as part of their orientation, during the first week on the



job. The Personnel Officer will work with all FBCC department directors and supervisors
to ensure that their orientation procedures are consistent with this requirement.

Responsibilities

300.3 Dealings with Customers, Suppliers and the General Public: Employees should
recognize that whenever they deal with customers, suppliers or the general public, they
are, in effect, representing the FBCC. As such, all dealings should be conducted in a way
which maintains respect for the good name, integrity and reputation of the FBCC.

: “reryy
3004 Dealings with Co-Workers: The FBCC encourages a team spirit of cooperation
between its employees. One of the criteria used to measure an employee’s potential to
grow in the organization is how he or she works with others.

300.5 Adherence to Work Schedules and Office Hours: Employees are expected to
adhere to the FBCC’s established hours for work, take breaks within the time allotted for
the same and observe lunch hour schedules. If an employee is unable to be at work due to

"?‘ an iliness, every attempt should be made to notify your result in disciplinary action,
including written or oral reprimand, pay deductions, temporary layoff or separation from
employment.

300.6 Availability for Overtime: While the FBCC will try to schedule any overtime
work in advance, there may be occasions when it is impossible to do so. Employees are
expected to be available for overtime work when such work is required. It is important
that employee files be current with respect to home address and phone number, along
with the names of who should be contacted in the event of health or other emergencies

300.7 Acceptable Performance Standards: All employees are evaluated based upon how
they perform their work, in accordance with the FBCC’s performance evaluation criteria.
If. at any time, employees are unclear of what the FBCC expects of them in job
performance, they should discuss this with their supervisors, consult the applicable
position descriptions covering their positions, and, if necessary, also request assistance
from the Personnel! Office.

310. Confidential Information

Policy Statement:

310.1 Employee’s shall neither profit or otherwise personally gain from any confidential
information within the FBCC, nor shall they release same without the FBCC’s
permission. As a condition of hire or continuing employment, all employees are required
to adhere to the FBCC’s policy regarding confidential information as set forth herein.

Procedures:

310.2 All employees are to become familiar with, and abide by, the FBCC’s policy



~——

regarding protection of confidential information. In addition, any employee who may be
furnished with confidential information in it, as a condition of hire and as part of the
hiring process, enter into a formal “Confidentiality \* rreement” as set forth in Appendix
A. The Agreement will be countersigned on behalf of the FBCC by the Personnel Officer
or designated representative, and the original will be maintained in the employee’s
permanent personnel folder. A copy of this Agreement shall also be given to the
employee.

320. Equal Treatment of Emplovees

Policy Statements:

320.1 The reduction and elimination of an atmosphere of favoritism 1s considered
essential by the FBCC if it is to maintain high employee morale and productivity.
Consistent with the FBCC’s policy prohibitions against harassment and discrimination as
described in Policy No. 130, it is also FBCC policy to ensure that all employees are
treated equally, on the basis of merit and performance, competence, with regard to hiring,
compensation, promotions and temporary or permanent layoff or termination.

320.2 In recruiting individuals for employment, all qualified enrolled Fort Belknap tribal
members shall receive the offer of employment. To avoid possible conflicts of interest,
no one who can be identified as a member by blood or marriage of the applicant’s
“immediate family” may participate either formally or informally in the applicant’s
selection interview or the decision to appoint to a vacant position said applicant. For the
purposes of this policy, “immediate family” includes spouse, child, parent, parent’s
sibling, sibling, sibling’s child, grandparent, first cousin, common-law spouse, or any
individual residing in the same household as the applicant.

320.3 No person who serves as an elected voting member of the FBCC may be employed
by the FBCC except as provided for in Article 1, Duties of Officers, Section I:
“President”; Section II:

‘~Vice President”; Section IIT: “Secretary/Treasurer”, in the Constitution and By-Laws of
the Fort Belknap Indian Community approved December 13, 1935, and as may hereafter
the same be amended.

320.4 Employment Opportunity shall not be offered as a consideration of reward for the
political support of a political party or candidate for public office.

Procedures:

320.5 All supervisors are expected to adhere to this policy, as well as ensuring that their
subordinates understand that if, at any time, they feel that they are not being treated in the
same manner as others, they are free to report this to their supervisors or directly to the

Personnel Office without fear of retaliation.

320.6 The Personnel Office is responsible for working with all department directors and



supervisors to make sure that this policy is being complied with, both in spirit and in
practice. The Personnel Office is also responsible for seeing that all legally required
notices regarding non-discrimination are conspicuously displayed, and, in addition, that
notices regarding fair treatment to all employees. Regardless as to whether not required
by law, are posted as well.

320.7 For the purposes of this policy, the Personnel Officer will act as, or appoint, an
“Ombudsman” to review this area and ensure that employee rights are respected.

330. Outside Employment and Activities

Policy Statement:

330.1 Permanent full-time employees shall not undertake employment for others which
interferes with their ability to fulfill their employment obligations to the FBCC.
Employees desiring to engage in outside employment must notify their supervisors of
their intent in advance.

Procedures:

330.2 While it is not the FBCC’s intention to interfere with the private lives of
employees. The FCC expects that employees will not undertake any outside work when
such work conflicts with or otherwise prevents the employee from devoting the necessary
time and effort to the requirements of the employee’s job. Any full-time employee who
desires to take part-time or other work for any other employer or organization should
notify their supervisor of their intention to do so.

330.3 Supervisors will review the extent of the employee’s intended outside effort, such
as the amount of hours involved and the nature of the work. If, in the opinion of the
supervisor, it is felt that this outside effort would detract from the employee’s
responsibilities to the FBCC, or otherwise seriously act against the FBCC’s interests, the
supervisor will refer the matter to the department director arid the Personnel Office for
disposition. Upon receipt of such notice, the department director and Personnel Office
representative will meet and determine the position of the FCC with respect to approval
or disapproval of the employee’s request. As part of the decision-making process, the
department director and or Personne} Office representative will discuss the request with
the employee and the supervisor.

330.4 In the event that the FBCC decides that the outside effort conflicts with the position
requirements, and notifies the employee, and the employee nevertheless pursues such
outside effort, the employee will be subject to disciplinary action which may resuit in
suspension or termination of employment.

340. Dress Code

Policy Statement:



340.1 It is important that employees come to work dressed in an appropriate manner for
their job. Except or uniformed personnel, whose work wear is prescribed, employees
should use judgment in the selection of the clothing they wear to work. Among things to
consider is whether or not there is a likelihood of dealing with the public. safety related
problems and the normal practice of other professional organizations

Procedures:

340.2 Supervisors are responsible for ensuring that those employees reporting to them
understand why it is important for employees within dress and grooming standards,
particularly when failure to do so present a clear safety hazard in the operation of
machinery and equipment.

3403 Inthe event that an employee is not dressed suitably for the job, the supervisor
will so advise the employee, who will be given the opportunity to return home and
change. Any time away from the job will be taken as excused unpaid absence and
recorded that way in the employee’s time record.

340.4 1In order not to create any hard feelings about dress code and appearance,
supervisors are encouraged to involve a representative of the Personnel Office to further

explain the FBCC’s policy.

340.5 Any repeated violations must be recorded and, if not corrected, may result in
disciplinary action being taken.

350. Smoking Policy

Policy Statement:

350.1 There will be no smoking allowed in any FBCC building, work area, or other
concentrated environment where non-smoking employees may be adversely
affected by second-hand smoke. The cooperation of all employees will be

appreciated.

360. Suybstance Abuse

Policy Statement:

360.1 The FBCC is committed to a policy which provides its employees a work
environment in which efficiency and safety are assured. While the FBCC has no
intention of intruding in the private lives of its employees, it expects employees
to understand that their use of alcohol or drugs on or off the job can have an
impact on safety and performance that interferes with the FBCC’s objectives of
providing a safe and efficient work environment. Consistent with this, the



FBCC has established this alcohol and drug abuse policy, which, 1n summary,
requires that employees report for work in condition to perform their duties free
from the effects of alcohol and illicit drugs.

3602 The Personnel Officer shall institute an employee orientation program to alert
all employees to the program guidelines which are listed below. In the event
that any emplovees is found to be in violation of this policy, disciplinary action,
to include. as determined be the FBCC, suspension, requirements for outside
counseling or termination will be taken:

The use, transfer, sale or possession of illicit drugs controlled

—-substances of FBCC property or working sites, or engaged in

any business on behalf of the FBCC is strictly prohibited.
Any employee found to be working under the influence of
alcohol, drugs or controlled substances will not be permitted
to remain at work.

Where appropriate, testing will be utilized to determine the
presence of alcohol, drugs or controlled substances.

The FBCC reserves the right Lo conduct inspections, searches
and so on of an employee and his or her personal belongings
as a means of enforcing the provisions of this policy, when
employees are on the job or other FBCC work sites.
Inspections and searches may include, for example,
employee personal effects, desks, purses, packages, lockers,
briefcases and vehicles located on the FBCC property or
work sites.

In the event that any visitor or employee of firms doing
business with the FBCC are found to be in violation of this
policy, they are to be refused entry or removed from FBCC
property.

360.3 To ensure that employees have been exposed to these guidelines, a signed
“ Acknowledgement — Substance Abuse Policy” as shown in Appendix B will be stored
in each employee’s personnel folder.

SECTION 400: PERSONNEL MANAGEMENT

400. Emplovee Review of Policies Manual

Policy Statement:

400.1 As part of the written record, all employees will formally acknowledge their review
of the Personnel Policies Manual and their rights to secure clarification, if necessary, of
the same, from their supervisors.



Procedures:

Acknowledement of Manual

400.2 All persons receiving a copy of the Personnel Policies Manual will acknowledge
receipt and surrender the same should their employment with the FCC be terminated.
Manuals will be

numbered and the names of each individual assigned a manual will be recorded in the
Personnel Office. The attached “Acknowledgment of Receipt of Manual” as shown in
part 1 of Appendix C shall be used for this purpose.

400.3 Normally, not more than one manual will be assigned to any program. Manuals are
assigned primarily to department and program directors.

Review of Manual

400.4 As part of his or her general orientation, each employee shall be instructed by the
Personnel Office to review the manual and receive an explanation about any area which
they do not understand. Upon completion of this review process, the employee will
acknowledge having reviewed the Personnel Policies Manual by signing a “Review
Acknowledgment” in the format shown in part 2 of Appendix C.

400.5 In order to ensure that each employee has future access to the FBCC’s Personnel
Policies Manual, the assigned holders of such manuals are responsible for alerting all
employees reporting to them as to the location of program or departmental copy of the
manual.

410. New Employee Orientations

Policy Statement:

410.1 Tt is the policy of the FCC to conduct orientations for new employees which
familiarize them with FCC practices, rules, policies, and procedures.

Procedures:

General Orientation

410.1 The Personnel Office will be responsible for providing a general orientation, which
includes an introduction to the FCC organizational structure, key personnel and the range
of services provided. Included in this general orientation program will be a review of the

Personnel Policies Manual and employee benefits.



410.2 All new employees will review a copy of the Personnel Policies Manual during the
general orientation program. It is the responsibility of all employees to read this manual
and become familiar with its contents (see Section 400.4).

Program QOrientation

41 0.3 Supervisors will be responsible for specific program or department orientation as
well as initial training conducted during normal working hours. Supervisors will develop
and use an orientation checklist to ensure that all pertinent subjects are covered. The
employee will sign the orientation checklist indication that all subjects appearing onithe
list have been discussed. The completed checklist will be forwarded to the Personnel
Office and become part of the employee’s personnel folder.

Orientation Evaluation

410 4 Tt will be the responsibility of the Personnel Officer to evaluate all orientation
programs as to their effectiveness and to modify such programs as appropriate.

420. Staff Development and Training

Policy Statement:

420.1 The coordination of staff training and development is a Personnel Office function.
The FBCC subscribes to the business philosophy that training is a key element in the
success of its operations as well as the career development of its employees.

Procedures:

Responsibility

420.2 The Personnel Officer is responsible for the management of staff training. The
Personnel Office, working with all departments of the FCC, determines the types of
training needed and administers training programs at regular intervals. Additionally, the
Personnel Office will assess the effectiveness of braining programs, determine if changes
are required, and assure that training is being conducted within the costs authorized by
management for training and in accordance with training priorities.

Types of Training Programs

420.3 The types of training and training programs to be developed and administered by
the Personnel Office fall into three basic categories.

A. Basic training for new employees.
B. Performance and skills programs
C. Promotional and executive training.



These programs may be given through seminars, degree and non-degree educational
courses, instructional videos, books, demonstrations and any other method which is
determined to be suitable for the purpose.

Conferences and Seminars

420.4 Requests for attendance at conferences and seminars will be on a case by case
basis. The Personne! Officer is responsible for circulating brochures and other
information about such programs to department directors. Conference and seminar - --..:
attendance must be approved by the Chief Administrative Officer when the seminar cost,
employees shall include not only the seminar fee, but travel, hotels and meals. If
approved, the employee will be compensated for all such conference or seminar costs,
subject to tests of reasonableness. Requests for attendance shall be made in accordance
with the “Conference of Seminar Attendance Approval Request” as shown in Appendix
D.

In-House Training

420.5 The Personnel Office is responsible for the development of in-house programs
drawing upon the recommendations made by department directors. In-house courses may
be offered during normal hours or during off-duty hours. Compensation for attendance at
off-duty sessions will depend upon salary level and whether an employee is classified as
“exempt” or “non-exempt.” If employees serve as instructors and the course is taught
during off-duty hours, as instructor’s fee will be paid for teaching. Upon completion of
the course, the instructor should send a memo to the Personnel Officer, who will approve
the amount of hours and hourly rate and forward to the Accounting Department

Library

420.6 The Personnel Office’s responsibilities include the ordering of books, audio and
videotapes and other training material. The Personnel Officer will circulate notices
regarding the availability of such materials when they are received.

Evaluation

420.7 Evaluation of the appropriateness and effectiveness of the various types of training
is a continuing role of the Personnel Office. It is the responsibility of the Personnel
Officer to meet with department directors and discuss their needs and opinions of
training, and to evaluate through interviews, forms and personal attendance, the
effectiveness of trainers. All employees who attend training sessions arid seminars,
whether conducted in-house or by others are to complete a “Student Course Evaluation”
as shown in Appendix F immediately upon conclusion of the program. This evaluation
should be given to a representative of the Personnel Office present, or, if not, forwarded
to the Personnel Officer within 48 hours.

Training Costs




420.8 When training sessions are scheduled by the Personnel Office on an in-house or
outside basis and the Personnel Office is authorized to determine the type of program,
number of participate, etc., the costs associated with such training will be charged to and
part of the budget designated for training purposes. When training has been arranged for
We purpose of training one group, such as a seminar on Proposal Preparation, or when a
request has been approved for permission for an employee to attend a seminar, then the
costs involved are charged to the employee’s department budget. Exceptions to the above
methods, if required, must be approved by the Personnel Officer and the Chief
Administrative Officer.

430. Seniority
Policy Statement:

430.1 It is FCC policy to recognize seniority rights for the benefit of both the employee
and the tribe. Seniority consideration is acknowledged as an equitable factor in certain
personnel decisions. The fundamental objective of this policy is to provide a valid
impartial system for employee job opportunities and recognition while providing a
guideline for management.

Procedures:

Seniority List

430.2 The Personnel Office will maintain a seniority list of all permanent fuli-time
employees. This list will show the exact length of continuous service in all pertinent job
classifications. indicating the total number of years, months and days served (including
any leaves of absence without pay). Service in all departments will be counted in
determining seniority.

Objections

430.3 Any employee disagreeing with the amount of service credited to that employee
may register a complaint. The complaint will be reviewed with the employee and a final
decision made by the Personnel Office regarding the recorded length of employee
service.

Internal Benefits

430.4 Seniority rights shall be applied to vacation scheduling, shift preference, work
assignments and overtime scheduling. Supervisors will consider the preference of the
more senior employees when making scheduling decisions in the above areas.

440. Promotions and Voluntary Transfers




Policy Statement:

440.1

While the FBCC reserves the right to fill all positions as it determines, it is the
policy of the FBCC to promote from within the ranks of its employees whenever
possible to do so. In order to assure consideration of qualified candidates
throughout the FBCC, the Personnel Committee will request a list of candidates
from the Personnel Officer when filling any administrative or supervisory
position in FBCC operations. As part of this process, department directors
overseeing the vacant positions will provide the names of employees within their
units who are to be considered. The Personnel Office will prepare a list of other
employees to be considered, and, along with the names furnished, develop a
Candidate List which will be referred to the Personnel Committee for evaluation.

Procedures:

440.2

440.3

440 4

440.5

Preparation of Candidates List

Whenever a job vacancy occurs, the Personne! Office is responsible for preparing
a Candidates List of current employees who are eligible for consideration for
promotion. The list shall be assembled through a notice on bulletin boards
advising interested employees to contact the Personnel Office, consultation with
department directors and the Personnel Committee, and any additional means
which the Personnel Office feels is appropriate for the proper selection of
candidates. Selection of the method for assembling the Candidates List is the sole
responsibility of the Personnel Office.

In addition to this list, the Personnel Office alsc supplies the names of applicants
when the Personnel Committee desires to consider applicants from all sources.
However, the hiring preference for vacant positions is the fill these from within

the organization.

Department Employees

The department director of the department having the vacancy will determine if
any other of the employees in the department should be considered for promotion
to the position. The manes of such employees should be submitted to the
Personnel Office for placement of the Candidates List of those employees
eligible for consideration for promotion. Employees from the department having
the vacancy will receive priority consideration when it is determined what more
than one qualified candidate has been interviewed for the position and
determined to be qualified for it.

Selection Decision and Formal Notification

The Candidates List will be reviewed by the Personnel Commiuttee. If an interview
is desired, coordination will be provided through the Personnel Office. The final
selection decision is that of the Personnel Committee upon recommendation from

the department director.



440.6 Once a candidate is selected, the department director overseeing the vacant
position will notify the employee’s current supervisor and request that the
supervisor file a transfer form. The “Transfer Request Form” shown in Appendix
F must be used for this purpose. The releasing department director must either
approve the transfer o~ provide reason why a transfer should not be approved to
the Chief Administrative Officer. Since transfers generally result in career
advancement for employees, the FBCC will consider denials of transfer request
which have been approved by the requesting department only when there are
significant reasons.

440.7 When all approvals have been received, the Personnel Office will review the
request to make sure that the salary recommendations are in accordance with the
ranges established for the position. After verification, the employee must be
notified of that fact and given all pertinent information regarding duties, salary,
and so on, in writing, so that possibility of misunderstanding is reduced. The
written notice shall be prepared by the Personnel Office, in coordination with the
department director, and forwarded by the Personnel Office to the employee.

450.8 Upon learning of the employee’s decision to accept or reject the transfer offer, not
to exceed thirty (30) days. The necessity for probation as well as the term of
probation will be determined by job requirements and hob suitability at the
discretion of the Personnel Office. Promoted personne! who complete their
probationary period are subject to the usual performance appraisal in accordance
with Policy No. 500.

Promotional Probationary Period

440.9 Employees selected for promotion may be placed on probation for a specified
period, not to exceed thirty (30) days. The necessity for probation as well as the term of
probation will be determined by job requirements and job suitability at the discretion of
the Personnel Office. Promoted personnel who complete their probationary period are
subject to the usual performance appraisal in accordance with Policy No. 500.

441.0 When promoted employees prove unsatisfactory in their new positions, they may
be reinstated to their former positions. This may be accomplished without prejudice or
loss of rights or benefits. Such employees will be assigned the salary received prior to
their promotion.

‘erms of Promotion

441.1 Promoted Employees will:

A. Retain their seniority.
B. Be compensated at the minimum rate of the new job or at their existing rate,
whichever is higher..
C. Have their personnel file updated so as to record the promotion.
D. Have the promotion publicized as deemed appropriate by the Personnel Office.
450. Involuntary Transfers




Policy Statement:

450.1 It is the policy of the FBCC to ensure that employees are placed in positions
according to their qualifications, job suitability, and the needs of the FBCC. To these
ends, the FBCC reserves the right to involuntarily transfer employees from one position
to another as the situation may require.

Procedures:

450.2 Employees may be involuntarily transferred from time to time to other positions
of comparable rank and status by administrative action. In all transfer situations (not
including disciplinary action), the employee will not suffer in pay or status.

450.3 Causes for transfer may include, but will not be limited to:

A. Fluctuations in department workloads.
B. Fluctuations iii department productivity.
C. More efficient utilization of personnel.
D. Increased career opportunities.

E. Personality conflicts.

F. Health reasons.

G. Budgetary constraints.

450.4 Employee selection for involuntary transfer will be determined on the basis of job
qualifications, job suitability, and position requirements by the Chief Administrative
Officer upon the recommendations of the Personnel Office. Once a decision to transfer an
employee has been made, the Personnel Office will notify both the releasing and
receiving department directors of the transfer circumstances and effective date.

450.5 Any employee refusing to involuntary transfer will be subject to disciplinary
action, up to and including termination.

460. Reduciions in Force

Policy Statement:

460.1 This policy statement is applicable to non-disciplinary, involuntary layoff~,
generally due to reasons such as personnel downsizing, discontinuance of program
funding, elimination of certain positions or lack of need for certain functions. When, in
the sole opinion of the FBCC, it becomes necessary to reduce the size of its work force
through lay-offs, the FBCC will try to provide those employees with at least twenty (20)
working days’ notice.



Procedures:

Personnel Office Coordination

460.2 General layoffs (involving more than one department) will normally be ordered
through the President of the FBCC to the Chief Administrative Officer, who will in
turn notify the Personnel Officer. When layoffs are localized to a specific
department, department directors, after first securing the approval of the executive
responsible for their operation, should provide at least three weeks notice to the
Personnel Office of situations which require that a reduction in force be instituted.

460.3 Should a reduction in force be necessary, temporary, part-time, provisional and
probationary employees will be released ahead of any full-time permanent
employees holding the same type of position.

Out-Placement Assistance

460.4 In the event of a general reduction, the FBCC will ~ to assist those employees in
obtaining positions elsewhere. This assistance may include notifying other
programs or businesses, making phones and offices available and duplicating
resumes. It should be understood that such assistance is dependent upon the
financial ability of the FBCC to undertake such efforts and must, therefore, be
considered as wholly within the FBCC’s right Lo decide the extent to which, if any,
it will conduct such efforts.

470. Retirement Honors

Policy Statement:

470.1 Unless declined by an employee, it is FBCC policy to honor all retiring
employees as an expression of gratitude for their contributions to the FBCC

and fellow workers.

Procedures:
Eligibility

470 2 Retiring employees include those employees granted total and permanent
disability, or early retirement.

Planning

470.3 The retiring employee’s department director has the responsibility for
arranging the activity honoring the retiring employee. The employee’s position
with the FBCC. circle of friends who are employed at the FBCC, and wishes
of the employee’s family should be considered ~n arranging the type of
activity to be held



470.4 Among the types of arrangements, the more popular form of activity is an
employee luncheon or dinner, to include the employee’s family members, as
well as friends and associates. If possible, several levels of supervision should
attend, up to and including senior officials where appropriate, to demonstrate
the FBCC’s sincere appreciation for the employee’s efforts.

Activity Cost

470.5 Funds for the activity will be allocated from either the program budget or the
general fund, subject-to budgetary limitations. Wherever possible, bills should
be attached to expense statements, which the department director will submit

480. Fxit interviews

Policy Statement;

480.1 Whenever practicable, if an employee leaves the employment of the FBCC,
the employee will be requested to participate in an exit interview, so that the
FBCC can make sure that the reasons for the employee’s decision to terminate
employment are understood.

Procedures:

480.2 The Personnel Office has the responsibility for the exit interview. Exit
interviews will normally be given as one of the final steps before the employee
leaves. hi the event that reasons prevent such a meeting, the Personnel Office
will mail the terminating employee a questionnaire, along with a postage-paid
reply envelope, asking the employee to provide the reasons for the job change
as well as their opinions of the FBCC. Signatures on questionnaires shall be
optional, at the sole discretion of the employee.

480.3 When conducting employee exit interviews, the Personnel Office
representatives shall do so in a manner that is open and friendly. The FBCC 1s
interested in learning employee reasons, and a defensive atmosphere or any
criticism or argument with exiting employees by Personnel Office interviewers
will not be tolerated.

480.4 The employee should be asked to first complete the “Employee Exit Interview”
form shown in Appendix G. The completed form can then be used by the
interviewer to discuss specific details with the employee.

480.5 Upon completion of the exit interview, the Personnel Office is responsible for
summarizing the reasons provided and informing involved department directors
that copies of the interview summary are available. If~, in the opinion of the
Personnel Office representative, the reasons given are significant. they should
be brought to the attention of the Personnel Officer for further review

and. if necessary, forwarding to the attention of the Chief Administrative
Officer.



SECTION 500: EVALUATION!DISCIPLINE

500. Employee Appraisal System

Policy Statement:

500.1 As part of the FBCC’s employee development program, formal evaluations of
each employee’s job performance will be made on an annual basis. The
objectives of the employee appraisal system include, but are not limited to the
following: to ensure.adherence with the FBCC’s wage and salary structurg; to
determine salary adjustments, promotions, and position reclassifications and
changes; to compare the effectiveness of employees and operating
departments; to identify candidates for training; and to ensure the effectiveness
of human resources.

Procedures:

Responsibility

500.2 Design, development and implementation of the FBCC’s employee appraisal
policies are the responsibility of the Chief Administrative Officer. The
delegated manager who carries out these duties on behalf of the Chief
Administrative Officer is the Personnel Officer. All operations of the FBCC
are expected to provide full cooperation and compliance with the policies
issued

Appraisal Schedule—Probationary Employees

500.3 The term Probationary Employee shall apply to the first three (3) months
of a new employee’s hiring date. A probationary employee will be carefully
monitored during this time and will not be afforded use of any employee
benefits, including annual or sick leave. Not later than two weeks afier
completion of the probationary period, supervisors will evaluate the
performance of the employee to determine whether the employee:

A. 1sto continue in the position.
B. Should be considered for transfer or reassignment
C. Should be terminated.

in the event the recommendation is for item B or C, then approval must be obtained

from the department director and forwarded to the Personnel Office. The Personnel

Office will, in either of those events, present the matter to the Chief Administrative

Officer for final disposition. A1l emplovees must be advised of the procedure

regarding probationary siatus at the time of their hire.

Appraisal Schedule—Annual Review

500.4 The date of hiring will be classified as the employee’s anniversary date for the



purpose of performance appraisals. The Personnel Office is responsible for
advising all department directors of the anniversary dates for anyone subordinate
which will fall within the next thirty (30) days, as well as providing the necessary
review forms. Reviews must be completed and returned to the Personnel Office not
later than two weeks after conduct of the review.

Coordination With Emplovees

500.5 It is the responsibility of the Personnel Office to see that all employees are
informed about the following as related to appraisals:

A. That it is FBCC policy to perform appraisals of performance regardless as to

whether or not any salary adjustments, increases and so on, are given,

B. That the employee will, as part of the appraisal process, be given the
opportunity to meet with his or her supervisor and discuss the supervisor’s
findings.

The basis upon which performance is evaluated.
That a formal grievance procedure exists in the event that there are disputes
with supervisors which cannot be reconciled.

o0

Evaluation Technigues

500.6 Employees responsible for performance evaluation should be aware of and adhere
to the following:

*Evaluate the performance, not the personality.

*Be as objective as possible.

*Consider overall performance over isolated incidents,

*Keep records of the employee’s positive and negative performance throughout
the year, rather than trying to reconstruct from memory at the time of evaluation.
*Employees should be kept aware of overall performance acceptability throughout
the year. The overall evaluation at the formal appraisal should not be a surprise to
the employee.

Special Appraisals

500.7 During the year, there may be circumstances when a special appraisal should
be made. Reasons include: to correct an inequity in responsibility or salary, to
redefine responsibility, to evaluate employees who are not filling permanent
full-time positions and to recognize exemplary performance in connection
with a specific task. Supervisors may perform special appraisals with the
advance approval of their department director and the Personnel Office.

Performance Appraisal Form

500.8 Emplovee evaluations consist of two key components. The first is the
“Performance Appraisal Form” { Appendix H), which evaluates the employee’s job
performance, compatibilit3’ to the position, ability to be supervised and other working



relationships. This form becomes the otficial evaluation report and remains in the
employee’s permanent personnel folder. The other component is the discussion between
the supervisor and the employee. The supervisor’s assessment of the reaction to the
interview discussion should be noted on the evaluation form afterwards. The form is then
routed to the department director for signature and forwarded to the Personnel Office.

510. Misconduct

510.1 For the best interests of the FBCC, as well as the safety of all employees,
misconduct will not be tolerated. Any employee who performs acts of misconduct will be
subject to disciplinary action, including termination of employment.

Procedures:

510.2 Supervisors will report employees engaged in misconduct to their department
director and to the Personnel Office. A representative of the Personnel Office will
investigate the circumstances of the incident and prepare a report for the department
director and reporting supervisor. The appropriate disciplinary action to be taken will be
based upon the report, consistent with Policy No. 520. Examples of those acts which
constitute misconduct are as follows:

Theft

510.3 Generally, employee theft will result in termination of employment. However, the
FBCC recognizes there may be circumstances which might justify a lesser penalty. For
that reason, considerations regarding the degree and type of disciplinary action to be
taken when theft, however minor, occurs are listed below. Nothing is intended to treat
theft as casual or to minimize the seriousness of intentional theft.

A. The value of the property taken.

B. Whether the theft was planned or impulsive.

C. If the employee believed that the item was being borrowed, rather than stolen.

D_1If the employee has any prior record of theft.

E. The service record of the employee prior to the theft.

F. My other finding regarding the theft which may explain the motivation for the

employee’s actions and might warrant a less severe penalty.

Fighting

510.4 Fighting between employees will generally result in disciplinary action less
severe than termination, unless it involves weapons, property damage, a previous history
of same by a specific employee or similar circumstances. The following will be
determined as part of the decision: '

A. The seriousness and severity of the attack.

B. The existence if any provocation.

C. Whether or not premeditation was involved.

D The identities of the persons involved.



F. Ifregret and apology was shown.
F. Ifthe reason for the fighting has been resolved.

The above applies to fighting between employees who are not in a supervisor/subordinate
role. Except for extraordinary reasons, assault upon a supervisor will result in
termination.

Falsification of Records

510.5 This category of misconduct includes the falsification of information such as time.
sheets and cards, requisitions and purchase orders and official records. The FBCC will
consider the following as possible reasons for mitigation of the seriousness of such
misconduct.

A. The seriousness of the action in terms of procedures.

B. Prior service and seniority record of the employee.

C. Whether the action was or appears to be premeditated.

D. If there were any reasons which may have provoked the employee.

Pranks

510.6 While pranks and horseplay are considered to be in the area of employee
misconduct, generally the disciplinary action taken will be far less severe than other
categories, except where there was or could have been serious injury or similar
undesirable results, even though unintended by the employee(s) involved.

Conduct Away From the Job

510.7 Although the personal conduct of employees outside of the work place is not the
FBCC’s business nor interest. disciplinary action may be warranted when such conduct:
A Injures the FBCC’s reputation.
B Prevents the employee from being able to perform duties a satisfactory

manner.
C. The employee’s conduct has created an unwillingness, inability or refusal by

other employees to work with the employee.

Other Misconduct

510.8 The following examples of misconduct will also by subjected to disciplinary
action. This list illustrates types of employee behavior that will not be permitted;
however, it is not intended to be inclusive

A. Use of alcohol or drugs on tribal property, or reporting for work under the
influence of alcohol or drugs.

B. Use of profane or abusive language.

C. Possessing firearms or other weapons on tribal property.

D. Abuse of tribal property.



E. Unauthorized gambling on tribal property.
F. Unauthorized absences.
} Performing job duties carelessly or negligently.
H. Causing or contributing to unsatisfactory working relationships.
I. Violating safety regulations
J. Use of telephone for personal call, especially long-distance calls.

520. Emplovee Discipline

Policy Statement:

520.1 Employee discipline will be administered for misconduct and other violations of
FBCC rules and requirements. The FBCC views employee discipline as the mechanism
intended to provide management control so that actions which do not serve the best
interests of the FBCC’s objectives can be dealt with. All disciplinary actions will become
part of the employee’s permanent personnel folder.

Procedures:

Responsibility

520.2 Each department direcior is directly responsible for cmployec discipline of the
employees in his or her department. The Personnel Office is available for consultation
and to provide advice and assistance, as mav be required. in carrying out disciplinary
procedures, supervisors must remember that these areas may be subject to revisions in
law. In addition, they may be subject to specific memories when an employee is
employed under a labor or consultant contract. In the event there is any question,
supervisors should coordinate their actions with legal personnel.

520.3 As part of the disciplinary procedure requirements, supervisors are also responsible
for seeing that employees understand why certain rules are in effect. As an example, if
failure to wear a safety helmet 1s established as a violation which is subject to
disciplinary action, employees should understand that failure to do so could result in
serious injury to the emplovee and co-workers. possible shut down of an operation and
even possibie loss of life.

Recording of Violations

520.4 Tt is vital that all violations of FBCC rules bv employees be reduced to writing by
the supervisor involved. Depending upon the type and extent of the violation, the
supervisor may retain such information in his or her own files, or forward a copy of the
incident to the Personnel Office for filing. A written record of any disciplinary action
taken as a result of violations, including the recording of name, date and summary of
discussion between the supervisor and the employee must be placed in the employee’s
permanent personnel folder.



Specific Actions

520.5 Supervisors are authorized a broad range of actions which they may choose form in
the event that subordinates are considered to be in need of disciplinary action. Generally,
the selection of the type of action will be based upon:

*where or not the violation has occurred repeatedly in the past, despite cautions to

the employee to the contrary.

*the type of violation involved.

520.6 Based upon the above, the following actions may be required:
A. Oral/Cautionary Warning--Used when an employee may not be aware of
violations, or when the violation is not considered to be severe enough to warrant
stronger action at this time.
B. Employee Counseling--Used when the violation is considered significant
enough to warrant a formal conference with the employee. The employee should
be made aware that the results are being noted in their records (See “Employee
Counseling Form” in Appendix 1).
C. Employee Warning Notice--This is a detailed citation of the violations and is
used in situations where both supervisor and employee signatures verifying the
warning must be recorded (See “Employee Warning Notice” in Appendix J).

520.7 Among the type of penalties supervisors may elect are:

A. demotion D. termination of employment
B. reprimand F. transfer or reassignment
C. loss of privileges F. suspension without pay

Recommendations for demotion or termination require approval of the department
director, the Personnel Officer, and the Chief Administrative Officer. In the event in
which department director is the subject of such recommendations, then the signature of
the Personnel Officer and the Chief Administrative Officer shall suffice. In the event that
the Personnel Officer is the subject of such recommendations, then the signature of the
Chief Administrative Officer and one officer of the FBCC shall suffice. In addition, for
termination of the Secretary-Treasurer, Chief Administrative officer, Chief Financial
Officer, Chief Judge, and Associate Judges and the Executive Assistant to the Council
can only be acted upon by the FBCC in a duly convened session.

Termination Appeals

520.8 An employee who is terminated under this manual shall have right to appeal that
action to the Fort Belknap Community Court for a de novo review thereof under the
provisions of this section. This right of appeal shall be the exclusive remedy available
Review of the merits of a termination shall not be brought before the FBCC, as this
process has been created to fully review and adjudicate appeals on their merit.



520.9 T'o be considered, an employee who wishes to have his/her termination reviewed,
must file a verified petition for review of termination at the Court, together with a filing
fee of one hundred ($100.00) dollars, within ten (10) working days of the date of his/her
termination letter.

521.0 In reviewing decisions, the presiding judge shall presume initially, subject to
rebuttal that the decision of the Administration was correct, and shall not substitute it’s
findings of fact or conclusion of law for those already entered, in whatever form, unless it
finds that the previous decision was arbitrary and/or capricious, erroneous as a matter of
law, or insupportable, based on the record. This standard shall be applicable at each level.
The Personnel Office shall be responsible for presenting the Tribal Administration’s
response to the appeal, utilizing the assistance of the Tribal Attorney, as necessary. After
reviewing all materials relevant to the appeal, the presiding judge shall issue a decision
within thirty (30) calendar days after the initial filing of the appeal.

521.1 The Court shall utilize its Rules of Civil Procedure to govern the consideration of
an appeal. When reviewing an appeal, the Court shall be provided with the records
developed at lower levels, together with written documentation supplied by the appellant
together with application information/employee records. All decisions of the Court shall
be final, provided, appeals there from may be filed with the Appellate Court within thirty
(30) calendar days of a final decision, solely to review the merits of an appeal. If a
termination decision is overturned, the Court shall return seventy-five ($75.00) dollars of
the original filing fee to the appellant, and the matter shall be returned to the Chief
Administrative Officer, with recommendations, to implement an appropriate
redress/resolution. Should the Court fail to find fault with the Administration’s original
termination decision, however, the entire filing fee shall be forfeit to the Court.

521.2 If the Fort Belknap Community Court recommends payment of funds by Tribal
Administration to address an appeal, amounts awarded in excess of $300.00 can only be
granted by approval of the FBCC. Amounts up to $300.00 in settlement of a dispute once
heard, can be approved by the Executive Officers of the FBCC, provided funds are
available. Every effort shall be made by the FBCC to honor an appellate decision.
However, if the FBCC finds that there is a lack of funds to pay for a wrongful termination
award, such conclusion shall be final and binding upon all parties. In any case, a record
shall be made of all decisions, and the appellant informed thereof

521.3 The FBCC, in establishing this procedure, is delegating authority to provide a
means for review. It is intended as a limited delegation of authority to allow for a limited
review to benefit employees, balancing the restricted resources of the FBCC with the
desire to provide individuals with a means to have their concerns about termination
actions reviewed

SECTION 600: EMPLOYEE BENEFITS




600. Emplovee Benefits

Policy Statement:

600.1 The FBCC will provide employees with appropriate personal security benefits as
part of their employment. Such benefits will be explained in benefit booklets [currently
under development in consultation with tribal attorney. The responsibility for preparation
and issuance of such booklets is delegated to the Personnel Office.

Procedures:

Review and Issuance of Booklets

600.2 It is the responsibility of the Personnel Officer to see that benefit booklets are
reviewed by legal counsel prior to issuance to ensure that nothing therein violates law or
exposes the FBCC to unnecessary litigation.

600.3 Benefit booklets shall clearly state that:

*Where a formal benefit plan is involved (as in the case of the employee IRA
Plan), the descriptions within this manual are just summaries and, in the event of a
conflict between anything in this manual and the official plan documents, the plan
documents will be used.

*The FBCC reserves the right to modify or discontinue any of the benefits (unless
prohibited from doing so by law). In the event that a benefit is added or withdrawn,
employees will be notified through written correspondence. -

*The booklet is intended only to summarize rights and benefits under the FBCC’s
programs and it is not intended to be used as a guarantee or contract of
employment.

600.4 Normally, booklets are provided to employees at their first day orientation/hire.
However, booklets may also be given to prospective candidates in order to encourage them

to join the management or staff of the FBCC.

Benefit Summary

600.5 In order to assist employees in understanding the benefit package which is
available to them, the Personnel Office will, as part of the booklet package provided to
employees, include a Summary of Benefits [currently being developed] as part of that
package.

610. Work and Holiday Schedules

Policy Statement:



610.1 The Personnel Office is responsible for advising all department directors and
employees as to the FBCC’s established policies with respect to working hours, coffee
breaks, rest periods, vacations and holidays.
Procedures:

Holidays

610.2 All permanent and probationary employees are eligible for paid holidays.
Temporary and contractual employees are not eligible for paid holidays.

610.3 The FBCC shall recognize the following as paid holidays:

A.New Year’'sDay....................... January 1

B. President’s Day . ..........Third Monday in February

C. Memorial Day........................... Last Monday in May

D. Independence Day...................... July 4

E. LaborDay......................... First Monday in September

F. Native American Day................

G. Veteran’sDay........................... November 11

H. Thanksgiving............................ Fourth Thursday in November
I. Christmas Day........................... December 25

610.4 In addition, any day designated as a holiday by action of the FBCC or the President
of the FBCC shall be observed.

610.5 Holidays falling on Saturday will be observed on the preceding Friday and holidays
fall on a Sunday will be observed on the following Monday

610.6 If a holiday occurs when an eligible employee is on approved leave of absence, the
absence will not be charged against their accrued annual or sick leave hours.

610.7 “Non-exempt” employees who are required to work on a paid holiday will be
compensated for any holidays worked.

Method of Communication

610.8 The Personne] Office will determine the best media for communicating information
to employees regarding irregular work and holiday schedules, i.e., booklets, memoranda,
posted announcements on bulletin boards and so forth.

Changes to Official Schedules

610.9 When work schedules dictate changes to such hours, as may be the case involving
shift work, unscheduled overtime and the like, department directors have the authority to
adjust schedules to fit these needs. When a deviation is required for an extended time, the
department director shall bring this to the attention of the Personnel Officer. Nothing



herein is intended to create a change in the normal amount of time upon which employees
are paid for each week of work. The work schedule for all full-time employees is based

upon a forty (40) hour work week.

Overtime Work

611 .0 All “non-exempt” employees who perform in excess of forty (40) hours per week
shall receive compensatory time in the amount of one and one-half (1-1/2) times the
additional hours required for such work. All overtime work must be approved by the
employee’s supervisor beforehand and the employee’s use of accrued compensatory time
must likewise be approved in advance. Compensatory time must be used within 30 days
of its acquisition or be forfeited.

Bulletin Board Notices

611.1 When notices regarding official FBCC personnel policy are placed on tribal
bulletin boards, these will be signed by the Personnel Officer, who is responsible for
ensuring that such notices are consistent with the FBCC’s personnel policies stated in this

manual.

611.2 Employees may use FBCC bulletin boards for personal notices, such as the sale of
automobiles, merchandise and so on. However, messages may not be posted without the
prior approval of the Personnel Office. Employees are to request such approval and, if
authorized, will post their notices with a posting and removal date showing. In order to
provide all employees with access to bulletin boards, employee notices may not remain
on bulletin boards for more than two weeks. The FBCC reserves the right to determine
which notices may or may not be posted.

Physical Fitness Incentive

611.3 As an administrative incentive towards healthy lifestyles, employees desiring to
exercise during their noon lunch hour are authorized to leave fifieen (15)minutees prior to
the noon hour and return fifteen (15) minutes late provided they notify their supervisors
of such intent and inform them of the location where they intend to exercise. Abuse of
this privilege may result in its revocation and/or disciplinary action at the discretion of
the supervisor.

620. Refreshment Breaks

Policy Statement:



620.1 The time allowed for breaks for refreshments and rest is authorized and paid for by
the FBCC. As such, employees should recognize that these represent a privilege and
should not be abused.

Procedures:

Time
620.2 Two breaks of fifteen {15) minutes each are allowed for refreshments. These
breaks are to be taken once during the first four hours of work, and once during the last
four hours. The exact time for each department will be determined by the department

director and all subordinates will be notified.

Guidelines For Supervisor

620.3 In determining the break procedures for their subordinates, department dircctors
should keep the following guidelines in mind:

A. Time limits should be clearly spelled out and observed. While the FBCC
intends to be as flexible as possible, if an employee habitually abuses the schedule,
disciplinary action, including reprimand and, if necessary, termination of employment
may be ordered.

B. Supervisors will be held responsible for abuse of break time by their
subordinates.

C. Break time may be provided for refreshments and/or rest, depending upon
type of position and the nature of work,

D Breaks should be scheduled so that not all employees are gone at the same
time. This will aid in ensuring that phones will be covered.

E. Where appropriate, break times may be rotated, so that no single groups
retains an unfair advantage regarding schedule.

F. To the maximum extent practical. breaks should be scheduled at midpoints,
rather than at the beginning or end of the work day.

G. Coffee pots, if allowed in work areas, must be cared for sc that they do not
become safety or fire hazards. Hot plates are not allowed.

630. Annual Leave

Policy Statement:

630.1 All full-time employees are eligible for paid annual leave after completing their
three month probationary period. The FBCC feels that vacations are an important part of
an employee’s health and well-being. For this reason, the FBCC will not approve
requests for extras pay in lieu of annual leave time. As a further incentive to promote the
use of annual leave time, carryover time will not be allowed beyond one vear after the
year earned.



Procedures:

Supervisorv Responsibility

630.3 All permanent employees accrue earned annual leave starting with their hire date.
During the first three months of employment while an employee is on probationary
status, no paid annual leave is available for use; however, earned accrued annual leave
will be credited to the employee’s account.

630.4 Annual leave accrual rates for employees during the first three (3) years of service
are calculated on the basis of nineteen and one-half days (156 hours) for each year of full-
time service. Each eighty (80) hours that the employee works earns its factual share of the
annual amount, equivalent to six (6) hours per full-time pay period. Employees with more
than three (3) years but less than ten (10) years of full-time service earn annual leave at
the annual rate of twenty-six days (208 hours) for each year, equivalent to eight (8) hours
per full-time pay period. Employee with ten (10) or more years of full-time service earn
annual leave at the rite of twenty-nine and one-quarter day (234) per year, equivalent to
nine (9) hours per full-time pay period. Permanent part-time employees accrue annual
leave as above for each eight (8) hours worked, resulting in pro-rated accrual.

630.5 For the purposes of assigning employees their annual leave accrual rate, service
with the FBCC need not be continuous. For example, an employee with two years service
in one program, followed by three years unemployment, followed by one year’s service
in a second program is eligible to accrue eight (8) hours per pay period.

Schedules and Conflicts

630.6 All annual leave time must be approved by the employee’s supervisor. While the
FBCC will try to accommodate employee schedules, it should be understood that the
needs of the FBCC must take priority over any request. Requests for annual leave totaling
two (2} days or fewer must be submitted at least one (.1) day in advance, while

requests totaling more than two (2) days must be submitted at least five working days in
advance.

30.7 1In the event that two or more employees in the same program request the same
annual leave dates. and the needs of the FBCC are such that multiple absences cannot be
approved, supervisors have the authority to determine the order of priority for annual
leave. This may be based upon seniority or whoever has requested the date first.
Employees who have conflicting schedules are expected to try to work out a compromise
before asking their supervisor for a ruling. Since employees must take annual leave
within a fixed period, supervisors must give priority to a request made by any employee
who otherwise stands to lose unused annual leave in advance of all other considerations

Loss of Benefit




630.8 All employees must take their earned annual leave time not later than one year
after it is earned. Unused annual leave time remaining beyond that time period cannot be
claimed and will be forfeited. Thus, the most unused annual leave any employee may
accrue is equal to the number of hours allotted that employee annually (i.e., 156 hours,
208 hours or 234 hours). in exceptional cases when an employee defers annual leave
because the FBCC has requested that the employee do so, the employee will not lose the
days earned and may take them at a later date.

Termination
630.9 Program budgets allowing, employees will be paid for all earned, unused annual
leave, provided that they have resigned under satisfactory conditions, or have been
terminated for the reasons other than cause. Any employee terminated for cause

(misconduct, including theft, etc.) forfeits all unused annual leave.

640. Sick Leave

Policy Statement:

640.1 As protection for employees, the FBCC provides permanent employees with a paid
sick leave plan that provides continuing income during periods of iliness. The benefits
associated with this plan are tied to length of employment. All permanent employees
(both full-time and part-time) are covered by the FBCC s sick leave plan.

Procedures:

Sicle Leave Plan Details

64d 2 Sick leave is available to all permanent employees when they are unable to work
due to illness or injury. Sick leave begins to accumulate the first month on the job. Each
permanent employee accumulates four (4) hours of paid sick leave for each eighty (80)
hours that the employee works full time, up to a maximum of 1,440 hours (160 days).
Any sick leave earned in excess of this amount will be forfeited. Sick leave is available
only for the purposes stated. Employees may not convert sick leave to any type of
payment during or upon completion of employment

640.3 The FBCC has the right to require medical and other reports when an employee 1s
on sick leave. Generally, it is not expected that such information will be requested unless
an employee’s illness extends beyond one week. Failure to request such information shall
not be considered as a waiver of the FBCC’s right to do so. If an employee fails to submit
requested medical verification, or if the FBCC feels that the information supplied does
not justify absence for illness or injury, the request for sick leave may be denied and the
employee may be required to use vacation time or take unpaid leave. Any tribal employee
with minor children may take sick leave of his/her child is ill, provided that he/she has
the available sick leave hours and provided that when both parents are tribal employees,
only one will take advantage of this procedure.



640.4 If an employee does not have sufficient earned sick leave available, then the
employee will not be paid for time lost from work. However, supervisors may, when they
believe that circumstances justified, authorize additional paid sick time, advanced from
further earned sick leave, up to five (5) days, without further approval, and up to total of
ten (10) days of sick leave to an employee, with the approval of the department director
and the Personal Officer.

Supervisory Responsibility

640.5 Supervisors are responsible for seeing that all sick leave is properly recorded on
employee time sheets. Supervisors are also responsible for seeing that employees
understand that if they are unsure about any of the policies, procedures, or requirements
concerning the sick leave plan, they should ask the supervisor or representatives of the
Personal Office about these.

640.6 If the nature of the employee illness is serious, and appears to be of a potential
long-term nature, the supervisor should notify the department director and the Personal
Office. Supervisors will consider the need for employee replacement with temporary
personnel, sending flowers and/or candy and visits by co-workers. The extent to which
these elements may be involved are dependent upon the employee’s length of service,
position, and so on.

640.7 Abuse of sick leave is potential problem for any organization. Supervisors should
be aware of the indicators of such abuse. They include:

*continued patterns of use of available time whenever sick days are earned.
*repeated requests to draw upon advance sick leave.

*repeated failure of the employee to personally call in when unable to show up
work.

* disproportionate amount of sick days on Mondays, Fridays or the days before
or after a holiday.

640.8 If a supervisor suspects that an employee is abusing the sick leave policy, he or
she will take disciplinary action. This requires documenting the files with respect to what
specific actions have led the supervisor to question the employee’s actions, meeting with
the employee to determine if there are explanations, and, if necessary, providing
counseling. If the situation still continues then formal action, including notice that
disciplinary action, such as suspension, leave without pay or termination of employment,
may be taken. Formal steps require that supervisors notify the Personnel Office of the
situation and work with that department to ensure that consistent treatment by the FBCC

is being applied.



640.9 In the event that an employee does not have sufficient earned sick time to cover
an illness and is not eligible for advanced sick leave payment, the supervisor will notify
the accounting department so that the proper deduction is made from any paycheck for
the first week of unpaid absence. Should, after one week, the employee still be absent
from the job, the supervisor must place the employee on “inactive” status (leave of
absence without pay), notifying the personnel arid payroll groups. This action should also
be brought to the attention of the supervisor’s department director. The “Inactive Status
Memorandum” shown in Appendix K should be used for this purpose

650.  Leaves of Absence

Policy Statement:

650.1 The FBCC policy regarding leaves of absence encompasses both voluntary arid
involuntary conditions, as well as leaves with and without pay. All decisions made by the
FBCC with respect to leaves of absence are done at the sole discretion of the FBCC.

Procedures:

Voluntary Leave — Requests

650.2 Any employee desiring ieave apart from or in excess of their accrued annual or sick
leave, with or without pay, must request the same, in writing, from their supervisor.
Requests should be made well in advance of the date that the employee would like to
leave. Requests should specify the start and return dates. and describe the reason the
employee has for making the request.

650.3 Leaves of absence with pay are typically granted fbr employee presence required

by a court of law or brief military obligations not it excess of fourteen (14) calendar ,
days. Leaves of absence without pay are typically granted not in excess of thirty (30) 2 one gl
calendar days for parental recovery’ and cane of a newborn, prolonged illness in excess  3-.) )
of an employee’s accrued sick leave, and occasionally, educational leave forup toone oo
course of instruction per quarter (generally, a few hours per week) Each request will be

considered on an individual basis.

650.4 The FBCC will consider employee requests for leave of absence based upon its
needs. Any employee requesting and receiving an approved leave of absence should
recognize that while the FBCC will make every attempt to place the employee back in the
position which he or she left, no guarantee can be made that the employee will be able to
resume that or any other position, since staffing levels are based upon program needs.

Voluntary Leave -—- Special Conditions

650.5 If approved, leaves of absence are granted without pay or insurance and other
employee benefits, unless specifically stated otherwise. Employees should understand
that they are responsible for arranging any coverage for insurance they may require on



their own. Approved requests will not result in any loss of seniority. If an employee fails
to return on the date specified, the employee’s position will be considered to have been
voluntarily terminated. During periods of approved absence, employees may not engage
in activities which represent a conflict of interest

Voluntary Leave-- Supervisor Actions

650.6 Upon receipt of requests for leave, supervisors shall indicate whether or not they
concur with the request and forward the request to the department director for approval or
disapproval. The decision will be routed back through the supervisor to the employee.
Requests for leaves of absence in excess of fourteen (14) calendar days must be presented
before the Chief Administrative Officer for finai disposition.

Involuntary Leave

650.7 Involuntary leave of absence of an employee is used by the FBCC whenever the
FBCC feels it is in its best interests to do so. Such leaves are unpaid and without benefits
and may result in loss of seniority. They are frequently used in connection with
disciplinary procedures and may only be accomplished with the approval of department
directors, the Personnel Office, and the Chief Administrative Officer.

Religious Leave

650.8 Employees are authorized twenty-four (24) hours leave per fiscal year for

religious reasons (e.g., participation in Sundances, Pilgrimages, etc.). Application and

approval of religious leave is subject to the same procedures governing application and

approval of annual leave requests (see Policy No. 630.6). Abuse of this privilege may

result in its revocation and/or disciplinary action at the discretion of the supervisor.
SECTION 700;: PAYROLL AND RECORDS

700, Time Sheets and Cards
Policy Statement:

700. 1 Accurate preparation of hi-weekly time sheets arid time cards for recording labor
is of the utmost importance. These time cards and time sheets are used to record costs
against specific program budgets and to record time taken for illness, holidays, annual
leave and so forth.

Procedures:

700.2  Supervisors will provide their subordinates with the proper time sheet identifying
information for their programs and ensure that all time cards and time sheets are filed
appropriately.

700.3 The recording of hours worked is to be in ink. Entries are to be made only by the
employee, never by secretaries, supervisors, or other persons, unless the employee is



absent due to reasons such as sickness, leave, and so on. Incorrect entries must be crossed
out and re-entered in ink and initialed by the employee and the supervisor.

700.4 Corrections on time cards are to be made in fxk by crossing out the incorrect data
and re-entering the correct data. The incorrect entry must remain legible and must not be
obliterated. Erases or “white-outs” are not permitted. Corrections must be initialed in ink
by the employee and the employee’s supervisor. Do not destroy cards which cannot be
corrected. Return the card and secure a replacement.

700.5 Submission of time sheets and time cars along with the appropriate employee and
supervisor signatures certifies that entries are accurate and represent actual time worked.

700.6  Supervisors will advise employees of time card submittal schedules and are
responsible for ensuring that time cards are forwarded to payroll personnel on a timely
basis.

710. Payroll Change Records

Policy Statement:

710.1 It is vital that the accounting department be kept advised as to the proper status of
employees. Supervisors are responsible for seeing that payroll change records are used to
notify the Accounting Department of changes to the status of their assigned employeces
Procedures:

710.2  Whenever an cmployee’s pay status changes due to reason of transfer, change in
salary, promotion, demotion, reclassification, leave of absence or termination, a “Payroll

Change” notice as shown in Appendix L will be prepared.

710.3 The supervisor approving the change is responsible for the timely processing of the
change to the accounting department. so that all payroll records can reflect current and
correct data.

710.4 In the event an employee is overpaid for any reason, overpayments will be
deducted from future paychecks Termination of employment does not relieve any

employee form amounts owed the FBCC.

710.5 When fransfer to another department is involved, the supervisor of the new
department is responsible for the approval arid processing of all paperwork.

720. Wage Assignmenis (Garnishments)

Policy Statement:

720.1 Employees are expected to handle their personal finances without involving the
FBCC in the legal procedure of wage garnishments, which is costly for the FBCC and



may also affect the organization’s public image. All legitimate wage garnishments
received by the he FBCC against one of its employees, even if settled prior to any payroll
deductions, will be formally discussed with the employee and recorded in the personnel
folder. Repeated problems may result in disciplinary action being taken.

Procedures:

Creditor Letters

720.2 If the FBCC receives a letter from a creditor regarding assistance in debt collection
against an employee, the FBCC will not respond 1o such a letter, nor shall it be retained
in the personnel folder. However, the FBCC will, through the employee’s supervisor,
notify the employee that such a letter has been received, and advise the employee as 1o
the actions that will be taken should an appropriate lega! garnishment be filed.

Garnishments

720.3 Upon receipt of garnishment or any form of legal document served upon the
FBCC which requires that the FBCC become liable for payment of part or all of an
employee’s wage: to a court of competent jurisdiction or other authorized legal body, the
Accounting Department will be notified immediately, with instructions to withhold the
necessary amounts from the employee’s paycheck.

720.4 Emplovyees will be given opportunity to present evidence of an error as fo the
validity of the garnishment if that is the case and. if proven valid, any action recorded in

the personnel folder will be removed.

Empiovee Notice

720.5 Supervisors are to inform employees regarding any adverse credit action taken,
with strong encouragement that the employee seek consumer credit assistance to aid in
the resolution of his or her financial problems. The discussions with the employee will be
formally recorded by the supervisor and signed by the employee. Use “Employee
Notification Record” in Appendix M for this purpose. Matters concerning wage
garnishment shall be treated as confidential and all discussions are to be held in strict
confidence.

730. Emplovee Records Retention

Policy Statement:
730.1 Employee Records shall be retained so that they are available for use during and

after employment, as may be required by law, regulation, insurance programs and similar
entities,

Procedures:



Department Responsibilities

730.2 The Personnel Officer has overall responsibility for development and maintaining
of employee records retention procedures. These procedures must recognize legal
requirements as well as the current and future retrieval needs which the FBCC may have
for employee related records.

730.3 A permanent employee record folder for each employee will be established within
the Personnel Office at the time of hire of an employee. This record folder will include’
the initial applications, interview records, reference checks, wage and salary forms, as
well as all performance records and related data during the period of employment through
to retirement or termination of employment. The permanent folder remains in the
Personnel Office.

730.4 A “Checklist of Personnel Records” maybe referenced in Appendix N. This list
contains the types of personnel records which are required by the FBCC and their periods
of retention. The Personnel Officer will periodically review requirements in this area and
make any revisions which are necessary.

Employee Responsihilities
730.5 Employees are responsible for reporting new or additional personal information of
interest to the FBCC to their supervisors. Supervisors receiving such information form
emplovees shall route the information to the Personnel Office for inclusion in the
employee’s permanent personnel folder. Information of interest to the FBCC includes the

following:
A. Legal name F. Driver’s License status (if relevant)
B. Next of kin G. Exemptions of W-4 form
C. Home address H. Change of beneficiary
P. Marital status 1. Home telephone number
E. Military status J. Number of dependents

730.6 Since the FBCC refers to an employee’s personnel folder when making decisions
in connection with promotions, transfers, layoffs and recalls, it is to an employee’s
benefit to ensure that his or her personnel folder includes information about completion
of educational or training courses, outside civic activities and areas of interest or skill that
may not be part of an employee’s current position.

Disposal of Permanent Folders

730.7 Once an employee leaves the FBCC, the permanent employee records folder will
be removed from active files and transferred to the inactive file. Information in the file
which is no longer required for any reason my be disposed of. The balance will be
retained, by classification, for the time period designated for retention by the Personnel
Officer.

740. Access to Personnei Folders




Policy Statement:
740.1 Employees are not authorized access to their Personnel folders

Procedures:

740.2 This policy applies to all permanent personnel folders which are maintained by the
Personnel Office. Although the contents of the folder may not be shown to the employee,
supervisors are authorized to respond to employee inquiries concerning whether a
specific item or items are contained in the folder. However, the supervisor should not
discuss recommendations affecting the employee.

740.3 Should the employee request a copy of any interview or other file documents
which the employee has previously signed, it is permissible to give the employee a copy.

750. Release of Emplovee Related Information

Policy Statement:

750.1 Other than an authorized Personnel Office representative, no employee may
release any information concerning a current or former employee. This policy is
necessary to protect the FBCC from involvement in litigation, A well as to ensure the
accuracy of the proper release of information.

Procedures:

Prohibited Information

750.2  Any requests, written or oral, from any source, except governmental or legal
representatives having proper authorization, for the foliowing information, will not be
honored.

A address P. opinion regarding job performance
B. home telephone number F. confirmation of salary

C. reason for termination

750.3 1If an employee, or former employee, desires to have such information released,
the FBCC will do so provided that the employee has precisely described what may be
released in writing to the FBCC. This written notice will be maintained will be
maintained in the Personnel folder for one (1) year, after which time the authorization
must be renewed by the employee if he or she still desires that it be released. if there is ~o
extension by the employee, the release of information by the FBCC will cease.

Routing of Requests

750.4  All requests for information regarding current or former employees are to be



forwarded to the Personnel Officer. Inquiries from lending authorities, social security
forms, and similar types of information which an employee may require for purposes
such as purchase of an automobile arid so on, should be handled expeditiously, so as not
to delay the employee’s effort.

Section 800: Miscellaneous Policy

800. Grievances

Policy Statement:

800.1 'I'he FBCC has established a formal policy whereby any employee who believes
that he or she has been treated unfairly is able to express that position to management
without fear of retaliation for doing so.

Procedures:

Filine a Grievance — Step 1: Informal Discussion

800.2 As a first step, the FBCC urges employees and their supervisors to meet and
explore misunderstandings or grievances. This gives both parties an opportunity to
understand each other’s positions and advances the potential for settlement. Experience
has shown that the earlier misunderstandings and complaints are addressed, the greater
the opportunity for amicable resolution. Accordingly, employees are encouraged to bring
grievances to the attention of their supervisors within two weeks [fow the time the
grievances has arisen, and the supervisors should try to meet with the employee no later
than one week from the time the employee has contacted the supervisor.

800.3 Normally the involvement of a representative from the Personnel Office at this
stage should only be done when either the employee or the supervisor has requested such

involvement.

Filing a Grievance — Step 2: Formal Filing

800.4 When informal procedures do not result in resolution of satisfaction, the employee
is entitled to file a “Grievance Review Request” as shown in Appendix O, which is to be
forwarded to the attention of the Personnel Officer, with a copy to the employee’s
supervisor. This form should be filed within one week following the supervisor’s final
response in Step L

Filing a Grievance - Step 3: Formal Response

800.5 Within one week following receipt of the employee request, the Personnel Office
shall meet with the employee for the purpose of reviewing the matter. Upon completion,
the Personnel Office will investigate as necessary, meet with the employee’s supervisor



as well as the involved department director and issue a written finding to the employee,
signed by the Chief Administrative Officer, representing the administration’s position.
The Personnel Office representative should make every attempt to issue the finding as
promptly as possible, but, in no event, later than three weeks from the time the employee
has met with the Personnel Office.

Filing a Grievance -- Step 4: Higher Level Review

800.6 If an employee has flied a formal review and is still dissatisfied, the employee may
request a higher level review. This is done by filing the same review request with the
Personnel Commitiee, if it seems necessary, may meet with the employee and, following
such meeting, provide the employee with a response within 30 days from receipt of the
employee’s request. Alternatively, the Personnel Committee, upon reviewing the
employee’s request, may choose not to meet with the employee, in which case the
decision of the Personnel Office and the Chief Administrative Officer shall stand. Since
the Personne] Committee is the highest authority in such matters, either of these
responses shall constitute the final verdict regarding the employee’s grievance.
Guidelines for Supervisor~ and Reviewers

800.7 The FBCC desires a fair hearing for employees and amicable resolution wherever
possible. All supervisors and other personnel who are responsible for providing an
employee with the FBCC’s position in a grievance shall adhere to the following
guidelines in the handling of an employee request:

A Do not prejudge or otherwise form an opinion in advance of the employee
presenting his or her side.

B. Separate facts from opinions and impressions. Draw upon letters, records
and other written documents.

C. Analyze and decide upon what might be done. There will often be more

than one
solution to a grievance,

P. Consider if the decision is precedent setting. Are other programs of the
FBCC affected and does the decision make sense for them?

F. Deliver the decision whether favorable or unfavorable, the to the
employee. Avoid having good news and bad news delivered by separate units,
such as immediate supervisor and personnel representative.

F. Follow-up to see if the decision has truly resulted in resolution. Try to
determine if the decision was made without a full attempt to determine all of the
facts involved, or if more analysis might be necessary. Watch for settlements
which trigger new grievances. It is useful for the future to learn if better ways to
handle the grievance could have been developed.



Appealing a Grievance Verdict

800.8 An employee who is dissatisfied with the administration’s decision regarding
his/her grievance shall have the right to appeal that decision to the Fort Belknap
Community Court for a de novo review thereof under the provisions of this section. This
right of appeal shall be the exclusive remedy available. Review of the merits of a
grievance appeal shall not be brought before the FBCC, as this process has been created
to fully review and adjudicate appeals on their merit.

800.9 To be considered, an employee who wishes to appeal an administrative grievance
decision, must file a verified petition for review of a grievance decision at the Court,
together with a filing fee of one hundred (§100.00) dollars, within ten (10) working days
of the date of his/her final administrative grievance verdict, as is set forth on the official
correspondence regarding the verdict.

801.0 In reviewing decisions, the presiding judge shall presume initially, subject (o
rebuttal, that the decision of the Administration was correct, and shall not substitute it’s
findings of fact or conclusions of law for those already entered, in whatever form, unless
it finds that the previous decision was arbitrary and/or capricious, erroneous as a matter
of law, or insupportable, based on the record. This standard shall be applicable at each
level. The Personnel Office shall be responsible for presenting the Tribal
Administration’s responsc to the appeal, utilizing the assistance of the Tribal Attorney, as
necessary. After reviewing all materials relevant to the appeal, the presiding judge shall
issue a decision within thirty (30) calendar days after the initial filing of the appeal.

801 1 The Court shall utilize its Rules of Civil Procedure to govern the consideration of
an appeal. When reviewing an appeal, the Court shall be provided with the records
developed at lower levels, together with written documentation supplied by the appellant
together with application information/employee records. .All decisions of the Court shall
be final, provided, appeals there from maybe filed with the Appellate Court withip thirty
(30) calendar days of a final decision, solely to review the merits of an appeal. If an
administrative grievance decision is overturned, the Court shall return seventy-five
(~75.00) dollars of the original filing fee to the appellant, and the matter shall be returned
to the Chief Administrative Officer, with the recommendations, to implement an
appropriate redress/resolution. Should the Court fail to find fault with the
Administration’s original grievance decision, however, the filing fee shall be forfeit to the
Court.

801.2 If the Fort Belknap Community Court recommends payment of funds by Tribal
Administration to address an appeal, amounts awarded in excess of ~300.00 can only be
granted by approval of the FBCC. Amounts up to ~300.Q0 in settlement of a dispute
once heard, can be approved by the Executive Officers of the FBCC, provided funds are
available. Every effort shall be made by the FBCC to honor an appellate decision.
However. if the FBCC finds that there is a lack of funds to pay for a grievance award,
such conclusion shall be made of all decisions, and the appellant informed thereof.



801.3 The FBCC, in establishing this procedure, is delegating authority to provide means
for review. It is intended as a limited delegation of authority to allow for a limited review
to benefit employees, balancing the restricted resources of the FBCC with the desire to
provide individuals with a means to have their concerns about administrative decisions
reviewed.

810. Serious Emergencies or Deaths

Policy Statement:

810.1 In the event that an employee on the job must be notified of a serious family
emergency or death of an immediate family member, it should be done in a manner
which demonstrates sensitivity and concern by those delivering the message.

Procedures:

Notification
810.2 Supervisors should try to use a fellow employee with whom the employee has
developed a close working and personal friendship to inform about serious emergencies
or deaths. If no such person is available, the supervisor should assume that responsibility.
Consideration should be given to having the employee driven to their home or hospital,

as maybe the case.

Sympathy Condolence

810.3 In the event of death of an employee or immediate family member, the FBCC will,
through the Personnel Office, arrange for an expression of condolence to the family, to
include, as appropriate, flowers or a contribution to charity in the name of the deceased.

Time Off

810.4 In cases of serious emergency or death in an employee’s immediate family, the
employee shall be given an emergency leave of absence with pay not to exceed three (3)
working days to attend to the emergency or funeral or any other arrangements connected
with such activities. For the purposes of this Procedure, “immediate family” is defined as
follows: spouse (legal or common-law), child, parent, grandparent, sibling, aunt or uncle,
niece or nephew, first cousin, and any other individual residing in the same household as
the employee. '

820. Accidents and Injuries

Policy Statement:

820.1 Regardless as to how minor an accident or injury may appear to be, all accidents



and injuries must be reported to supervisors as soon as it is possible to do so.

Procedures:

820.2 Employees who are involved in an accident, are injured, or both, while performing
job duties, whether at their usual working area or elsewhere, including on FBCC travel,
are responsible for notifying their supervisors immediately. In the event that any injury
requires immediate treatment, supervisors will also notify the Personnel Office and
ensure that the proper information is recorded as required to comply with the law and for
the purposes of arranging medical, insurance and other benefits.

820.3 In the event of disabling injury which prevents the employee from continuing on
the job, the Personnel Office is responsible for arranging for a representative of the Fort
Belknap Insurance Company to contact the employee and provide the employee with Lthe
information concerning ‘workman’s compensation and other benefits.

830, OSHA lnspections

Policy Statement:

830.1 Inspections by Federal inspectors are permitted provided the inspector presents
valid credentials and that the inspections can be made expeditiously and at reasonabie
times.

Procedures:

Inspection Criteria

830.2 The Occupational Safety and Health Act (OSHA) authorizes the Federal
government to establish plans with respect to verifying that organizations are meeting
safety and health requirements as required by OSRA.

830.3 The FBCC will arrange for such inspections by authorized officials. However,
reasons to deny an inspection are valid under certain conditions, such as at a time when
the FBCC is involved in an emergency situation requiring attention by the FBCC and its
employees in order to correct the situation.

830.4 The Personnel Office will be the contact point for such inspections. It is
responsible for coordinating with legal counsel, so that any changes in the law are

reflected in the FBCC’s procedures.

Media Coverage

830.5 The decision to allow or deny media coverage of an OSHIA inspection or
investigation is the prerogative of the employer. OSHA neither encourages or discourages
media coverage. It is the policy of the FBCC to deny requests from media to



accompany an OSHA inspection officer.
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AGREEMENT, made this day of

Employee Confidentiality Agreement
, 200 by and between the FORT

BELKNAP COMMUNITY COUNCIL, hereinafter referred to as the “Council” and

_hereinafter referred to as the “Employee.”

In consideration of the employment or continuance of employment (as the case may be)
of the Employee by the Council, it is hereby agreed as follows:

1.

(W)

CONFIDENTIAL INFORMATION: During the period of employment, the
Council may disclose or cause to be disclosed to the Employee, confidential
information relating to the business recognized by the Employee to be the
property of the Council and the Employee agrees to hold such information in trust
and solely for the Council’s benefit and not to disclose such information to others,
either during or after employment, without the written consent of an officer of the

Council.

SUBSEQUENT EMPLOYMENT AND TERMINATION OF EMPLOYMENT:
This agreement shall continue in any subsequent employment of the Employee by
the Council, and extend to the Council’s successors or assigns.

Upon leaving the Council’s employ, the Employee shall not take with him or her,
without first obtaining the written consent of an officer of the Council, any
drawing or other document, whether an original or reproduction, or any tangible
evidence of confidential information or data belonging to or under the control of

the Council.

FORMER OBLIGATIONS: The Employee will strictly adhere to any obligations
which he or she may have to former employers insofar as the use or disclosure of

confidential information in concerned.

Employee Personnel Officer

Witness



Acknowledgement of Substance Abuse Policy

I hereby acknowledge having received and read the FORT BELKNAP COMMUNITY
COT.INCIIL’S substance abuse policy. 1 am aware that if T huve any questions
concerning this policy that 1 am to advise my supervisor and, that if I fail to comply with
the policy, I may be subject to disciplinary action, which can include suspension or
termination of employment.

Employee Signature Date

Cc: Personnel Folder Employee



Part I

Acknowledgement of Receipt of Personnel Policies Manual

I have received and read issue # of the FORT BELKINAP COMMUNITY
COUNCIL’S Personnel Policies Manual. I understand that I will be responsible for the
custody and control of this manual and that it must be surrendered should I leave the
employment of the Council.

Employee Signature Date

Part 2

Acknowledgement of Instructions -- Personnel Policies. Manual

I have reviewed the FORT BELKINAF COMMUNITY COUNCIL’s Personnel Policies
Manual, which has been made available through my supervisor. I understand that the
Council expects its employees to be familiar with and comply with these policies and
procedures and, if I have any questions concerning the manual, I should address these to
my supervisor.

Employee Signature Date



Appendix C

SEMINAR ATTENDANCE APROVAL REQUEST
(To aid in understanding how this form is filled out, we have provided a completed
sample.)
Requested By: Mary Smith Department: Purchasing
Course Description: Effective Purchasing Techniques
Seminar Sponsor: Caldwell Consulting Associates
Length of Seminar: Three Days

Location: Richmond, Virginia

Estimated Costs:

Seminar Fee5300
Air Fare 225
Hotel 120
Meals 75

Relationship of Seminar To Job:
Improve understanding of purchase order terms and conditions, development of short and
long range purchasing strategies and orientation to requirements of Uniform Commercial

Code.

APPROVALS

Supervisor: Date:
Department Head: Date:
Director of Training: Date:
Vice President: Date:

(Note — Unlike tuition requests, providing reasons for disapproval are optional.)



Appendix D
COURSE TITLE INSTRUCTOR DATE OF COURSE

COURSE APPRAISAL AREAS

Please enter a checkmark (7). In the boxes representing your estimate of items referred to

POOR FAIR GOOD VERY GOOD
EXCELENT

How well was the course material organized?

NOT AT ALL

How would you rate the course overall?




TRANSFER REQUEST

Date:
To: (Name of selected employee’s supervisor)
From: (Name of department head or Vice President of new department)

This is to advise that we propose the transfer of (insert employee name and payroll
number) to our department as of (insert effective date.)

The position to be assumed is (insert position title and grade level.)

The starting salary shall be (insert dollar amount.)

In accordance with Company procedures, we are required to obtain your agreement to the
transfer of an employee from your department. -Please indicate your approval in the

space provided below. If you are unable to release the employee, the procedure requires
that the reasons for same be given.

Approved By Date

(Manager Vice President)

If approval is not authorized,
reason: -

Approved requests shall be routed to the Personnel department. Rejected requests shall be
routed to the Office of the President. Please retain a copy of this request for your file.



Appendix F

Emplovee Exit Interview

Your response to this form is voluntary, as is your participation in the exit interview
itself The information you provide will assist the FORT BELKNAP COMMUNITY

COUNCIL in its -employee relations. Please use the weighing system to reflect how
much importance you would place on the reasons shown for your decision to resign and

insert that number in the space provided.

Evaluation Criteria

5) One of the key reasons prompting my decision to resign.
4) Very significant factor in my decision.
3) One of the factors in my decision.
2) Had little involvement in my decision.
D Did not have anything to do with my decision.
Salary level.
Challenge.
Working relationship with my supervisor._
Benefits program.
Actions of management.
Promotion and career opportunities.
Job location.
Work load.
Hours of work.
Job responsibilities as related to qualifications.
Other
Title: Dept:
Salary Grade: Years Employed:

Time 1

Present Position; -



Employee:
Position:

Does Not Meet
Requirements

Appendix G
PERFORMANCE APPRAISAL FORM

Payroll #: Department: Date of

Start Date: Last Review Date this Review
Partially Meets Mests Exceeds
Requirements Requirements Requirements

1. QUALITY OF WORK:

Accurate, Thorough, Complete

2. RESPONSIBILITY:

Demonstrates Initiative, Able to Follow Instructions, Works In Safe Manner,

Punctual, completes Assignments On Time, Dependable.
3. PRODUCTIVITY:

Is Productive, Able To Deal With Rush Assignments.

4. ATTITUDE:
Open to Constructive Criticism, Cooperative, Works Well With Others, Complies

With Company Rules
COMMENTS:

Department Head

Department

Personnel




Employee Counseling Form __ Supervisory Desk Note

Counseling Date:

Supervisor:
Employee’s Position
Name: Title:

Nature of Condition, Inquiry, or Incident:
(Describe the incident/issue in detail to allow for ready interpretation by other concemed

parties. Cite subject of counseling, time, and date.)

Conclusion/ Action to Be Taken:
(Describe what remedy was requested of the employ

behavior BE SPECIFIC.)

ee to improve performance or change

Appendix |



Employee Warning Notice

Social Securnty

EMPLOYEE NAME: Number:
Date of
POSITION TITLE: Warning;:
TYPE OF () Tardiness () Quality of Work () Carelessness

VIOLATION () Absenteeism
() Insubordination

() Other:

() Quantity of Work
() Ncatness

() Safety
() Intoxication or Drinking

VIOLATION: Date
VIOLATION: Time

PL.ACE VIOL.ATION OCCURRED:

WARNING () Furst Date:

COMPANY STATEMENT
1. Descrbe in detail what the
employee has done.

2. Cite how this interferes with work
environment, employee performance,
business operations or the well being
of other employees.

3. Cite verbatim the rule, policy, law,

standard or regulation that was violated.

NOTICE: () Second Date:
() Final
WARNING DECISION

1. Explain in detail what employee
must do to improve performance
or change behavior.

2. Cite date that improvements are to

be required.

3. Cite consequences if 1mprovements
are not achieved by date specified.
APPROVED BY:

TITLE:
DATE:

ATTACH SEPARATE PAGE IF NEEDED FOR MORE DETAILED EXPLANATIONS

EMPLOYEE COMMENTS:

Employee’s Signature

Date

Supervisor Signature

Date _




Appendix J

Sample “Inactive Status” Memorandum

MEMORKNDUM
June 20, 199
FROM: Mary Smith, Purchasing Supervisor
TO: John Brown, Personnel Department
Subject: Notice of INACTIVE STATUS

This is to advise that Frack Acme, payroll number 1234, is to be placed on inactive
status, effective June 22, 1 99.

The employee is classified as a Jr. Buyer, assigned to the Purchasing Department.

The last day worked prior to illness was June 3, 199. At this time, it appears that the
employee will be unable to report back to work for several weeks. We have targeted July
26, 199 as the return date.

The employee has been notified that a doctor’s report stating that the employee can return
to his position on an unrestricted full time basis will be required prior to resumption of
work.

A copy of this memorandum is being furnished to the payroll section for the purpose of
removing the employee from payroll distribution until such time as the employee returns
to the job.

Cc: Payroll Section
Local File — Frank Acme
Ms. W.W. Wright, Manager-Purchasing



Appendix K
Payroll Change

TO: Fort Belknap Finance Office

THE FOLLOWING CHANGES ARE TO BE MADE AS OF , 200__
Employee: Vendor #
Social sec. #: Dept:
Reason (s) For Change: (Check all that apply) -
( )Transfer ( ) Reclassification
( )Promotion ( ) Leave of Absence
( )Demotion () Termination
() Other (Specify):
Salary Information:
Current Amount: New Amount:
The above is : () temporary ) permanent
Approved by: Date:
PERSONNEL OFFICER

CHIEF FINANCIAL OFFICER CHIEF ADMINISTRATIVE OFFICER



Appendix L

Employee Notification Record (Confidential)

Employee: Position:
Dept: Soc. Sec. #:
Date Employed: Interview Date:

This is a non-disciplinary notification.

The FORT BELKNAP COMMUNITYU COUNCIL has received a garnishment against

your salary in the amount of § It was received from
on . This notification is being made to advise you that

garnishments and other legal collection actions against employees are costly to the Council, as
we are required to spend time and money to comply with the garnishment.

In addition, garnishments may reflect upon the Council s business image through our employees.
We urge you to try to solve vour financial problems and, if necessary, to seek professional help
through legitimate consumer counseling.

Delivered by:

Supervisor: Date:

I have read and understand this notification.

Employee Signature Date

cc: Original _Personnel Office
Employee



Appendix M
Checklist of Personnel Records

Type of Record Retain For (in Years)
* Applications For Employment 10
* Attendance Records, Time Cards 5

* Appraisals 2

* Accident & Injury Reports : 15

x Bands 5

* Employment Contract 5

* Employee Activities 2

N Employee Insurance Records 15

* Grievances 10

E Job Descriptions 5

* Notices and Acknowledgements 2

* Resignations and Termination Data 10

* Salary Garnishments 7

Training Certificates and Data 2



EMPLOYEE ACKNOWLEDGEMENT FORM

EMPLOYEE DEPARTMENT

TITLE PROGRAM
CLASSIFICAT1ON TYPE

I

II

I

1V.

VL

VIL

The normal work week consists of five consecutive work days beginning
Monday al 8.00 a m, and ending Friday) at 5:00 p.m. The work week and
hourly schedule are subject to authorized change when in benefit to either the
service population and/or the employer. I understand that 1 have been
assigned to work hours per day through . 1 further
understand that my work day begins at and concludes at - -- with a lunch

break offered from to

1 understand my entry level wage for this position has been established at ~
per hour and 1 may expect a biweekly distribution of payroll.

My service entry date for this position 1s acknowledged tobe on . I
understand my new employee probationary status will begin on
and end at close-of-business on

A full description of available leave benefits has been made to me and it 1s my
understanding that I am eligible to accrue hours of annual leave and
hours of sick leave during each pay-period and as governed by policy.

A description of my participation and eligibility for benefits through an

Individual Retirement Account program has been provided- It is my
understanding that contributions will be upon my successful completion of the

ninety day probation period

I have been advised of my employer’s compliance intent with provisions of
the Drug Free Workplace Act and fully understand my obligations as an

employee.

I have participated in a New Employee Orientation session presented on this
date and by my signature, acknowledge and agree with all material and
information provided to me.

EMPLOYEE DATE SUPERVISOR DATE

PERSONNEL MANAGER DATE

cc: OPF



U.S. Department of Justice ONRE] By EIR Sl -
Immigration and Haiusalization Service Empleyment ELglaly Verficator

Pleaze read ld voctons carelully belore complelng iz {otme The nsuuctons musl be avallable during complaticn of
Uits form. ANTI-DISCRIMINATION NOTICE. M L Ulegpal 10 dlzcriminste sgalnst work eliglble individuale. Employers
CARNNOT cpeclly which document{<) Theywilll socept from an employee. The refusal Lo hilre an Individual because of a

fulure explration date may also constlute Nkegal discrimination

Employee Information and Venficaton. To be ompiered snd soned by empioyes 1 % Wn¢ empioysnoal Legers

Sectlon 1.
Pl Name Last Frst MOde uzd b aOen Mawne
Ao (Sureel Mame and Numlor) AL # Date o Bew [monttidaylycar)
Cay Stk - Zip Code Socal Seouty s
. - - lan(,—_«;l penaty of | I Chexck, O(lncblo-vf

I am aware the!l federal Iaw provides Tor i Du:u; ”; ilpa: wm:fu:cé&mw B o,
Imprisonment andler fines_for talse <talemernds o [ A Lawid P ( Resoen (£5ea €A Hg. o
use of false documenis:in connection with the - e u.ﬁ!ﬁﬁn_wb unﬂ R =
completion of this form-—- - O, 1 O o E—

mpe (o} i = i - 'Aliu:tuMm.lN
Employse’s Signalure Daie {momidayiea)

Preparer and/or Tmubw}»nlrﬂim (To b coayiedad o Zipoed B Sockon 1 & prepormd by 2 peazon
othor thaa the lnﬂcx[u)dcrpalnﬂydpupnyl;dlhmmﬂcdhﬁcmp#drondmimmmm
to Fro best of wy ore axdorm=on = vt ad Correcl

Prwil Narne

Freparer o Transtato's Sgnanae =

Address (Sredd Name and Number, City, Siade, Zip Code) Dae fmonthidayfyco}

Section 2. Employer Review and Verlficatlon. To be congkied ard sgned by coploytl. Cxamine one documesnt kom Ust A Of
mmh-»eouedoannemEmmngﬂmdonekomus:Czskbdmnvmdmkxmuﬁdmwﬂmhﬂcsmwwww&?av ol

ﬂ‘)edocurnem(s.) .
List A

Ust B AND =1 C

Document e
tssimng uthoaty:
Docomert #-

Expraton Date fif anyt I
Document «;

Exgwatoa Date  any} S
CERTIFICATION - 1 stlest, under penalty of perjury, thal | have examined the documenl(s) presented by the above-nmamed

employee, that the sbovedisled documenls) appear to be genulne and 10 relsle o the employee named, thai the
f and that 1o the best of my knowledpe the employee

employee bepan employment on (monih/daylrear) /
is eligible 1o work In the. Unlled States. (Stale employme
employment).

Signatre of Employer or Authorized Representative P ool Name Tde

nl agencles may omil the daie the employee began

Business o« Osganizabon Name Adgress (Sireel Name and Number. Cdy. Stare. Zp Code) Dawe (monmhidaylyear)

Seclion 3. Updatng and Reverlicalion. To be compleicd an0 3gncd by che«

A, New Name (if applicable) B. Daike ol renve (month/dayHcas) (if applcable)

C. M employee’s prewvous Drant of ~od authoru2kon Nas cxpaad. povide By «Bormabon below 106 The 00Cumenl ot CLADLSHeS Cotr el Cmpoy e

ehgidiry

Document Taie: Documem «: Trpvavon Dawke (4 2ny) / J

I stiec1 under penahy o J)erjury 1hat L0 the best ol my knowiledgs thiz employsee b ebplble 10 work kn the Unncs Stotes Zad I the <~ AoYee
posenied Oocurn-enl{E) document(t) | have examined nr_pur 10 e genuine and 0 red21e 10 the moinidual,

Sonaise of tmoloy-g o Autoazed Hasoentaint Oale {moamnigapiytar)

Form 1-9 (Rev 171-2V-91) N
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{406) 353-2205
R.R.1 Box 66
Fort Belknap Agency
Harlem, Montana 59526

T ol By badhinn Comormmmik
{iriked Cov)

For Bcllomep badhas Comscomeni;
(e 10 mbmimes Bt 2Ry o Sk ety >
10 Tprerm e PGy 2ered B Crun Yom
Trbe o Bm Form By S Fucmormion)

Crievance Review Request

Title:
Supervisor: Dept:
( ) original Request { ) 2ppeal from Prior Decislion

I hereby reguest that the following grievance be reviewed.

Description of Grievance:

This grievance was discussed with my supervisor on

My supervisor’s decision was

I do not_ajgfge;‘ﬁit—;b' tbls deéi-sion for the ‘-f-ollowing Teason(s):

T pelieve that a falr way to resolve this 1s:

Records and  witnesses which suppoxrt my grievance: . —————

Employee Signature pate Submitted

Appendix O
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Fort Belknap Indian Community
Employee Performance Appraisal

PLEASE PRINT
Employee Name Social Security #
Title/Position Department
Tirne in Position/SCD Date of Last Review Scheduled Review Date
Date Hired Period Covered by Review from / to /

S Month Year Month Year
Reason for Review :

0 Other

0 Ammal O Endof Probationary Period OUusatisfactory Performance

0 Merit 0 45 Day Review

[nstructions: Carefully evaluate employee’s work performance in relation to the cssential functions ol Lhe

job. Check the rating box which best indicates employee's performance. Indicate N/A if not applicable.
Assign points for each rating within the scale and write that number in the corresponding point box. Points

will be totaled and averaged for an overall performance score.

Definitions of Performance Ratings (to be used in rating performance on the following pages)
all areas and 1s recognizable as Leing far supcrior to others.

O-Outstanding-Performance is exceptional in
tion requirements. Performance is of high quality and is

V-Very Good-Results clearly exceed most post
achieved on a consistent basis.
G-Good-Competent and dependable level of performance. Meets the
I-Improvement Needed-Performance is deficient in certain arga. Improvement 1S necessary.
U-Unsatisfactory-Results are generally unacceptable and require immediate improvement. No merit

increase should be granted to individuals with this rating.
N/A-Not Applicable.

Special Achievement Award .5%-10%, (permanent employees only) Based on level of outstanding rating
90-100%, 90-5%, 91-1%, 92-2%, 93-3 %, 94-4%, 95-5%, 96-6%, 97-7%, 98-8%, 99-9%, 100-10%.

performance standards of the job.

1. Performance Factors
0100-90 O

A. Professional Skills
1. Job Knowledge: Possesses working knowledge of all phases of the job and Vv 89-800
for efficient completion of tasks. G 79-70 O

the various techniques and skills necessary
Remains up-to-date on changes/trends in technical kno wledge related to job. I 69-60 O

expands knowledge of the job and company products/services as it relates to U Below 600
other positions.

Points

Comments

¢ sound and proper decisions by drawing on 0 100-90 O

mal negative effects on employee relations, and/or  V 89-80 O

professional Expertise with Jaeinaty
departmental and company goals and results. Willingness to take responsibility G 79-70 O
I 69-60 O

for these decisions.
U Below 60 U

2. Judgement: Ability to malk

Comments
Points




II. Performance Expectations

List and comment on four major performance expectations you ha
review period. Specify how well the employee supported/reached

d for the ernployee during the current
your expectations. Consider quality,

quantity and impact on department objectives and operating results

0 100-50 0

1. Performance Expectations:

Vv 89-800

G 79-70 O

1 69-600

Supervisor Comments:

U Below 60 [J

Points

0100-500

2. Performance Expectations:

Vv 89-80001

G 79-700

I 69-600

U Below 600

Supervisor Comments:

Points

0100-50 O

3. Performance Expectations:

v 8§9-8001

G 79-700

I 69-600

U Below 600

Supervisor Commerts:

Points ____

0 100-900

4. Performance Expectations:

VvV 89-8001

G 79-700

I 69-6000

Supervisor Comments:

U Below 600

III. Rate Overall Performance

Total Points + Number of Factors Rated =

Overall Rating O Outstanding ~ 100-90

0 Very Good 89-80

0 Good 79-70
0 Improvement
needed 69-60

0 Unsatisfactory Below 60



Performance Objectives

PLEASE PRINT

Employee Name Social Security #
For Period Covering To Be Reviewed
Established on by Title

ific and measurable objectives you would like the employee to

List (in order of importance) five spec
cribe in detail the action needed to reach desired goals.

complete by the next review date. Des

1. Objective:

Action plan to reach objective:

2. Objective:

Action plan to reach objective:

Action plan to reach objective:

3. Objective;

Action plan to reach objective:

4. Objective:

Action plan to reach objective:

5. Objective:

Action plan to reach objective:




B. Interactive Skills
1. Interpersonal Relationships: Willingness and demonstrates ability to corporate, G 100-90 O

work and communicate with coworkers, supervisors, subordinates or outside contacts. V' 89-80 U
G 79700

I 69600

Comments U Below 600

Points

2. Communication: Effectiveness of expression in individual and group situations.  0100-90 O

Ability to convey ideas clearly and concisely. vV 89-90 0
G 79-70 O
Comments I 69-60 O
U Below 600

Points

C. Administrative Skills

1. Coordination: Ability to work with others as a team and express individual 0 100-%0 O
viewpoints while considering and learning from the input of others. VY 89-80 0
G 79-76 O
Comments I 69-60 0
U Below 600

Points
2. Planning and Organizations: Establishes appropriate course of action for self 0 100-90 O
and subordinates to accomplish goals; makes proper assignments of personnel vV 89-80 0
appropriate use of resources; sets realistic target dates. G 79-70 O
I 69-60 O
Comments U Below 60 O

Points

3. Adherence to Policies and Procedures: Properly interprets and supplies company, 0100-90 O

division and/or department policies/procedure to job responsibilities. V 89-80 O
G 7%-70 O

Comments 169-60 O
U Below 600

Points

4. Orientation Toward Results: Ability to initiate projects, anticipate changes or O 100-9001
needs, set new priorities, follow through and meet deadlines. vV §9-800
G 79-700
I 69-600

Comments
U Below 600




Iv. Programmatic Accomplishments and Contributions
Describe the programmatic accomplishments and contributions the employee made during the

review period in areas other than those covered by specific objectives.
1.

2.

3.

V. Major Strengths Optional

VI Areas Needing Improvement

VII.  Training and Development

What training or development activities should be considered during the new review period?

Discussed with employee on

Follow-up requested/desred: O YES O NO Follow-up Date:

Supervisor’s Signature Date

Addition Employee Comments

*I{ necessary, additional sheet may be attached.

Date

Employee’s Signature



kort Bellsnap Indian Community

TIME SHEET
| Progam: — Title:
Name: §.5. No Rate of Pay
Gross
Payperiod No.: T1.C.A.
Fed. Taxes
Payperiod Dates: to State Taxes
LEAVE ANNUAL SICK COMP. TIME Other Deduction :
FOI’Wﬂl’d I It .
Accrued Total Deductions:
Used
Balance Net Pay
T Certify that time has been rendered and is
true and correct to the best of my knowledge. Check Number
Employee Signature: Approval of Supervisor:
DATES M T W T F M T w
&
LEAVE FORM
Name:
Program:

Types of Leave: AL =—Annual Leave S.L.— Sick Leave

C.T.—Comp. Time L.W.0.P—Leave Without Pay

E.L.—Emergency Leave Adm.L.—Administrative Leave

Type of Leave Taken:

to

\ates of Leave Taken:

Available Hours of Leave that is being taken:

Date:

Signature of Employee:



RETIREMENT PLAN

SUPPLEMENTAL INSTRUCTIONS FOR DESIGNATING OR CHANGING BENEFICIARY

SPOUSAL CONSENT REQUIREMENT

The bencficiary designation form coptains a spousal consen! statement. If you are marmied and your spouse is not the sole primary
bencficiary, then your spouse must consenl 10 Your designation of bepeficianes. A plan represcniatve OT @ DOLATY public must wimess
your spouse’s conseal of the copsent will not be valid. 1 the signatre is Dol witnessed or if your spouse does not consent 10 your
designaled beneficianies, then your designation will ot be effective as to 2l or 2 portion of your accrued benefit under the plan.

GENERAL INSTRUCTIONS

The balance of these instructions will assist you in properly completng this benehciary designation form.

1. To designale onc person, insert the name and 1elatonship in the spaces provided  If your beneficiary is not related to you, show
relationship as "Friend™. '

2. If yon wish to name your estate, 1Dsert "Estate” in the blank space.

3. Show a member of a religious order in this mapner:

Mary L. Jones, niece, known In religious Life as Sister Mary Agnes-

4. It is inadvisable Lo name a bepeficiary who is a permanent resident of toreign country. 1f you mae a person who Is A Permanent
resident of a forcign country, furmsh full address.

5. If you wish 1o designate a trust, insert the name of the trustec and trust In the blank space using language substantially as follo.
To X Bank as Trustee, or its successor Trustee, of the Bruce E. Roberts Trust dated the 26th day of May, 1984, incloding anmy

amendments to the Trust.

6. More than one beneficiary - here are the most COMMOD examples:

Three or more benehcianes Tames O. Smith, brother; Peler I. Smith, brofher; and Martha N. Smath, sister

" Unpamed children " My children living at iy death -
One contingent bepeficiary Lois P. Smith, wife, if living, otherwise, Herbert I. Smith, son
Lois P. Smith, wife, if living; otherwise, Herbert 1. Smith, son

More than ope contingent :
bepeficiary Alice B. Smith, daughter; and Ann Y. Smith, daughter
Unpamed children as Lois P. Smith, wifc, if living; otherwise, my children living at my death
contingent bepeficiaries

If one of (he above cxamples fils your wishes, inser your designation in the blank space, using the language of the selectet

example.

7. I pope of the above are suitable, please amach an cxplanation.

NOTE: Unless you provide ofherwisc in completng the beneliciary desipnation. the musice will pay all sums payablc o morc than onc beneficiary cqually © the

beneficianics.



Hariem, MT 59526
Telephone: (406) 353-2205

RETIREMENT PLAN
PARTICIPANT ENROLLMENT FORM

e sl tat Y]

ISTRUCTIONS

plan thereby authorizing contributions 1o the plan, (b) chanpe

: This form is 10 be used 10 (a) enroll in the Tribe's relirement
(c) direct the investment of your conmbutions

cenlain informalion listed in the Tribe's files with respect lo your accoun! and
within the selection of funds available.

R T o T IaT
2. All information requesled on this form MUST be furmshed for an cmp]oycem‘B&mec a plan participant. A new form MUST

be completed whenever any change occurs in the Part B information.

3. Please PRINT the required information, sign and dale the form, and then return 1 1o the Tribe's administrative office.

-

- New participant D

Change of record D

Married D Not married D
Part A: EMPLOYEE INFORMATION
Mr./Mrs_/Miss
Last Name First Name Middle Imgal
Sireet Address City, State Zip Code
/ / / / / /
Date of Birth Daie of Employment Social Security Number

Part B: CONTRIBUTION AUTHORIZATION

1. Salary reduction contributions per pay period (up 10 15%)

2. 1-do not wish to put any contributions into the plap at this ame. Check bere D

Part C: INVESTMENT DIRECTIONS

i Applicable to Applicable to

Name of Fund furure contributions existing_coniributions

Aim Funds: y '

Money Market Fund ; % %
The Money Market Fund is the default fund il no investment choice is indicated. )
Balanced Fund % %
Blue Chip Fund o %
Constellation Fund % %o
lncome Fund % %
International Fund % P
% %

Yalue Fund

Paricipznl's Signamre



Llal 1ty 1v1 1 oroew

Telephone: (406) 353-2205

RETIREMENT PLAN
BENEFICIARY DESIGNATION FORM

INSTRUCTIONS

This form is 1o be nsed Lo designale a primary and a secondary bepeficiary [or your retirernent plan. You may choose roulup
primary or multiple secondary beneficianes if you so desire.

the employer after completion by the employee automalically revokes any previous beneficia

1.

2. Acceptance of this form by

designations.
3. It is strongly recommended hat all nformation requested on this form be furnished 1o the plan adrministralor.
4. Please PRINT the required information, sign and dale the form, and then return 1t 10 the Tribe's admimstrative office.

~

20

Participan!'s Signature Date Signed

Part A: PRIMARY BENEFICIARY DESIGNATION Part B: SECONDARY BENEFICIARY DESIGNATION

Name SS / / Name SS / /
Address Address )

Ciy. Smte, Zip ) Rclatorship  Sharc Ciy, Smic, Zip Relatonship  Share
Name . 5S / / Namec SS / /
Address Address

City, Staie, Zip Relaponstip  Share Ciry, Srikc, Zip Relatonship Share
Name SS / / Name 5SS / /
Address Address

Ciyy, Suale, Zip Relabonship Share Ciy, Sate, Zip Relationship ~ Sharc

Part C: CONSENT AND ACKNOWLEDGMENT BY PARTICIPANT'S SPOUSE (If spouse is mot the prim

beneficiary)
] consent 1o this (and only this) bepeficiary designation. M) cotsen is pot Teveeable - | canoor mie & back. ] koow that this bencficiary designanon conmols e
the cotire death beosfil Because 1 have consenied 1w this beneficiary desigmation, 1 may reecive bo dezith benehit at 2ll from the Plan. T understand that the P‘a{'DCi
free 10 change this bepchciary desiguation without fartber poties W of comscut by e, If the Partcipant clianges this bepeficiary desigmaton apd dics while mrricd
bowever, T will bave the right w receive his of ber entire death-bensfi unless L i 2-writing witpessed-by-a notary piblic, -have consensed 1o and acknowledged e
the changed bencficiary desigmoon.

" day of 19

Signed before me this

I
Date Signed

Notary Public or Plan Representative Signature of Participani's Spouse
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CODE OF ETHICS

FORT BELKNAP COMMUNITY COUNCIL
TRIBAL GOVERNMENT

CODE OF ETHICS



Fort Belknap Community Counml

(406) 353-2205
RR 1 Box 66
fFort Belknap Agency

Harlem, Montana 59526
Fort Bolnap kodlen Comoniy
i3l Govi
Fort Bchnap ndisn Comowsly
{Ebcred 10 »onning wer 2ffabn of Y conamunny and
W reproox e Acindsobs sed Bx Gron Venoe
Teibos of tee Fort Bchonay ndion Rareraron)

TO: All Officials and Employees of the
Fort Belknap Community Council

FR: Harlan Mount, President, Fort Belknap Community Council

RE: Code of Ethics

DA: Apnl4, 1994

Please take notice that the Council today passed the attached Code of Ethics. You
will note that this Code of Ethics applies to all officials and employees of the Fort
Belknap Community Council. This Code was developed, reviewed, and presented
for public.comment in the last several months After COHSldCHDg mnput, the

Council approved this Code. "=

It is important that everyone familiarize themselves with this Code. If you
believe that you may be involved in conduct that is prohibited by this Code, you

should immediately review the matter with an immediate supervisor. If you are
uncertain whether current conduct or contemnplated conduct falls within the
provisions of this Code, you should also consult with an immediate supervisor.



-

Fesolulion No.

¥

ey Allbman Kamimirmider [ o
Fort Belknap Community Lo ficil

WHEREAS, the Fort Belknap Indian Community Council is the governing body of the Gros
Ventre and Assiniboine Tribes of the Fort Belknap Indian Community, Forl Belknap Indian Reservation,
Montana, by the authority of the Constitution and By-Laws of-the Fort Belknap Tribes approved on the

13th day of December, 1935, and
WHEREAS, under the Constitution and By-Laws of the Fort Belhnap Indian Community, the

Community Council is charged with the duty of prolecting the health. security and general welfare of the

Fort Belknap Indian Community, and

WHEREAS, the Fort Belknap Indian Community Council is responsible for
managing, supervising and directing the economic and governmerntal affairs of the

Community, and

WHEREAS, the Council deems it necessary and appropriate to amend the Code
of Ethics as set forth herein, and this amendment shall not reseind Resolution #75-

94,

NOW, THEREFORE BE IT RESOLVED, that the Fort Belknap Community
Council does hereby adopt, amend and approve the following language amending
Section 102. Purpose by inserting a new sentence; adding a new Section 104.
Enforcement; and changing 104. Review to 105. Review which shall read as follows

respectively:

It is the intent of this Code of Ethics, to provide that the
ethical standards set forth herein are to supplement the Fort
Belknap Personnel Policies and Procedures to determine
employee conduct: and for defining cause as set forth 1n
Article VIII-Removal From Office, Section 2. Impeachment.

Section 104. Enforcement
The Tribal Council shall have the sole discretion to determine

any violations of the Code of Ethics by any elected official.
Further, the Tribal Council shall determine the extent and
severity of any disciplinary action, including impeachment,
dependent upon the circumstances in each individual case.

BE IT FINALLY RESOLVED, that the Council Officers are hereby delegated
the authority and responsibility to sign all doccuments necessary to effect this action.

ATTEST:
N

. , ) C .
JANICE HAWLEY, Secretary* Treasurer

HARLAN MOUNT, President
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CERTIFI CATION

1, the undersigned, as Secretary of the Fort Belknap Community Council of the Fort
Belknap Indian Reservation, Mentana, do hereby certify that the Fort Belknap
Community Councilis composed of 6 members of whom members, constituting
a quorum were present al a meeting thereof, duly ana regularly called, moticed,
convened and held this }f day of +) ;1994 and that the foregoing
Resolution of the Fort Belknap Community Council was fully adopted and" approved
by the affirmative vote of ' for; _ opposed; _ /)~ not voting; :

temporary absent; absent; excused absence; and that the said

Resolution has not been rescinded in any wayQﬁ
) 7

DATE:_ /0/19/9¢ /
==y %&NICE HAWLEY, Secretary-Tx¥easurer
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’ Resolution No. _

"‘-“‘ ﬁll 1
Fort Belknap Community Counc

WHEREAS, the Fort Belknap Indian Communily Council is the governing body of the Gros
Ventre and Assiniboine Tribes of the Fort Belknap Indian Community, Fort Belknap Indian Reservation,
Montana, by the authority of the Constitution and By-Laws of the Fort Belkriap Tribes approved on the

] 3th day of December, 1935, and
WHEREAS, under the Constitution and B

y-Laws of the Fort Belknap Indian Community, the
of protecting the heallh, sccurily and general wellare ol the

Community Council 1z charged with ithe duty
Fort Belknap Indian Community, and

WIIEREAS, the Fort Belknap Community
affairs of the Commumity, and

Council is responsible for managing the

WHEREAS, the Council has considered the necessity for a Code of Ethics, and has

reviewed the attached draft, finding )t necessary ang appropriale,

SOLVED, that the Fort Belknap Commumty

NOW, THEREFORE BE IT RE
) hed Code of Ethics, effective Apnl 4, 1994, and

Council does hereby adopt and approve the attac

ncil Officers are hereby delcgated the

BE IT FINALLY RES OLVED, that the Cou
to effect this action.

authority and responsibility to sign all documents Necessary

ATTEST:

/ ” » o ‘ /

Lé f/é/f . {w// s é (?‘/d”“’(af/
HARLAN MOUNT, President JANICE HAWLEY, Secretary-Tréfasurer
Fort Belknap Community Council Fort Belknap Community Council

CERTIFICATION

|, the undersigned, as Secretary of the Fort Belknap Community Council of the Fort Belknap Indian Reservation,
unity Council is composed of 6 members, of whom

Montana, do hereby certify that the Fort Belknap Comm

members, constlituting g.quorum were present at a meeting thereol, duly and repulasly called, noliced, convened and
_held this i(jﬂ)‘ of —ZZMJEC—— 19ﬂ; and thal the foregoing Resolution of the Fort Belknap Community
Council was duly adopied and approved by the affimative voic of Zf_ for; & opposed; £ mnot-voling; pl
lemporary absent; /. absent; and that the said Resolution has nol been rescinded m any way. lore.

DATE: Y5 ’(/71 A oUALE. j (ﬂlw iy
J NICE HAWLEY, Secretary-Treasur
Fort Belknap Community Council




Approved 4:/4/94

Purpose

The purpose of this Code is to provide standards of fairness and integrity for all
officials and employees of the Fort Belknap Indian Community Council while conducting
the business of the council for employees and officials representing the Council in their
respective capacities.

It shall be recognized that officials and employees are in positions of trust on behalf of
the Council and must endeavor to exercise the highest qualities of conduct, integrity and
confidence on behalf of the Council and its citizenry. Also, it is the individual
responsibility of each employee and official to conduct themselves in a polite and
courteous manner with respect and consideration for others.

The standards established herein are not to be considered in lieu of ethical
standards imposed by Federal Law, other Tribal Laws, Personnel Policies and Procedures

of the Council.

102. Definitions

1. ‘Coerce~ means under influence or intimidation of using official
capacity as leverage for or against another person.

2. “Conflict of Interest” means matters and issues for which a person may
have an unfair advantage by virtue of their position and would receive more than
significant value in money or items of worth by participating in the decisions of
such matters and issues.

3. “Employee” means any person engaged for their services to the
Council part of full time and who receives compensation from the council for their

SCIvices.

4. “Official” means any person serving the Council by appointment or
certified election.

5. “Significant Value” means things or money which would amount to
more than reasonable costs or expenses incurred for conducting business.

103. Ethical Standards

Every official and employee of the Fort Belknap Community Council should
endeavor to:

1. Put loyalty to the highest moral principles and to the Fort Belknap



Community Council above loyalty to other persons. parties or governmental
entities;

2. Uphold the Constitution, Jaws and regulations of the Eon Belknap
Community Council and never be a party to their evasion;

3. Give a full day’s labor for a full days pay; giving earnest effort and
best thoughts to performance of duties;

4. Seek to find and employ more efficient and economical ways of setting
tasks accomplished:

5. Never discriminate unfairly by the dispensing of special favors or
privileges to anyone, whether for remuneration or not and never sell influence to
gain special favors for any person, business or governmental entity:

6 Never accept. for himself or herself or family members favors or
benefits under circumstances which may be construed by reasonable persons as
influencing the performance of Tribal duties.

7. Make no private promises of any kind, binding upon the duties of
office, since a Tribal employee has no private word which can be binding on

public duly;

8. Engage in no business with the Tribe, either directly or indirectly,
which is inconsistent with the conscientious performance of Tribal duties and
further make every effort in his or her private work to avoid conflicts of interest;
unless participation in the conduct of the business, personal and Tribal is deemed
to be of no substantial effect on his or her integrity and any other interests are

deemed insignificant.

9. Never use any information gained confidentially in the performance of
Tribal duties as a means of making private profits to the detriments of the Fort

Belknap Community Council.

10. Never use his or her position in any way to coerce or give the
-appearance of-coereing anyone to provide a financial benefit-to-himself-or herself

or another person.

11. Expose corruption whenever discovered.

104. Review

Nothing contained herein shall be construed as a waiver of the Council’s
immunity from suit. A plaintiff may be liable for administrative costs and defendant
attorney fees, should it be determined an action for review was frivolous, unreasonable,



without foundation, brought in bad faith or in contravention of the Council’s immunity
from suit.

PEPSONAL AND PROFESSIONAL ETHICS

Most people that are employed or seeking employment do so for a variety of reasons.
These are

Economics - money is important to maintain normal living
standards -

Physiological - it is a normal and healthy function to want
to work

Achievement - to get and hold a job is a measure of
SuCCess.

Accomplishment - to do well in providing the services, 1o

- finish a project. even if it is handing

Physical - to be able to work is important in the
performance of your assigned duties.

Social - working with other people fulfills a need
for satisfaction and companionship~

If any one of these reasons are missing, the result is an unhappy and unproductive
employee, and solutions must be sought~ The Personnel Officer will help the employee
seek these solutions and involve the supervisor where there is concern in the matter (5)

Personal appearance has not been a prevalent issue and the dress code is an
informal one. This matter is left up to the employee and his personal judgment- Some
areas of employment may require special clothing such as uniforms, hard hats, hard-toed
shoes, coveralls, etc. However, these would be clearly outlined by the employer.

Professional- -ethies is a -discipline that -deals with moral conduct, duty, arid
judgment. The inspiration for ethical behavior originates at the level of management and
permeates throughout the entire business organization- Basic to ethical conduct is loyalty
pride and attitude enter into this area. When several tasks are set before an employee at once, a
sense of priorities is an invaluable asset- The success of an enterprise is measured greatly
by the employee’s efficiency is completing assigned duties. Reluctance and inconsistency
denotes lack of pride and poor attitude. Self-evaluation can be important and is relative to
high level performance- The employee is the first to know whether or not they are
producing to full capacity. Other can only guess as to whether the performance matches

the capabilities (of the employee).



Confidentiality is an important factor and must be maintained without question. All
matters addressed in the daily routine are to be considered confidential and include
private conferences and communications - Release and/or discussion of business related
information is at the discretion of the supervisor- It is a wise habit, at the close of
business every day, to leave all matters of business there.

As a new employee, you have successfully competed against others. Because of
your unique qualifications you are now employed- But don’t stop there- The upgrading
* and enrichmient of your business career is dependent tb your desire to do so. Self-
improvement is indicative of the esteem one has both personally and professionally.



Fort Beiknap Indian Community

Acceptable Use Policy for Computer, Network and
Internet Use

I. Introduction
The computing, network, and information resources of the FortBelknap Indian

Community (FBIC) are intended 1o support the mission of teacling, research, and
service for FBIC’s staff. Approprate use of computing and networking facilities
by members of FBIC's staff should always reflect honesty and good judgment in
the utilization of shared resources, and observe the ethical and legal guidelines of
society. This document constitutes the Fort Belknap Indian Community's policy
for the proper use of all computing and network resources.

FBIC’s computer and network facilities provide access to a wide variety of on and
off reservation resources . This privilege of access requires individual users to act
in an ethical manner and as a result imposes certain responsibilities and
obligations. It is the responsibility of every user to respect the rights, privacy, and
mtellectual property of others; respect the integrity of the resources; and abide by
all tnbal and federal laws and regulations.

A
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This document outlines the user privileges and responsibilities as well as the
guidelines and procedures for the responsible use of the FBIC computer systems
and networks. It 1s intended to allow for the proper use and management of these
facilities, provide protection of users’ rights, ensure reasonable access, and s
provide guidelines for accountability. It applies not only to FBIC computers and
networks, but also to computers attached to FBIC’s networks 1 any way.

H. Definitions
To avoid ambiguity, the following definitions are supplied:

A. User .
Anyone who uses computing or network facilities.

B. Authorized Institute User
Anyone who has followed account application procedures and has been granted

access to any or all of the computing or network resources of the Fort Belknap
Indian Community for reasons consistent with the mission of the Facility, and

consistent with this policy.

C. Institute Computing Resources
Any computing, network, or software system donated to or purchased by FBIC or

by a grant that 1s resident within any tnbal facilities.



D.FBIC Network

The network of FBIC is comprised of the physical components such as cable,
switches, 1elecommunications equipment, wireless hubs, routers, Virtual Private
Network (VPN) concentrators, dial-up access points, as well as the Internet and
Internet2 connection points. The FBIC network also has logical components such
as IP addresses, directory services, routing, and connectivity to computing

resources.

E. FBIC Network Connections
Any computer or device using an Internet address assigned 10 FBIC or that is

comnected to a physical or wireless access point 1s considered to be connected to
the FBIC network.

F. Personal Computing Resources
Personal resources such as PCs, information appliances, networking equipment,
etc. which have been purchased and are owned by an Authorized FBIC User and

are connected to the Institute network.

G. Special Access
Access to resources on a system that could be used to alter the behavior of the

system, or to access accounts on the system, either directly or indirectly.
Examples are UNIX "root” or Windows "Administrator or System".

H. Systern Owner,
The system owneris the person with the authonty to designate or use special

access account privileges.

1. System or Network Administrator
The person responsible for maintaining the authentication used by the system or
network, controlling authorized use, and maintaining system and network

integnity and audit trails.

J. Secure Systems
Any hardware or software system whose use is restrreted 10 a subset of the

community of Jegitimate FBIC users.
111. Relationship to Other FBIC Policies

A. FBIC Policies
Many 1ssues addressed in this Acceptable Use Policy relate to existing Institute

policies, including (but not limited to) FBIC’s policies on privacy, mtellectual
property, and prohibition of discrimination and harassment. These policies are
found in the FBIC Personnel Policies Manual. This Usage Policy is intended to
supplement and clanfy the guidelines ]Jaid out in those policies as they apply to
use of computer systemns and electronic resources, not to supersede them.



B. Other Computer Use Policies
Tribal Programs that operate their own computers or networks are encouraged to

add, with the approval of the Information Technology Manager, additional
guidelines that supplement, but do not lessen, the intent of this policy or other
FBIC policies. In such cases, the Program will inform users within the program
and will provide a copy of the program-level policy to the Information
Technology Manager.

IV. User Privileges and Responsibilities

fo
A. Privacy .
FBIC's "Privacy Policy" recognizes that "Individual pnvacy and secunty is highly
valued by our society,” but "must be balanced by the other community
enumerated values and needs.” Within this understanding, the Fort Belknap
Indian Community is assured that the privacy of such "personal property” as
"written communications intended by their creator to be private including those
transmitted or preserved in paper, electronic, or other media” will be protected,

although it cannot be completely guaranteed.

The "Privacy Policy” also recognizes that members of the Fort Belknap Indian
Community have a responsibility to cooperate with authorized searches and
seizures in emergencies and in circumstances of probable cause. In such

instances, including those involving FBIC computer and network use, the search
and/or seizure of personal property or personal communications will be executed,
only on the authofization of an official identified in the "Privacy Pohcy.” ’
Cooperation with the search or seizure of one's personal property or personal
communication does not of itself imply one’s own misuse or abuse of FBIC
computers or network; the search or seizure may be deemed necessary because of*
misuse or abuse elsewhere in the FBIC system or in systems to which the FBIC
system is connected or affiliated. For example, scanning and pattern-matching of
incoming or outgoing e-mail may be necessary to remove computer viruses, to
Jocate the sources of spam, or to respond to legitimate internal or external requests
for invesligation. In all instances of investigation mto personal computing and
network use, individuals are protected to the exient possible by the provisions of

the "Privacy Policy™.

B. Freedom from Harassmenft

The FBIC "Policy Prohibiting Discrimination and Harassment” defines
"harassment” as unwelcome "conduct, communication, or physical contact” which
has the effect of either "unreasonably interfering with” another's work, activities,
or participation, or of "creating an intimidating, hostile or abusive environment”
for an FBIC employee or student. Employees of the Fort Belknap Indian
Community are assured that electronic communications that appear fo have one or
more of these effects are prohibited and will be investigated. This prohibition
includes all obscene, defamatory, threatening, or otherwise harassing messages.

Correspondingly, Employees of the Fort Belknap Indian Community have the



obligation not to use the FBIC computing systems and network 1n such a way as
to be reasonably judged to produce one or another of the above effects, whether
intentionally or unintentionally. Such alleged or real misuse 1s covered by the
provisions of this Acceptable Use Policy as well as by the "Policy Prohibiting
Discrimination and Harassment".

C. Intellectual Property
Where a violation of the "Intellectual Property Policy,” or of the intellectual

property rights of creators or owners beyond the physical bounds of FBIC, is
allegéd 16 have occurred through employee misuse of the FBIC'«Computing
systems and network, such alleged misuse will be investigated and, if proved,

sanctioned.

For example, FBIC users must not distnibute copyrighted or proprietary material
without written consent of the copyright holder, nor violate U.S. copynight or
patent laws concerning computer software, documentation, or other tangible
assets. Users should assume that any software or other electronic materials or
media are copyright protected, unless the author(s) explicitly states otherwise.

V. Responsible Use of Resources
In exchange for the privileges associated with using the FBIC technical

equipment, users assume the responsibility to use the community's reSources in a
responsible and professional manner. The following paragraphs (A.-G.) highhight
a non-exhaustive list of specific responsibilities. Questions about the 2
appropriateness of any use of resources should be directed to the staff of the

Information Technology Department.

A. Access to Secure Systems "

1. Passwords and similar autborization information
Passwords are the primary way in which users are authenticated
and allowed to use computing resources. One should not disclose
one's password(s) to any individual, including a fellow employee,
system administrator performing account maintenance activities
for which the password is required. Similarly, one should not
disclose other identifying information (e.g., PIN numbers) used to
access specific system information. Authonzed users are held
accountable for violations of this Acceptable Use Policy involving
their accounts.

2. Unauthorized use of resources
One must not allow others to make use of one's account(s) or
network access privileges to gain access to resources to which they
would otherwise be denied.

3. Circumventing or compromising security
Users must not utilize any hardware or software 1n an attermnpt to



compromise the security of any other system, whether internal or
external 1o the FBIC systems and network. Examples of prohibited
activities include (but are not limited to) Trojan horses, password
crackers, port security probes, network snoopers, 1P spoofing, and
the launching or knowing transmission of viruses or worms.

B. Self-Protection
Any employees of the Fort Belknap Indian Community who attaches a computer

to the FBIC network must take measures to ensure that the computer is protected
against compromise-by an internal or external attack. In-this context, reasonable
measures include the installation and maintenance of virus detection and
eradication software, care in opening e-mail message attachments, vigilance when
visiting web sites and adhering to published system configuration and
management standards.

C. Commercial Activity
No employee of the Fort Belknap Indian Community may use an FBIC computing

account or any communications equipment that is owned or maintained by FBIC
to Tun a business or commercial service or to advertise for a commercial
organization or endeavor. Use of FBIC's computer systems and networks for the
personal promotion of commercial goods or services 1s strictly prohibited. FBIC’s
employees who are engaged in professional consulting for-a-fee relationships may
use FBIC's computing and network resources to correspond with existing clients,
but not to advertise or promote their consulting practice. A

D. Personal Use of RIT Resources

In general, the use of FBIC's computing and network resources to promote
commercially-related activities or events that have no dlrect relationship to
FBIC's mission is not permitted. Occasional personal use of these resources, for
example, to promote a single fund-raising event or activity, 1o sell a used item
within the Fort Belknap Indian Community, or to offer relevant assistance may be
permitted at the tacit discretion of the Information Technology Manager.

E. Communication with Government Officials
E-mail communications with government officials must abide by FBIC’s

guidelines for political activities as outlined in policy. Individuals wishing to
address a legislative issue on behalf of the Fort Belknap Indian Community
should consult with the Chief Administration Officer before sending such
communicatjons using FBIC's network.

F. Harmful Activities

One must not use one’s privileges as a member of the FBIC computing
community to cause harm to any individual or 10 harm any software or hardware
system, whether internal or external to FBIC. Examples of harmful activities, in

addition to those noted elsewhere 1n this Policy, include:

» Intentional damage



Disabling others’ computers

Compromising secunty

Disabling or corrupting software systems

Destroying, altering, or compromising information integnty (e.g.,

student records, personnel information, etc.)

» E-mail spamming

 Threatening or intimidating e-mail, newsgroup postings, or web sites.

. Denial of service attacks (e.g., making it difficult or impossible for others
10 use the network effectively and efficiently).

o O O 0O
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G. Illegal Activities

For the protection of the Fort Belknap Indian Community as a whole, it 1s
imperative that all employees rcfrain from any conduct that is illegal. Iegal
activities that are prohibited include (but are not limited to):

« Copyright infringement, including publishing copyrighted matenal such as
papers, software, music, musical scores, movies and artistic works. It 1s
irrelevant whether or not any profit is made from such distribution; the
mere fact of providing uncontrolled access to such matenal 1s 1llegal.

« Divulging information that is confidential or proprietary information.

« Misrepresentation of one's identity to gain access to systems, software, or
other services to which one does not have authorized access.

V1. FBIC Rights

Users should be aware that their use of FBIC's computing and network resources 1s not
completely private. However, in all FBIC operations discussed in the following
paragraphs, individual rights of privacy will be preserved 1o the extent possible and
compatible with the nature of the operation. As an institution, FBIC retains the following
rights with respect to 1ts computing and network resources:

g

A. Allocation and Control of Access 1o Kesources

Those responsible for maintaining FBIC's information 1echn0]ogles and resources have
the right to allocate resources in ways approprniate to the achievement of FBIC's overall
mission. They also may control access o its information and the devices on which it1s
stored, manipulated and transmitted in accordance with the policies of FBIC, the Jaws of
the Fort Belknap Indian Community and the federal laws regarding information

technology.

B. Usage Monitoring and Inspection of Files

While FBIC does not routinely monitor individual usage, the normal operation
and maintenance of the computing and network environment require the backup
and caching of data, the logging of usage data, the momtoring of usage patterns
and other such activities that are necessary for maintaining network availability
and performance. FBIC system and network administrators may review this data
for evidence of violation of law or policy.



When necessary to ensure network availability and performance, or 10 respond to
an alleged violation of law or policy, system and network administrators may
monitor the activities and inspect the files of specific users on their computers and

networks.

C. System and Network Administration Access

A system administrator may access others’ files for the maintenance of network
computer and storage systems. Similarly, for the maintenance or secunty of
networks, a network administrator may access others' files and data on network

devices or in transit.

D. Security Procedures

Departments are responsible for educating the users of FBIC-owned desktop
computers and providing a reasonable level of security for sensitive information.
It is advisable that departments with their own local area networks or a sigmficant
number of desktop computers appoint a contact person and identafy this person to
the Information Technology Department. The contact person should be
knowledgeable about the department's computing environment and about central
resources and services. This position will serve:

« As the first point of contact for unit personnel seeking problem resolution,
information, and other assistance regarding computing and networking ,
and N

« To facilitate interaction between the program and Information Technology
staff on security matters. As a facilitator of communication between the
program and Information Technology staff on security matiers, or alleged

abuses or related 1ssues. "

b

VII. Reporting, Investigations, and Sanctions

A. Reporting Violations of this Code

For this Policy to be effective, all FBIC employees must be alert 1o possible
violations. If an employee suspects that another employee 1s abusing his or her
privileges or is engaged in activities forbidden by thig"policy, 1t 1s that member’s
responsibility to report this 1o either Information Technology personne] or the
administrative staff in charge of the affected systems. In all cases, suspected
violations of this Acceptable Use Policy should be reported to the electronic mail
address abuse@fortbelknapnations.org. Users should retain any other information
that could be helpful for investigative purposes, such as harassing e-mail
messages, dates and times of unauthorized access, and header lines.

B. Investigation of Suspected Violations

Reports of suspected violations of this Acceptable Use Policy are investigated by
the designated professional staff of the Information Technology staff in
consultation with the Chief Administration Officer and FBIC Administration.
Confirmed violations will be brought to the attention of the violators and, where a



confirmed violation is serious or persists, a restriction may be imposed,
temporarily or permanently, by FBIC. Violators of Tribal law will be turned over

to appropriate authorities.

C. Sanctions
FBIC may impose a range of penalties on users who violate the policies regarding

the usage of FBIC computing resources. For example, FBIC may suspend
computer and network privileges of an individual for reasons relating to the safety
and well-being of other employees, or relating to the preservation and integrity of
' FBIC property. Access will be restored when positive conditioris:can b’ *
reasonably assured, unless access 1s to remain suspended as a result of formal
action imposed through the normal disciplinary processes of FBIC. Appeals will

follow the normal appeal process.

V1I1. Questions and Interpretations
Questions about the appropriateness of any use of resources should be directed to

the staff of the Information Technology Staff or to the systems personnel
responsible for the resource in question.
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Fort Belknap Indian Community

R.R. 1, Box 66
Forl Belknap Agency
Harlem, Monlana 59526
PH: (406) 353-2205

FAX: Councll - (406) 353-4541 =3 — "
FAX: Depariments - {406) 353-2797 - rh::-::n

NOTICE TO ALL EMPLOYEES
and
VISITORS TO TRIBAL -OFFICE

The Fort Belknap Commumﬁ' ‘Cotinci ‘hasauthonzedandu“ectcd Tribal
Administration to Sccure the services of a Camine Search Team forithe purposes of
conducting random, and penoqﬂljg?semg%s:; all JLribal, Offices forzillegal drugs .
and drug paraphgrmalia. This meam_;‘r}:af’ﬁ.itg_mﬁ*f ler-notice, the Councilswill contract with

- e = 3 L AT . ARSI ol .. s et
a canine search téam to go through all Tﬁbéjiﬁﬁ]cx:s,@_gal]’l}csermﬂon commumiegs, o

periodically search forillegal ~drugs and drug parapliernalias - - oo
These kind of cﬁ%ig i : : it i @Iaqgnd education
of 0. detefzthe possession,

use and/or sale OFillegal drigs. " Those foundin possession will facé distiplinary:and/or criminel
proceedings. = _, ' x5

Caning searches are conducted with a dog and dog handler walking thibugh ‘of icks, with
the dog sni¢lfing desksjicabinets and other propeity. Any and all personal 4ietns broughtdnto the
Tribal Officézancludingyotr person, could be the subject of a search, ifheidogs indi alcthe
presence ofallegal drugsrand/or. drug'paraphernalia Because “illegal “drijgs and drug:
paraphernalia cannot be“possessed Jégally, NOBODY should, in:any way,” assume
they have the right to bring such items into Tribal offices, and be free from
searches. There 1s mo such right to privacy m the possession of illegal

substances.

Canipe search teams typically work quickly to travel through areas. The dogs used ‘
typically are highly trained, and can detect illegal drugs in well-hudden locations. Once a search 1S
begun, no one will be allowed (0 leave their work area.

The Council acknowledges that the vast majority of Tribal employees have absolulely no
involvement wilh illegal drugs. 1tis hoped thal nothing will be actually lound. However, these
searches will be conducted, and everyone 1s encouraged 10 avoid possession of illegal items.

Thank you in advance for your cooperation. T,
W o

Joseph F. McConnell, President
Fort Belknap Community Council



Resolution No. 65-99

Fort Belknap Indian Community

WHEREAS, the Fort Belknap Indian Community Council 1s the governing body of the
Gros Ventre and Assinibome Tribes of the Fort Belknap Indian Community, Fort Belknap
Indian Reservation, Montana, by the authority of the Constitution and By-Laws of the Fort

Belknap Tribes approved on the 13day of December 1935, and

WHEREAS, under the Constitution and By-Laws of the Fort Belknap Indian
Community, the Community Council 1s charged with the duty of protecting the health,
security and general welfare of the Fort Belknap Indian Community, and

WHEREAS, the Fort Belknap Community Council 15 responsible for
enacting appropriate legislation to govern the Community, and

WHEREAS, the Council has heretofore adopted policies to create a
drug- free work place environment, and more recently, has adopted employee

drug testing procedures, and

WHEREAS, the Coungil remarms coﬂoemed that it* establlshes a
positive example of preservmg ‘4 drug-free work place espema]]y 1in light of
significant growth m illegal drug activity on and near the Fort Belknap

Indian Reservatior:: and

WHEREAS, local individuals and Taw enforcement have reported to
the Council that there exists;a s1gmﬁcant problem with Tribal employees
using, possessmg and/or selling 1llegal dmgs, and _

WHEREAS the Council 15 strongly opposed to ilegal drugs and
their detrimental eﬁfect, and remains committed to establishing a drug-free

work place, and

WHEREAS, the Council has been mformed of the benefits of random
canine searches conducted after posted notice, and believes that such efforts
will deter possible use, possession and/or sale of 1llegal drugs,

NOW, THEREFORE BE IT RESOLVED, thal the Fort Belknap
Community Council does hereby direct the posting of public notice 1n all
Tribal offices that the Council will employ, on a random, periodic basis,
canine search teams to search all offices and common areas at Tribal office

buildings, throughout the Reservation, for illegal drugs and/or drug



paraphernalia, with all individuals being found to be in possession of iliegal

drugs subject to disciplinary action and/or prosecution therefore and

BE IT FURTHER RESOLVED, that the Council Officers are
hereby authorized and directed to secure the services, randomly and
pertodically, of a canine search team to search all Tribal office buildings for
llegal drugs and/or drug paraphernalia, and to take action based on such

_ searches, consistent with the Personne]l Policy Manual, and

BE IT FINALLY RESOLVED, that the Council Officers arc hereby
delegated the authority and responsibility to sign all documents necessary to
effect this action, imcluding public notices consistent with the attached
Notice, informing employees and the Community of the above stated action.

ATTEST:

¢7/ il Q‘*‘%{l 5 "B%ég; Secretary/Treasurer

JOSEPHF. McCONNELL, President
Fort Belknap Commmmnity Council Fort Commumity Council

CERTIFICATION

1 the undersigned, as Secretary of the Fort Belknap Indian Community
Council of the Fort Belknap Indian Reservation, Montana, do hereby certify
that the Fort Belknap Indian Cemmunity Council 15 composed of 6
members, of whom 05 members, constituting a quorum were present at a
meeting thereof, duly and regularly called, noticed, convened and held this
05 day of March , 1999 and that the foregoing Resolution of the
Fort Belknap Indian-Community Council -was duly adopted and approved by
the affirmative vote of 05 for; -0- opposed; -0- not voting; -0- temporary
absent; -0- absent; 01 excused absence; and that the said Resolution has

not been rescinded 1n any way.

DATE. 3 - 1b- 99 (B M
)[T\ C]_AR()A H?(]{IE Secretary/Jreasurer




Resolution No. ")\‘.? N>

Fort Belknap Indian Community

WHEREAS, the Fort Belknap Indian Community Council is the governing body of the
Gros Ventre and Assiniboine Tribes of the Fort Belknap Indian Community, Fort Belknap
Indian Reservation, Montana, by the authority of the Constitution and By-Laws of the Fort
Belknap Tribes approved on the 13 day of December 1935, and

WHEREAS, under the Constitution and By-Laws of the Fort Belknap Indian
Community, the Community Council is charged with the duty of protectmg the health,
security and general welfare of the Fort Belknap Indian Community, and

WHEREAS, the Fort Belknap Indian Cemmunity Couneil is charged with managing the affairs of its various
programs and insuring compliance therewith for the overall good of the Community, and

WHEREAS, the Council has reviewed the recognized holiday* schedule set forth in the Tribal Policies and
Procedures Manual, and finds it appropriate for the Council and its programs to recagnize the federal holiday "Martin
Luther King, Jr. Day",

NOW, THEREFORE BE IT RESOLVED, that the Fort Belknap Indian Commumty Council does hereby
amend the Personnel Policies and Procedures Manual to include recognition of the federal holiday, "Martin Luther
King, Jr. Day" as an official holiday of the Fort Belknap Indian Community and its programs,
and

BE IT FINALLY RESOLVED, that the Community Council Officers are hereby delegated the authority and
responsibility to sign all documents necessary to effect this action.

/JULYA DONEY, President /
(/R Belknap Community Council

CERTIFICATION

I, the undersigned, as Secretary of the Fort Belknap Community Council of the Fort Belknap Indian
Reservation, Montana, do hereby certify that the Fort Belknap Community Council is composed of 10 members, of
whom 9 members constituting a quorum were present at a meeting thereof, duly and regularly called, noticed,
convened and held this 7" day of February, 2006; and that the foregoing RESOLUTION of the Fort Belknap
Community Councnl was duly adopted and approved by the afﬁrmatwe vote of 6 for; 0 opposed; 0 not voting; 3

DATEM%M

FORT BELKNAP INDIAN COMMUNITY COUNCIL FORT BELKNAP AGENCY,
HARLEM, MONTANA
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CERTIFICATION

I, the undersigned, as Secretary of the Fort Belknap Community Council of the Fort Belknap
Indian Reservation, Montana, do hereby certify that the Fort Belknap Community Council is composed of 10
members, of whom 9 members, constituting a quorum were present at a meeting thereof, duly and regularly
called, noticed, convened and held this 7TH day of February, 2006; and that the foregoing RESOLUTION of
the Fort Belknap Community Council was duly adopted and approved by the affirmative vote of § for; 2
opposed; 0 not voting; 2 temporary absent; 1 absent; and that the said RESOLUTION has not been rescinded
in any way.

DATE: February 10, 2006

FORT BELKNAP INDIAN COMMUNITY COUNCIL  FORT BELKNAP AGENCY,
HARLEM, MONTANA



DRUG/
ALCOHOL POLICY

SUBSTANCE ABUSE PREVENTION, DRUG/ALCOHOL FREE
AND DRUG/ALCOHQL TESTING POLICY

AS ADOPTED 11/5/97
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Resolution No. ."-')'-*."\ LW ((

Fort Belknap Indian Community

WHEREAS, the Fort Belknap Indian Community Council is the governing body of the
Gros Ventre and Assiniboine Tribes of the Fort Belknap Indian Community, Fort Belknap
Indian Reservation, Montana, by the authority of the Constitution and By-Laws of the Fort
Belknap Tribes approved on the 13 day of December 1935, and

WHEREAS, under the Constitution and By-Laws of the Fort Belknap Indian
Community, the Community Council is charged with the duty of protecting the health,
security and general welfare of the Fort Belknap Indian Community, and

WHEREAS, the Fort Belknap Indian Community Council is charged with managing the affairs of its various
programs and insuring compliance therewith for the overall good of the Community, and

WHEREAS, the Council has reviewed various concernis regarding the length an individual is ineligible for
employment, after termination for a conviction of Driving While Under the Influence or Driving While Blood Alcohol
Content is above .08, and

WHEREAS, the Council has considered the benefits of amending the Personnel Policies and Procedures
Manual, as a part of an overall process to encourage rehabilitation,

NOW, THEREFORE BE IT RESOLVED, that the Tort Belknap Indian Community Council docs hercby
amend the Personnel Policies and Procedures Manual to include reduce the time an individual is ineligible for
employment after conviction of Driving While Under the Influence or Driving While Blood Alcohol Content is above
.08, from one (1) year to six (6) months, provided, the individual has completed requirements of their sentence, and

BE IT FINALLY RESOLVED, that the Community Council Officers are hereby delegated the authority and
responsibility to sign all documents necessary to effect this action.

~ATTEST:

JULJA DONEY, President /
1

Fort Belknap Community Counci

s

S
— CERTIFICATION

1, the undersigned, as Secretary of the Fort Belknap Community Council of the Fort Belknap Indian Reservation, Montana, do
hereby certify that the Fort Belknap Community Council is composed of 10 members, of whom 9 members, constituting a quorum
were present at a meeting thereof, duly and regularly called, noticed, convened and held this 7™ day of February, 2006 ; and that
the foregoing RESOLUTION of the Fort Belknap Community Council was duly adopted and approved by the affirmative vote of
6 for; 1 opposed; 0 not voting; 2 temporary absent; 1 absent; and that the said RESOLUTION hgs not been rescinded in any

%m% 7 000

FORT BELKNAP INDIAN COMMUNITY COUNCIL FORT BELKNAP AGENCY,
HARLEM, MONTANA



Resolution No. _=// -/,

Fort Belknap Indian Community

WHEREAS, the Fort Belknap Indian Community Council is the governing body of the
Gro‘s Ventre and Assiniboine Tribes of the Fort Belknap Indian Community, Fort Belknap
Indian Reservation, Montana, by the authority of the Constitution and By-Laws of the Fort
Belknap Tribes approved on the 13 day of December 1935, and

WHEREAS, under the Constitution and By-Laws of the Fort Belknap Indian
Commumty, the Community Council is charged with the duty of protecting:the health,
security and general welfare of the Fort Belknap Indian Community, and

WHEREAS, the Fort Belknap Indian Community Council is charged with managing the affairs of its
various programs and insuring compliance therewith for the overall good of the Community, and

WHEREAS, the Council has reviewed various concerns regarding the length an individual is
ineligible for employment, after termination for violation of the drug testing policy, and

WHEREAS, the Council has considered the benefits of amending the Personnel Policies and
Procedures Manual, as a part of an overall process to encourage rehabilitation,

3

! NOW, THEREFORE BE IT RESOLVED, that the Fort Belknap Indian Community Council does
hereby amend the Personnel Policies and Procedures Manual to include the attached proposed language,

360.5 A. 7. Any employee whose employment is terminated due to positive drug testing will not be eligible
for any employment with the Tribal government for a period of six (6) months ere-fH-year. After the six (6)
month exe-(yearperiod, to be eligible for further employment, the employee must have completed an
assessment as identified above, and provide written proof of successful completion of an approved
substance abuse program or proof of ongoing participation of an on-going substance abuse program.and

BE IT FINALLY RESOLVED, that the Community Council Officers are hereby delegated the
authority and responsibility to sign all documents necessary to effect this action.

=l C gz
-‘“:A ) W bre. /s

JULJA DONEY, President [E KING-KU : CK, Secretary-Treasurer
} Belknap Community Courcil ort Betknap C ni incil
\
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CERTIFICATION

I, the undersigned, as Secretary of the Fort Belknap Community Council of the Fort Belknap
Indian Reservation, Montana, do hereby certify that the Fort Belknap Community Council is composed of 10
members, of whom 9 members, constituting a quorum were present at a meeting thereof, duly and regularly
called, noticed, convened and held this 7*2 day of February, 2006; and that the foregoing RESOLUTION of
the Fort Belknap Community Council was duly adopted and approved by the affirmative vote of 3 for; 2
opposed; 0 not voting; 2 temporary absent; 1 absent; and that the said RESOLUTION has not been rescinded
in any way.

DATE: February 10, 2006

FORT BELKNAP INDIAN COMMUNITY COUNCIL  FORT BELKNAP AGENCY,
HARLEM, MONTANA



Resolutiou No. /0¢ -0 ‘7/

Fort Belknap Indian Community

WHEREAS, the Fort Belknap Indian Community Council is the governing body of the
Gros Ventre and Assiniboine Tribes of the Fort Belknap Indian Community, Fort Belknap
Indian Reservation, Montana, by the authority of the Constitution and By-Laws of the Fort
Belknap Tribes approved on the 13 day of December 1935, and

WHEREAS, under the Constitution and By-Laws of the Fort Belknap Indian
Comrpunlty, the Community Council is charged with the duty of protectitig’ tHe health,
security and general welfare of the Fort Belknap Indian Community, and

Whereas, the Fort Belknap Indian Community Council has determined that the Personnel
Policies Manual requires an immediate substantive revision through legislative action
since it lacks any guidance or policy in regard to employees who are convicted of the
offense of driving under the influence of alcohol or drugs (DUI); and,

Whereas, the Fort Belknap Indian Community Council has determined that the use of
alcohol and/or drugs continue to plague the Reservation Community causing numerous
social problems for the Indian Community; and;

Whereas, as a consequence the Fort Belknap Indian Community Council has determined
that the use of alcohol and/or drugs should not and will not be tolerated, especially when
a tribal employee uses drugs or alcohol that results in a DUI conviction, and,

NOW THEREFORE BE IT RESOLVED, under the authority of Section 120.8, the
Tribal Council hereby revises the Personnel Policies as follows:

510.9 If an employee receives a final conviction for DUI or “Per Se” (Driving While
Blood Alcohol Content is at or over legal limit), he/she shall be immediately
terminated from his/her position. The employee may reapply for any future
position vacancy upon completion of all requirements of his/her sentence imposed
by the sentencing Court.

BE IT FURTHUR RESOLVED, this revision is immediately effective and the
personnel director shall inform all employees of the revision and potential consequences
of the revision.

BE IT FINALLY RESOLVED, that the Council Officers are hereby delegated
the authority and responsibility to sign all documents necessary to effect this action.



ATTEST:

——

f/

BENJAMIN SPEAKTHUNDER, President

CERTIFICATION

I, the undersigned, as Secretary of the Fort Belknap Indian Community Council of the Fort
Belknap Indian Reservation, Montana, do hereby certify that the Fort Belknap Indian
Community Council is composed of 10 (ten) members of whom _ members constituting a
quorum were present at a meeting thereof, duly and regularly called, noticed, convened and held
this 7"_day of April, 2004; and that the foregoing Resolution of the Fort Belknap Indian
Community Council was duly adopted and approved the affirmative vote of 6 for; 1 opposed;
0 not voting; 0 temporary absent; 3 excused absent; and that the said resolution has not been
rescinded in any way.

DATE:June 8, 2004

Fort Belknap Indian Community Council RR1 Box 66, Harlem, Montana 59526
Tribal Government Address




Fort Belknap Indian Commanity

R.R. 1, Box 66
Fort Belknap Agency
Harlem, Montana 59526

PH: (406) 353-2205 Forl Balkn;p;:]déar:,‘(:nmmunlty
FAX: Council - (406) 353-4541 Fort Bolkriap mélan Communly
_ {Elected to administer the alfairs of the community and
FAX: Departments N (406) 353'279 7 10 represen \he Assiniboine end the Gros Venltre

Tribes of ihe Fort Belknap Indian Reservation)

June 14, 2004

To:  All Tribal Employees /
Fr: Franklin R. Perez, Personnel Manage

Re:  FBCC Tribal Resolution No. 106-04; Amendment to Personnel Policies Section
510.9

T

On Aﬁgﬂﬂ:ﬁ mat__ a duly called meeting, the Fort Belknap Community-Council passed

?esbfi”éitie@; Num

erléé:ﬁ{ This resolution hereby revises the Personnel Policies as

b TR

opriueg SRS 5
ollows:

510.9 If an employee receives a final conviction for DUI or “Per Se” (Driving
While Alcohol Content is at or over legal limit), he/she shall be
immediately terminated from his/her position. The employee may reapply
for any future position vacancy upon completion of all requirements of
his/her sentence imposed by the sentencing Court.

All Tribal employees must understand, the DUI rule is effective immediately and the

Personnel Office shall enforce this rule to its limits. So, the potential consequences an
employee will lose his/her employment with the Fort Belknap Indian Community for

misconduct under section 510.9.

If you have any questions call me at 353-8439.



Resolution No. /00-2002-

Fort Belknap Indian Community

WHEREAS, the Fort Belknap Indian Community Council is the governing body of the
Gros Ventre and Assiniboine Tribes of the Fort Belknap Indian Community, Fort Belknap
Indian Reservation, Montana, by the authority of the Constitution and By-Laws of the Fort
Belknap Tribes approved on the 13 day of December 1935, and

WHEREAS, under the: Constitution and By-Laws of the Fort Belknap Indian
Community, the Community Council is charged with the duty of protecting the health,
security and general welfare of the Fort Belknap Indian Community, and

WHEREAS, the Fort Belknap Indian Community Council is responsible for
administering the various programs on the Fort Belknap Indian Reservation, and

WHEREAS, the Council has considered alternatives to deter illegal drug use, including
policy amendments to the Council’s Personnel Policies and Procedures Manual, and

WHEREAS, the Council has concluded that it is appropriate to clarify and amend the
Drug Free Workplace policy, to strengthen it as a deterrent to illegal drug use,

NOW, THEREFORE BE IT RESOLVED, that the Fort Belknap Indian Community
Council does hereby approve the following language as an amendment/replacement to Part 360.5
of the Council’s Personnel Policies and Procedures Manual:

360.5. Disciplinary Actions
A. Violations of this policy shall bring about appropriate disciplinary action:

L. The employee will be immediately suspended without pay for ten (10) days. This
ten (10) day period will allow the employee to obtain an evaluation from an approved
Chemical Dependency Center (hereinafter “C.D.C.” ). The Council’s Chemical
Dependency Program, if in place, shall be an approved provider. The employee must also
obtain results of a negative drug test screen before returning to work. As available, the
Council’s C.D.C. may be utilized to assist in drug screening. The employee shall be
responsible for paying all costs associated with any type of drug or alcohol treatment and
additional screening required hereunder.

2. If during the initial ten (10) day suspension period the employee does not obtain an
evaluation from an approved C.D.C., termination of the employee shall take place. If a
C.D.C. evaluation cannot be obtained during this time frame, the employee must be able to
demonstrate, in writing, that they made contact with the C.D.C., and, through no fault of
the employee, additional time is needed to complete the evaluation. Suspension without pay
shall continue until a C.D.C. evaluation is obtained.

3. Based on the C.D.C. evaluation, a prescribed plan of action for recovery, with explicit
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time lines shall be recommended by the evaluator. Should the plan require in-patient
treatment, the employee shall attend such treatment as soon as possible, successfully
complete the program and provide proof thereof to the Personnel Office, as quickly as
possible. During attendance at treatment, the employee may utilize any accumulated leave
they may have. If an employee has insufficient leave accrued to cover the scheduled
absence, they shall have approved leave without pay.

4. The employee must also execute an authorization for release of information with the
C.D.C. utilized to insure that documentation can be released assuring the Personnel
Department that the employee is following the prescribed plan.

5. Upon the employee’s return to work, the employee will be placed on a ninety (90) day
probationary period. If the employee is required to go to in patient treatment, the ninety
(90) day probationary period shall begin after the required treatment is completed.

6. Each employee will be allowed only one chance to follow the above procedure for
positive drug testing. Any subsequent positive drug test results, refusal to submit to testing
or other violations of this policy, will result in immediate termination of employment.

7. Any employee whose employment is terminated due to positive drug testing will not be
eligible for any employment with the Tribal government for a period of one (1) year. After
the one (1) year period, to be eligible for further employment, the employee must have
completed an assessment as identified above, and provide written proof of successful
completion of an approved substance abuse program or proof of ongoing participation in
an on-going substance abuse program.

8. Any employee who refuses to submit to a drug test will be immediately terminated.

9. When an employee is found to test positive for prohibited substances under this policy,
he/she will be given the opportunity to explain the results. The employee may submit any
relevant documentation, such as, but not limited to, a prescription, explanation or other
related information. This information will be considered in determining whether a positive
test has been satisfactorily explained. If a second test is required, the employee shall be
cooperative therewith, and may be placed on suspension, without pay, until the second test
results are received. If a subsequent test is refused, termination from employment is
immediate. The employee shall follow the Grievance Procedures/Appeal of Terminated
Employee Procedures in the Personnel Policies and Procedures Manual, if dissatisfied
with the procedures utilized.

10. Employees who have collaborated with a physician and the Personnel Office for
clarification of prescribed medication impacting the outcome of the drug test will not be
suspended. It shall be the employee’s responsibility to notify the Drug Tester, at the time
of drug testing, of any prescribed medication the employee is taking which may impact the
outcome of the drug test. Employees who test positive for a controlled substance which
has not been prescribed to the individual by a physician will be treated as testing positive.

11. Employees who receive an inconclusive test will be re-tested. Failure to re-test shall
be grounds for termination.

12. If, at the time of testing, the person administering the test notifies the employee of a
possible inconclusive or adulterated test, the employee shall be given the opportunity to re-
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test immediately. Failure to re-test immediately shall be treated as a positive result and
grounds for termination.

13.  An employee who has chemical dependency problems, whether or not they affect
work performance, is always encouraged to seek assistance voluntarily on a confidential
basis, by contacting appropriate community resources or their supervisor or the
Personnel Director.

14. To further enhance and promote the treatment of alcoholism or drug addiction,
FBCC will grant up to forty (40) hours of special leave without pay for the purpose of
attending in-patient treatment and will further grant family members who are employees
who participate in the family treatment process up to forty (40) hours of special leave
without pay for the purpose of participating. Such leave shall be granted only after all
annual and sick leave is exhausted. An employee will only be granted such special leave
once.

15. Any employee convicted of any criminal drug statute shall notify the FBCC
Personnel Director within five (5) days following such conviction.

16. In the case of workplace possession of controlled substances by employees, the
Personnel Director shall notify in writing, any Federal grantor, within ten (10 ) days after
employee notification, assurance that one of the two required actions will take place within
thirty (30) days: (1) employee terminated, or (2) employee participating in a treatment
[/rehabilitation program.

and

BE IT FINALLY RESOLVED, the Council Officers are hereby delegated the authority
and responsibility to sign all documents necessary to effect this action.

ATTEST: eid
(3K //égj%é/@é/
BE@H PEARTHUNDER, President IE KULBEC 5) Secretary-Treasurer
Fort Community Council ort Belknap Community Council
CERTIFICATION

I, the undersigned, as Secretary of the Fort Belknap Community Council of the Fort Belknap Indian
Reservation, Montana, do hereby certify that the Fort Belknap Community Council is composed of 10 members, of

whom ZQ members, constituting a quorum were present at a meeting thereof, duly and regularly called, noticed,
convened and held this Mday of %2 &ﬁ i , 2022, and that the foregoing Resolution of the Fort Belknap

Community Council was duly adopted #nd approved by the affirmative vote of ﬁ for; HQ opposed; _7 not
voting; _/ temporary absent; absent; and that the Resolution has not been rescinded in any way.

DATE: 7%%/’5/ A2~
C ﬂ 7/
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Resolution No. g O- 3003

Fort Belknap Indian Community

WHEREAS, the Fort Belknap Indian Community Council is the governing body of the
Gros Ventre and Assiniboine Tribes of the Fort Belknap Indian Community, Fort Belknap
Indian Reservation, Montana, by the authority of the Constitution and By-Laws of the Fort
Belknap Tribes approved on the 13 day of December 1935, and

WHEREAS, under the: Constitution and By-Laws of the Fort Belknap Indian
Community, the Community Council is charged with the duty of protecting the health,
security and general welfare of the Fort Belknap Indian Community, and

WHEREAS, the Fort Belknap Indian Community Council is responsible for
administering the various programs on the Fort Belknap Indian Reservation, and

WHEREAS, the Council has considered alternatives to deter illegal drug use, including
policy amendments to the Council’s Personnel Policies and Procedures Manual, and

WHEREAS, the Council has concluded that it is appropriate to restrict the
reemployment of individuals terminated for violations of the Drug Free Workplace policy,

NOW, THEREFORE BE IT RESOLVED, that the Fort Belknap Indian Community
Council does hereby approve the following language as an amendment to Part 360.5(7) of the
Council’s Personnel Policies and Procedures Manual:

7. Any employee whose employment is terminated due to positive drug testing will not be
eligible for any employment with the Tribal government for a period of one (1) year from
the date of termination. After the one (1) year period, to be eligible for further
employment, the employee must have completed an assessment as identified above, and
provide written proof of successful completion of an approved substance abuse program

or proof of ongoing participation of an on-going substance abuse program.
and

BE IT FINALLY RESOLVED, the Council Officers are hereby delegated the authority
and responsibility to sign all documents necessary to effect this action.

ATTEST:

C3

BENJA SPEAKTHUNDER, President
Fort Community Council ort Belknap Community Council
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CERTIFICATION
I, the undersigned, as Secretary of the Fort Belknap Community Council of the Fort Belknap Indian
Reservation, Montana, do hereby certify that the Fort Belknap Community Council is composed of 10 members, of
whom /() members, constituting a quorum were present at a meeting thereof, duly and regularly called, noticed,
convened and held this 3%ay of , 200 ; and that the foregoing Resolution of the Fort Belknap
Community Council was duly adopted and approved by the affirmative vote of 77 for; :]é opposed; _& not
voting; | _ temporary absent; i absent; and that the Resolution has not been rescinded in any way.

oate: A0/ Ao 2002,

rt Belknap Comniunity Council
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R. tuuaon No. /74' 98

Fort Belknap Community Council

WHEREAS, the Fort Belknap Indian Communily Council is the governing body of the Gros
Ventre and Assiniboine Tribes of the Fort Belknap Indian Community, Fort Belknap Indian Reservation,
Montana, by the authority of the Constitution and By-Laws of the Fort Belknap Tribes approved on the
13th day of December, 1935, and

WHEREAS, under the Constitution and By-Laws of the Fort Belknap Indian Community, the
Community Council is charged with the duty of protecting the health, security and general welfare of the

Fort Belknap Indian Community, and

WHEREAS, the Fort Belknap Community Council has met and reviewed necessary
changes to the existing Rules of Order, and

WHEREAS, it appears that certain modif; icati.__'@ns drenecessary to establish the Council’s
strong position against illegal drugs and their negative effecton.this Community, and further, to
establish Tribal leadership in support of drug testing as a means to'deter illegal drug use,

NOW. THEREFORE BE TT RESOLVED, ifiat the following amendment is made to
the Rules of Order and points of policy, andis hereby adopted to take effect August 7, 1998:

24 (A) All individuals serving as Cotneil menbers shall  submit to random drug
testing procedures as arranged by “thePer. sonnél Departmerit. Publication ol the
results of such testing shall be made in:periodicitribal newsletters. Testing positive,
as such is defined in the Personnel Manual.of the/Council, or failure to submit to
lesting at least once each year while serving in office, may be grounds for Recall
action under the Recall section of the/Constitution. ‘Toensure
safeguarding/anonymity of test samples, each Council member shall be tested with
no less than five,(5) employees, when test samples are taken, Thejprocedures
established in the Personnel Manual forithe handling of samples shall control the
processing of Council samples also. All forms for Council testing shall reflect the
status of Councilmen as elected officials. o '

BE IT FINALLY RESOLVED that the Council officers are hereby delegated the
authority and responsibility to sign all documen tsmecessary to effect this action.

Ui YTt

JOSEPH/A/McCONNELL, President 2 ‘CLARENA M. WERK, Secretary-Treasurer
Fort Belknap Community:Council | ~~ ‘FortBelknap:Com munity Council
CERTIFICATION & i

I, the undersi gnccl,was Secretary of the Fort Bélknap Community Council @'f the Fort Belknap Indian
Reservation, Montana, do hereby certify that the Fort Belknap Community Council is composed of 6 members, of

whom .5 members, constituting a guorum were present aj a meeting thereof, duly and regularly called, noticed,
% d

convened and held this 7 day of 42£ 19747 and that the foregoing Resolution of the Fort Belknap
Community Council was duly adopted and approved by the affirmative vote of _‘_%Z for; = opposed; &not
voling: lemporary absenl;ﬂiJ a5ett and that the said Resolution has not been rescinded in any way.

DATE: ~/ y‘ ?/ Q ///%ﬁ A/CW/W

CLARENA M. WERK, Secretary-Treasurer
Fort Belknap Community Council




Resolution No.

Fort Belknap Community Council

WHEREAS, the Fort Belknap Indian Community Council is the governing body of the Grog
Ventre and Assiniboine Tribes of the Fort Belknap Indian Community, Fort Belknap Indian Reservation

Montana, by the authorily of the Constitution and By-Laws of the Fort Belknap Tribes approved on the
13th day of December, 1935, and

WHEREAS, under the Constitution and By-Laws of the Fort Belknap Indian Comm unity, the

Community Council is charged with the duty of protecting the health, securily and general welfare of the
Fort Belknap Indian Community, and
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WHEREAS, the Fo Eﬂmap‘(?onmum gepuncl 15 20, ce@{od for the ‘f%s:‘alth and Welfare of
the residents of the Eort Belknap Indian Reselnitionismdie. < 7 \

E: = N BT :.,$ . :Ei : -:;.

ThdiiReservatiof and:
O ’

S

H/Al

i

il

C kv L Th

BE IT FINALLY RE! |
deliver all documents I_ne’?es_}i;aj}, -
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Joseph’¥. McConnell, President Clarena M. Werk, Secretary-Treasurer
Fort Belknap Comrunity Council Fort Belknap Community Coungil

CERTIFICATION

L, the undersigned as Secretary of the Fort Belknap Community Council of the Fort Belknap Indian Reservation, .

Montana, do hereby certify that the Fort Belknap Community Council 1s composed of 6 (s1x) members of whomj
at a meeting thereof, duly and regularly called, noticed, convened and

members conslituti orum were !
held this™/_day o%z{a%l ‘éfz ,and that the foregoing Resolution of the Z;;wp Community
Council was guly adopteff and approved the affirmative vote of ifor,_oppos ;=—"nol voting; lemporary
absent; _L a ,and that the said resolution has not been rescinded in any way.

pate._ 7=/ O’_‘E} Wﬂ[ééé{ e
CLARENA M. WERK, Secretary-Treasurer
Fori Belknap Commumity Council




Res. .ation No. ___2-_2 M"‘ ?_____
Fort Belknap Community Council

WHEREAS, the Fort Belknap Indian Community Council is the governing body of the Gros
Ventre and Assiniboine Tribes of theé Fort Belknap Indian Community, Fort Belknap Indian Reservation,
Montana, by the authority of the Constitution and By-Laws of the Fort Belknap Tribes approved on the

13th day of December, 1935, and

WHEREAS, under the Constitution and By-Laws of the Fort Belknap Indian Community, the
Community Council is charged with the duty of protecting the health, security and general wellare of the
Fort Belknap Indian Community, and

WHEREAS, the Fort Belknap Community Council is responsible for overseeing the
various programs and employees established to provide services for the Community, and

WHEREAS, the Council has heretofore established a Tribal Court and has recently
reassumed Law Enforcement services on Reservation, and .

WHEREAS, the Council has reviewed and discussed procedures (o insure the drug {ree
status of employees of the Council, and

WHEREAS, the Council has reviewed the importance of guaranteeing the Community
that Law Enforcement and Tribal Court-personnel as well as other personnel are drug {ree, because
of their highly sensitive, safety related positions, and :

WHEREAS, the Council has developed.the attached SUBSTANCE ABUSE
PREVENTION, DRUG/ALCOHOL FREE AND DRUG/ALCOHOL TESTING
POLICY Amendments to-the Personnel Manual, and finds:them necessary and appropriate to
insure the safety of the Community,

NOW THEREFORE BE IT RESOLVED that the Fort Belknap Community Council
does hereby adept and approve the attached SUBSTANCE ABUSE PREVENTION,
DRUG/ALCOHOL FREE AND DRUG/ALCOH OL TESTING POLICY asan
amendment to the established Personnel Manual of the Council, and directs itsimmediate

implementation, and

BE IT FINALLY RESOLVED that the Council officers are hereby delegated the
authority and responsibility to sign all documents necessary o effect this action.

TRACY CHARLES KING, President JANICE HAWLEY, Secl‘etz‘uy/ff-'['reasurer
Fort Belknap Community Council Fort Belknap Community Council
CERTIFICATION

[, the undersigned, as Secretary of the Fort Belknap Community Council of the Fort Belknap Indian
iervation, Montana, do hereby certify that the Fort Belknap Community Council 1s composed of 6 members, of
m i members, constituting a gyiorum were present al a meeting thereof, duly and regularly called, noticed,
vened and held this ida)’ of vhes) . 1994 and that the foregoing Resolution of the Fort Belknap
nmunity Council was duly adopted and approved by the affirmative vote of for; _ﬁ opposed: _ﬁ nol

voung, _ﬂ'_ lemporary absent2€xe, absent; and that the saisi/f?lesolul.ion has not been rescinded in any way.
e .
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IANICEHAWLEY, Secretary Tréasirer
Fort Belknap Community Council

DATE:




SUBSTANCE ABUSE PREVENTION, DRUG/ALCOHOL FREE
AND DRUG/ALCOHOL TESTING POLICY

AS ADOPTED 11/5/97

Policy Statement:

360.1 The FBCC is committed to a policy which provides its employees a work
environment in which efficiency and safety are assured. While the FBCC has no intention of
intruding into the private lives of its employees, it expects employees to understand that their use of
alcohol or drugs on or off the job'can have an impact on safety and performance that interferes with
the FBCC's objective of providing a safe and efficient work environment. Addiction to such
substances can radically impact the capabilities and work product of an employee. Consistent with
this, the FBCC has established this alcohol and drug abuse policy, which, in summary, requires
that employees report for work in a condition to perform their duties [ree from the presence and/or
effects of alcohol and/or illicit drugs, and that the use of illegal drugs will be discouraged.

Procedures:

ployeesiobeitested

360.

(A) As a condition for employment, all law enforcement personnel and court
personnel must submit to a blood or urine test, with such test to be scheduled by )
responsible supervisors: (1) as a part of screening candidates for a position; (255‘%?}%%?@9&
siekEOE g as a condilionTeraontinted smployient; (3) WiTHIRTOF-fivVe (45)
days of the adoption of this provision; and/or (4) g’f}iﬂ ‘otherrandom 1m%§sas eened

e PN I T i

492

) D S v 3 e .
(Bt _testing | <_..:_Elee‘1ﬁ-1‘ek3?.a‘”.1’-aﬂa"?fe for these positions, because of the
1 rved conditions 'therremployment:

4
TR e T T
j(l)ﬁﬁ’ﬁmrélmus*work- nvirenments; and/or

(ii) jobs the primary responsibility of which is security, public safety,
or fiduciary responsibility; ~ —

(C) as a condition for continuation of employment, any employee of the Council
shall submit to a blood or urine test, if:

'~ (i) the employer has reason to believe that the employee's faculties are
impaired on the job as a result of alcohol consumption or illegal drug use;

(ii) the employer has reason to believe that an employee may have
contributed to a work-related accident that causes death or personal injury
or property damage in excess of $1,500; or

(iii) drug testing is being conducted at an employee's regular biennial
physical for employment in jobs involving the intrastate commercial motor
carrier transportation of persons or commodities.

(D) All tribally chartered entities, businesses or programs not otherwise specifically

covered by this Policy Manual are hereby authorized to adopt testing procedures of this
nature, upon a finding by their Board of sensitive positions defined herein.
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360.3 For purposes of this part the following defimtions apply:

Alcohol means the intoxicating agent in beverage alcohol, ethyl alcohol, or other low
molecular weight alcohols including methyl and isopropyl alcohol.

Alcohol concentration (or content) means the alcohol in a volume of breath expressed in
terms of grams of alcohol'per 210 liters of breath as indicated by an evidential breath test
under this part, or alcohol in blood or urine tested in similar volume methods sufficient and

reliable in established procedures.

Alcohol use means the consumption of any beverage, mixture, or preparation,
including any medication, containing alcohol.

Aliguot. A portion of a specimen used for testing.

Blind sample or blind performance test specimen. A urine specimen submitied Lo a
laboratory for quality control lesting purposes, with a ficlitious identifier, so that the
laboratory cannot distinguish it from employee specimens, and which is spiked
with known quantities of specific drugs or which is blank, containing no drugs.

Chain of custody. Procedures to account for the integrity of each urine specimen by
tracking its handling and storage [rom point of specimen collection to final disposition of
the specimen. These procedures shall require that an appropriate drug testing custody
form be used from time of collection to receipt by the laboratory and that upon receipt by
the laboratory an appropriate laboratory chain of custody form(s) account(s) for the
sample or sample aliquots within the laboratory.

Collection container. A container into which the employee urinates to provide the urine
sample used for a drug test.

Collection site. A place designated by the employer where individuals present
themselves for the purpose of providing a specimen of their urine to be analyzed for the
presence of drugs.

Collection site person. A person who instructs and assists individuals at a collection
site and who receives and makes an initial examination of the urine specimen provided by
those individuals.

Conflirmatory test. A second analytical procedure to identify the presence of a specific
drug or metabolite which is independent of the initial test and which uses a different
technique and chemical principle from that of the initial test in order to ensure reliability and
accuracy. (Gas chromatography/mass spectrometry (GC/MS) is the only authorized
conlirmation method for ¢ocaine, marijuana, opiates, amphetamines, and phencyclidine.)

DHHS. The Depariment of Health and Human Services or any designee of the
Secretary, Department of Health and Human Services.

Drug or alcohol, including a distilled spirit, wine, a malt beverage, or an intoxicating
liquor; an amphetamine; a cannabinoid; cocaine; phencyclidine (PCP); a hallucinogen;
methaqualone; an opiate; a barbiturate; a benzodiazepine; a synthetic narcotic; a designer
drug; or a metabolite of any of the substances listed above. An employer may test an
individual for any or all such drugs, derivatives thereof or drugs not specifically listed
herein, but deemed Lo be illegal under federal or tribal law.

Drug Rehabilitation - a service provider that provides confidential, program timely, and
expert identification, assessment, and a resolution of employee drug abuse.
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Drug Test - any chemical, biological, or physical instrumental
analysis administered by a laboratory licensed by the A gency for Health Care
Administration or certified by the U.S. Department of Health and Human Services, {or the

purpose of determining the presence or absence of a drug or its metabolites.

Employee. Any person who works for salary, wages, or other remuneration for an
employer as well as an individual designated in a regulation as subject (o drug urine tesling
and the donor of a specimen under this part. As used in this part '‘employee’ includes an
applicant for employment. 'Employee' and ‘individual' or 'individual to be

tested' have the same meaning [or purposes of this part.

Emplovyee Assistance - an established program capable of providing expert Program
assessment of employee personal concerns; confidential and timely identification services
with regard to employee drug abuse; referrals of employees for appropriate diagnosis,
treatment, and assistance; and follow-up services for employees who participate 1n the
program or require monitoring after returning to work.

Employer. An enlity employing one or more employees thal is subject to regulations
requiring compliance with this part. As used in this part, 'employer’ includes an industry
consortium or joint enterprise comprised of two or more employing enlities, but no single
employing entity is relieved of its responsibility for compliance with this part by virtue of
participation in such a consortium or joint enterprise.

[nitial Drug Test - a sensitive, rapid, and reliable procedure used to identify negative
and posilive specimens, usually using a chemical procedure or a more accurate scientifically
accepted method approved by the United States Food and Drug Administration or the
Agency [or Health Care Administration.

Job Applicant - a person who has applied for a position with an
employer, and has been offered employment conditioned upon successfully passing a drug

test, and may have begun work pending the results of the drug test.

Medical Review Officer (MRO). A licensed physician responsible [or receiving
laboratory results generated by an employer's drug Lesting program who has knowledge of
substance abuse disorders, and has appropriate medical training to interpret and evaluate an
individual's confirmed positive test result together with his or her medical history and any
other relevant biomedical information.

Prescription - or a drug or medication obtained pursuant to a non-prescription
prescription, or a medication that is authorized medication pursuant to federal or state law
for general distribution and use without a prescription in the treatment ol human diseases,

ailments, or injuries.

Reasonable suspicion - drug testing based on a belief that an employee is using or has
used drugs or alcohol in violation of the FBCC’s policy. The reasons for "reasonable
suspicion" testing may include the {ollowing;

1. Observable phenomena while at work, such direct observation of drug or
alcohol use or of the physical symptoms or manifestations of being under the
influence of a drug or alcohol.

2. Abnormal conduct or unpredictable behavior while at work or a significant
deterioration in work performance.

3. A report of drug or alcohol use, provided by a reliable and credible source.
4. Evidence that an individual has tampered with a drug test during his
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employment with the current employer.

5. Information that an employee has caused, or contiibuted to, or been
involved in an accident while at work.

6. Evidence that an employee has used, possessed, sold, solicited, or
transferred drugs or alcohol while working or while on the employer's premises or
while operating the employer's vehicle machinery, or equipment.

Salety-Sensitive - with respect to the FBCC, a position in which a drug impairment
constitutes an immediate and direct threat to public health or safety; or such a position that
requires the employee to perform lile-threatening procedures, or a position in which a
momentary lapse in attention could result in mnjury or death to another person.

Shipping container. A container capable of being secured with a tamper proof seal that
is used for transfer of one or more specimen bottle(s) and associated documentation {rom
the collection site to the laboratory.

Specimen - tissue, hair, or a product of the human body capable of revealing the
presence of drugs or their metabolites, as approved by the United States Food and Drug

Administration or the Agency [or Health

Specimen boitle. The bottle which, after being labeled and sealed according to the
procedures in this part, is used (o transmit a urine sample Lo the laboratory.

360.4 The following conduct is prohibited:

A. The use, transfer, sale or possession of illicit drugs or controlled
substances on FBCC property or working siles, or engaged in any business on
behalf of the FBCC is strictly prohibited.

B. Any employce found to be working under the influence of alcohol,
drugs or controlled substances, or found to have detectable amounts of alcohol or
illegal drugs in their body, will not be permitted to remain at work. Such employee
shall also be-made subject to discipline, up to and including termination from
employment, as set forth in part 360.5.

C. Where appropriate, testing will be ulilized to determine the presence of
alcohol, drugs or controlled substances.

D. The FBCC reserves the right to conduct inspections and searches of all
property found on the premises of the Council, of an employee and his or her
personal belongings as a means of enforcing the provisions of this policy, when
employees are on the job or other FBCC work sites. Inspections and searches may
include, for example, employee personal effects, desks, purses, packages, lockers,
briefcases and vehicles located on FBCC property or work sites.

E.In the event that any visitor or employee of {irms doing business with the
FBCC are found to be in violation of this policy, they are to be refused entry or
removed for FBCC property.

360.5. Disciplinary Actions
A. Violations of this policy shall bring about appropriate disciplinary action.
1) Any employee determined to have consumed or possessed alcoholic
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beverage o. .degal drugs or FB premises or while pe. Jrming any FBCC related
activities will be suspended for a period of up to five, (5) days without pay.

2) During the suspension period the employee will obtain professional
diagnosis for chemical dependency. If treatment is recommended based upon the
diagnosis, the employee will, within thirty (30) days of receiving such notice,
enroll in a treatment program as recommended.

3) Aepeated violation of this policy shall be cause for termination of
~employment. [t is the responsibility of the employee to comply with referral for
diagnosis and to cooperate with properly prescribed treatment plans. When an
employee refuses Lo accept assistance, diagnosis or treatment, or il he/she fails to
respond Lo treatment or assistance, the Personnel Officer and/or supervisor will
handle the situation as any other problem of deteriorating job performance.

4) An employee who has chemical dependency problems, whether or
not they affect work performance, 1s encouraged 10 seek assistance voluntarily on a
confidential basis, by contacling appropriate community resources or their
supervisor or the Personnel Director.

5) To further enhance and promote the treatment of alcoholism or drug
addiction, FBCC will grant up to forty (40) hours of special leave without pay for
the purpose of attending in-patient treatment and will further grant family members
who participate in the family treatment process up o {orty (40) hours of special
leave without pay for the purpose of participating. Such leave shall be granted only
after all annual and sick leave is exhausted. An employee will only be granted such

special leave once.

) Any employee convicted of any criminal drug statute occurring in the
workplace shall notify the FBCC Personnel Director within five (5) days [ollowing

such conviction.

7 The Personnel Director shall notify in writing, any Federal grantor, within
ten (10 ) days after employee notificalion, assurance that one of the two required
actions will take place within thirty (30) days: (1) employee terminaled, or (2)
employee participaiing in a treatment /rehabilitation program.

360.5 To ensure that employees have been exposed lo these guidelines, a signed
" Acknowledgement — Substance Abuse Policy" as shown in Appendix B will be stored in each

employee's personnel folder.
360.6 Specimen collection procedures.

(A) Designation of collection site.

(1) The drug testing program shall have one or more designated collection sites
which have all necessary personnel, materials, equipment, facilities and supervision 1o
provide for the collection, security, temporary storage, and shipping or transportation
of urine specimens to a certified drug testing laboratory. An independent medical
facility may also be utilized as a collection site provided the other applicable
requirements of this part are met.

(2) A designated collection site may be any suitable localion where a specimen can
be collected under conditions set forth in this part, including a properly equipped
mobile facility. A designated collection site shall bea location having an enclosure
within which private urination can occur, a toilet for completion of urination (unless a
single-use collector is used with sufficient capacity to contain the void), and a suitable
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clean surface 1ur writing. The site must also have a sousce of water for washing hands,
which, if practicable, should be external to the enclosurc where urination occurs.

(B) Security. The purpose of this paragraph is to prevent unauthorized access which
could compromise the integrity of the collection process or the specimen.

(1) Procedures shall provide for the designated collection sile to be secure. If a
collection site facility is dedicated solely to urine collection, it shall be secure af all
times. 1f a facility cannot be dedicated solely to drug testing, the portion of the
facility used for testing shall be secured during drug testing.

(2) A facility normally used [or other purposes, such as a public rest room or
hospital examining room, may be secured by visual inspection to ensure other persons
are not present and undetected access (e.g., through a rear door not in the view of the
collection site person) is not possible. Security during collection may be maintained by
effective restriction of access to collection materials and specimens. In the case of a
public rest room, the facility must be posted against access during the entire collection
procedure to avoid embarrassment (o the employee or distraction of the collection site

person.

(3) If it is impraclical to maintain continuous physical security of a collection site
from the time the specimen is presented until the scaled mailer is transferred for
shipment, the following minimum procedures shall apply. The specimen shall remain
under the direct control of the collection site person from delivery to its being sealed in
the mailer. The mailer shall be immediately mailed, maintained in secure storage, or
remain until mailed under the personal control of the collection site person.

(C) Chain of custody. The chain of custody block of the drug testing custody and
control form shall be properly executed by authorized collection sile personnel upon receipt
of specimens. Handling and transportation of urine specimens from one authorized
individual or place to another shall always be accomplished through chain of custody
procedures. Every effort.shall be made to minimize the number of persons handling
specimens.

(D) Access to authorized personnel only. No unauthorized personnel shall be
permitted in any part of the designated collection site where urine specimens are collected or
stored. Only the collection site person may handle specimens prior (O their securement in
the mailing container or monitor or observe specimen collection (under the conditions
specified in this part). In order to promote security of specimens, avoid distraction of the
collection site person and ensure against any confusion in the identification of specimens,
the collection site person shall have only one donor under his or her supervision at any
time. For this purpose, a collection procedure is complete when the urine bottle has been
sealed and inilialled, the drug testing custody and control form has been executed, and the
employee has departed the site (or, in the case of an employee who was unable to provide a
complete specimen, has entered a waiting area).

(E) Privacy.

(1) Procedures for collecting urine specimens shall allow individual privacy unless
there is a reason 10 belicve that a particular individual may alier or substitute the
specimen to be provided, as further described in this paragraph.

2) For purposes of this part, the following circumstances are the exclusive grounds
constituting a reason to believe that the individual may alter or substitule the specimen:

(i) The employee has presented a urine specimen that falls outside the normal
temperature range (32.5 degrees -37.7 degrees C/90.5 degrees -99.8 degrees F),
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and

(a) The employee declines to provide a measurement of oral body
temperature, as provided in paragraph (1)(14) of the part; or

(b) Oral body temperature varies by more than 1 degrees C/1.8 degrees I
from the temperature of the specimen;

(ii) The last urine specimen provided by the employee (i.e., on a previous
occasion) was determined by the laboratory to have a specific gravity of less than
1.003 and a creatinine concentration below .2g/L;

(iii) The collection site person observes conduct clearly and unequivocally

indicating an attempt to substitute or adulterate the sample (e.g., subslitute urine in
plain view, blue dye in specimen presented, elc.); or

(iv) The employee has previously been determined to have used a controlled
substance without medical authorization and the particular lest was being conducted
under an applicable DOT agency regulation providing for follow-up testing upon or
after return to service.

(3) A higher-level supervisor of the collection site person, or a designated employer
representative, shall review and concur in advance with any decision by a collection site
person to obtain a specimen under the direct observation ol a sam%@%ﬂiion
site-person based upon the circumstances described in subparagraph (2) of this
paragraph.

(F) Integrity and identity of specimen. The Personnel Department shall take
precautions to ensure that a urine specimen is not adulterated or diluted during the collection
procedure and that information on the urine bottle and on the urine custody and control
form can identify the individual from whom the specimen was collected. The {ollowing
minimum precautions shall be taken to ensure that unadulterated specimens are obtained

and correctly identified:

(1) Modeterthe dilutionof specimens atthecollection site, tollet bliiing agents:shall,
besplaced imtoilsttanks whereverpossible, so the reservoir of water in the toilet bow]
always remains blue. Where practicable, there shall be no other source of water (e.g.,
shower or sink) in the enclosure where urination occurs. If there is another source ol
waterintheenclosureritshall beeffectivelyseoured or monitoreditoensurEkis not
usEdasasoUreeTor dilutng the spectmens

(2) When an individual arrives at the collection site, the collection site person shall
ensure that the individual is positively identified as the employee selected or testing
(e.g., through presentation of photo identification or identification by the employer's
representative). If the individual's identity cannot be established, the collection site
person shall not proceed with the collection. If the employee requests, the collection
site person shall show his/her identification to the employee.

(3) If-the individual fails to-arriveat theassigned time, the collection 'site person
shall-contact the appropriate authority toobtain guidance on the action:-to be taken. .,

(4) The collection site person shall ask the individual to remove any unnecessary
outer garments such as a coat or jacket that might conceal items or substances that could
be used to tamper with or adulterate the individual's urine specimen. The collection site
person shall ensure that all personal belon gings such as a purse or briefcase remain
with the outer garments. The individual may retain his or her wallet. II the employee
requests it, the collection site personnel shall provide the employee a receipt for any
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personal belongings.

(5) The individual shall be instructed to wash and dry hig or her hands prior to
urination.

(6) After washinghands, the individual shall remain in the presence of the
collection site person and shall not have access 10 any water {ountain, faucet, soap
dispenser, cleaning agent or any other materials which could be used to adulterale the

specimen.

(7) The individual may provide his/her specimen in the privacy of a stall or
otherwise partitioned area that allows for individual privacy. The collection sile person
shall provide the individual with a specimen bottle or collection container, il applicable,

for this purpose. &

excollectionssite-personshall note.any-unusual-behaviororappearance.onhe. ...
dy.and.contrelsorm,

(9) In the exceptional event that an employer-designated collection sile is not
accessible and there is an immediate requirement for specimen collection (e.g.,
circumstances require a post-accident test), a public rest room may be used according Lo
the following procedures: A collection site person of the same gender as the individual
shall accompany the individual into the public rest room which shall be made secure
during the collection procedure. If possible, a toilet bluing agent shall be placed in the
bowl and any accessible toilet tank. The collection site person shall remain in the rest
room, but outside the stall, until the specimen is collected. If no bluing agent is
available to deter specimen dilution, the collection site person shall instruct the
individual not to flush the toilet until the specimen is delivered to the collection site
person. Afler the collection site person has possession of the specimen, the individual
will be instructed io flush the toilet and to participate with the collection site person in
completing the chain of custody procedures.

(10) (i) Upon receiving the specimen {rom the individual, the collection site
person shall determine if it contains at least 60 milliliters of urine. If the individual
is unable to provide a 60 milliliters of urine, the collection site person shall direct
the individual to drink fluids and, after a reasonable time, again attempt to provide a
complete sample using a fresh specimen bottle (and fresh collection container, if
employed). The original specimen shall be discarded. If the employec is stll
unable to provide a complete specimen, the following rules apply:

(a) In the case of a post-accident test or test for reasonable cause (as
defined), the employee shall remain at the collection site and continue to
consume reasonable quantities of fluids until the specimen has been provided or
until the expiration of a period up to 8 hours {rom the beginning of the
collection procedure.

(b) In the case of a preemployment test, rafidomest, periodic test or other
test not for cause (as defined), the employer may elect to proceed as specified in
paragraph (F)(10)(i)(a) of this section (consistent with any applicable
restrictions on hours of service) or may elect to discontinue the collection and
conduct a subsequent collection at a later time.

(c) I the employee cannot provide a complete sample within the up 10:8-
hour-period-or at the subsequent collection, as applicable, then the employer's
MRO shall refer the individual for a medical evaluation to develop pertinent
information concerning whether the individual's inability to provide a specimen
is genuine or constitutes a refusal to provide a specimen. (In preemployment
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testing, 1f the employer does not wish o hire the individual, the MRO is not
required to make such a referral.) Upon completion of the exammation, the
MRO shall report his or her conclusions to the employer in writing.

(ii) The employer may, but is not required to, use a 'split sample' method of
collection.

(a) The donor shall urinate into a collection container, which the collection
site person, in the presence of the donor, after determining specimen
temperature, pours into two specimen bottles.

(b) The first bottle is to be used for the mandated test, and 60 ml of urine
shall be poured into it. If there is no additional urine available for the second
specimen bottlé; the first specimen bottle shall nevertheless be processed for

testing.

(¢) Up to 60 ml of the remainder of the urine shall be poured into the second
specimen bottle.

(d) All requirements of this part shall be followed with respect to both
samples, including the requirement that a copy of the chain of custody form
accompany each bottle processed under 'split sample' procedures.

(¢) Any specimen collected under 'split sample' procedures must be stored
in a secured, refrigerated environment and an appropriate entry made in the
chain of custody {orm.

(f) If the test of the first bottle is positive, the employee may request that the
MRO direct that the second bottle be tested in a DHHS-certified laboratory for
presence of the drug(s) for which a positive result was obtained in the test of the
first bottle. The result of this test is transmitted to the MRO without regard to
the cutoff values. The MRO shall honor such a request if it is made within 72
hours of the employee's having actual notice that he or she lested positive.

(g) Action requiredby regulations as the result of a positive drug test (e.g.,
removal from performing a safety-sensitive function) is not stayed pending the
result of the second test.

(h) If the result of the second test is negative, the MRO shall cancel the test.

(11) After the specimen has been provided and submitied io the collection site
person, the individual shall be allowed to wash his or her hands.

(12) Immediately after the specimen is collected, the collection site person shall
measure the temperature of the specimen. The temperature measuring device used must
accurately reflect the temperature of the specimen and not contaminate the specimen.
The time from urination to temperature measure is critical and in no case shall exceed 4

minutes.

(13) A specimen temperature outside the range of 32.5 degrees -37.7 degrees
C/90.5 degrees -99.8 degrees F constitutes a reason (o believe that the individual has
altered or substituted the specimen (see paragraph (E)(2)(i) of this section). In such
cases, the individual supplying the specimen may volunteer to have his or her oral
temperature taken to provide evidence to counter the reason to believe the individual
may have altered or substituted the specimen.

(14) Immediately after the specimen is collected, the collection site person shall also
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inspect the speuimen to determine 1ts color and look for any signs of contaminants.
Any unusual findings shall be noted on the urine custody and control form.

(15) All specimens suspected of being adulterated shall be forwarded to the
laboratory for testing.

(16) Whenever there is reason Lo believe thata particular individual has altered or
substituted the specimen as described in paragraph (E)(2) (i) or (ii1) of this section, a
second specimen shal] be obtained as soon as possible under the direct observation of a
same gender collection site person.

(17) Both the individual being tested and the collection sile person shall keep the
specimen in view at all times prior to its being sealed and labeled. As provided below,
the specimen shall be sealed (by placement of a tamperproof seal over the bottle cap and
down the sides of the bottle) and labeled in the presence of the employee. If the
specimen is transferred to a second bottle, the collection site person shall request the
individual to observe the transfer of the specimen and the placement of the tamperprool
seal over the bottle cap and down the sides of the bottle.

(18) The collection site person and the individual being tested shall be present at the
same time during procedures outlined in paragraphs (F)(19)-(F)(22) of this section.

(19) The collection site person shall place securely on the bottle an identification
label which contains the date, the individual's specimen number, and any other
identifying information provided or required by the employer. I separate {rom the
label, the tamperproof seal shall also be applied.

(20) The individua:l shall initial the identification label on the specimen bottle for the
purpose of certifying that it is the specimen collected from him or her.

(21) The collection site person shall enter on the drug testing custody and control
form all information identifying the specimen. The collection site person shall sign the
drug testing custody and control form certifying that the collection was accomplished
according to the applicable Federal requirements.

(22) (i) The individual shall be asked to read and sign a stalement on the drug
testing custody and control form certifying that the specimen identified as having
been collected from him or her is in fact the specimen he or she provided.

(ii) When specified by an applicable DOT agency regulation or required by
the collection site (other than an employer site) or by the laboratory,the employee
may be required to sign a consent or release [orm au thorizing the collection of the
specimen, analysis of the specimen for designated controlled substances, and
release of the results o the employer. The employee may not be required to waive
liability with respect to negligence on the part of any person participaling in the
collection, handling or analysis of the specimen or to indemnify any person for the
negligence of others.

(23) The collection site person shall complete the chain of custody portion of the
drug testing custody and control form to indicate receipt of the specimen from the
employee and shall certify proper completion of the collection.

(24) The urine specimen and chain of custody form are now ready for shipment. If
the specimen is not immediately prepared for shipment, the collection site person shall
ensure that it is appropriately safeguarded during temporary storage.

(25) (i) While any part of the above chain of custody procedures is being
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performeaq, i1t is essential that the urine specimen anu custody documents be under
the control of the involved collection site person. If the involved collection site
person leaves his or her work station momentarily, the collection site person shall
take the specimen and drug testing custody and con trol form with him or her or
shall secure them. After the collection site person returns to the work station, the
custody process will continue. If the collection site person is leaving for an
extended period of time, he or she shall package the specimen for mailing belore
leaving the site.

(ii) The collection site person shall not leave the collection site in the interval
between presentation of the specimen by the employee and securement of the
sample with an identifying label bearing the employee's specimen identification
number (shown on the urine custody and control form) and seal initialed by the
employee. If it becomes necessary {or the collection site person to leave the site
during this interval, the collection shall be nullified and (at the election of the

employer) a new collection begun.

(G) Collection control. To the maximum exlent possible, collection site personnel
shall keep the individual's specimen bottle within sight both before and after the individual
has urinated. After the specimen is collected, it shall be properly sealed and labeled.

(H) Transportation to laboratory. Collection site personnel shall arrange to ship
the collected specimen to the drug testing laboratory. The specimens shall be placed in
shipping containers designed to minimize the possibility of damage during shipment (e.g.,
specimen boxes and/or padded mailers); and those containers shall be securely sealed Lo
eliminate the possibility of undetected tampering. On the tape sealing the container, the
collection site person shall sign and enter the date specimens were sealed in the shipping
containers [or shipment. The collection site person shall ensure that the chain of custody
documentation is attached or enclosed in each container sealed for shipment to the drug

testing laboratory.

B e e ey

1) Fiailune f6 icooperate..if the cmployeemefuses to.cooperate with flic.collection
process, the collection i@smgglj.;shaﬂi'-i:nfﬁrm;ﬂiePersonhél:Dgfgéroﬁr?aﬁ%:s'iﬁi}l'-ﬂ;c%g.,. ?%]1
the fion-cooperation on the drug testing custody and control form. -

(J) Employee requiring medical attention. If the sample is being collected {rom
an employee in need of medical attention (e.g., as part of a post-accident test given in an
emergency medical facility), necessary medical attention shall not be delayed in order to
collect the specimen.

(K) Use of chain of custody forms. A chain of custody form (and a laboratory
internal chain of custody document, where applicable) shall be used for maintaining control
and accountability of each specimen from the point of collection to final disposition of the
specimen. The date and purpose shall be documented on the form each time a specimen is
handled or transferred and every individual in the chain shall be identified. Every effort
shall be made to minimize the number of persons handling specimens.

(1) Utilization of a standard drug testing custody and control form (carbonless
manifold). The form shall be a multiple-part, carbonless record form with an original
(copy 1), and a 'second original' (copy 2), both of which shall accompany the
specimen Lo the laboratory. Copies shall be provided for the Medical Review Officer
(copy 3, to go directly to the MRO), the donor (copy 4), the collector (copy 5), and the
employer representative (copy 6). Il the Personnel Department desires Lo exercise the
split sample option, then an additional copy of the urine custody and control form is
required. This copy (copy 7) shall be the 'split specimen original,' and is to
accompany the split specimen to the same lab, a second lab, or an employer storage
site. There must be a positive link established between the [irst specimen and the split
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specimen through the specimen identification number; tue split specimen identification

number shall be an obvious derivative of the first specimen identification number. The
form should be a permanent record on which identifying data on the donor, and on the

specimen collection and transfer process, is retained. The form shall be constructed o
display, at a minimum, the following elements, which shall appear on its respective

parts as indicated:
(A) The following information shall appear on all parts of the form:

(i) A preprinted specimen identification number, which shall be unique (o
the particular collection. If the split sample option is exercised, the preprinted
specimen identification number [or split specimen shall be an obvious derivative
of the lirst specimen; e.g., first specimen identification number suffixed ‘A’
split specimen suffixed 'B.'

(i) A block specifying the donor's employee identification number or Social
Security number, which shall be entered by the collector.

(iii) A block specifying the employer's name, address, and identification
number.

(iv) A block specifying the Medical Review Officer's name and address.

(v) Specification for which drugs the specimen identified by this form will
be tested.

(vi) Specification for the reason for which this test conducted
(preemployment, random, etc.), which shall be entered by the collector.

(vii) A blogk specifying whether or not the collector read the temperature
within 4 minutes, and then notation, by the collector, that the temperature of
specimen just read is within the range of 32.5-37.7C/90.5-99.8F; if not within
the acceptable range, an area is provided to record the actual temperature.

(viii) A chain-of-custody block providing areas to enter the following
information for each transfer of possession: Purpose of change; released by
(signature/print name); received by (signature/print name); date. The words
'‘Provide specimen for testing' and 'DONOR!' shall be preprinted in the initial

spaces.

(ix) Information to be completed by the collector: Collector's name; date of
collection; location of the collection site; a space for remarks at which unusual
circumstances may be described; notation as to whether or not the split
specimen was taken in accordance with Federal requirements if the option to
offer the split specimen was exercised by the employer; and a certification
statement as set forth below and a signature block with date which shall be
completed by the collector:

" T certify that the specimen identified on this form is the specimen
presented to me by the donor providing the certification on Copy 3 of this
form, that it bears the same identification number as that set forth above,
and that it has been collected, labelled and sealed as in accordance with
applicable Federal requirements."

(B) Information to be provided by the laboratory after analysis, which shall

appear on parts 1, 2 and 7 (if applicable) of the for only: Accession number;
laboratory name; address; a space {or remarks; specimen resulls; and certification
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statement as set forth below, together with spaces to enter the printed name and
signature of the certifying laboratory official and date:

"I certify that the specimen identified by this accession number is the
same specimen that bears the identification number set forth above, that the
specimen has been examined upon receipt, handled and analyzed in
accordance with applicable Federal requirements, and that the results set

forth below are for that specimen.”

(C) A block to be completed by the Medical Review Of! ficer (MRO), after the
review of the specimen, which shall appear on parts 1, 2 and 7 (i applicable) of the
{form only, provides for the MRO's name, address, and certification, to read as
follows, together with spaces for signature and date:

"] have reviewed the laboratory results for the specimen identified by
this form in accordance with applicable Federal requirements. My final
determination/verificationis:"

(D) Information to be provided by the donor, which shall appear on parts 3
through 6 of the form only: Donor name (printed); daytime phone number; date of
birth: and certification statement as set forth below, together with a signature block
with date which shall be completed by the donor.

"1 certify that I provided my urine specimen to the collector; that the
specimen bottle was sealed with a tamper-proof seal in my presence; and
that the information provided on this form and on the label affixed to the
specimen bottle is correct.”

(E) A statement to the donor which shall appear only on parts 3 and 4 of the
form, as follows:

" Should the results of the laboratory tests for the specimen identified by
this form be confirmed positive, the Medical Review Officer will contact
you to ask about prescriptions and over-the-counter medications you may
have taken. Therefore, you may want to make a list of those medications as
a 'memory jogger.' THIS LIST IS NOT NECESSARY. If you choose to
make a list, do so either on a separate piece of paper or on the back of your
copy (Copy 4 - Donor) of this form - DO NOT LIST ON THE BACK OF
ANY OTHER COPY OF THE FORM. TAKEYOUR COPY WITH YOU.
A form meceting the requirements of this paragraph is displayed at appendix
A to this part.”

(F) The drug testing custody and control form may include such additional
information as may be required [or billing or other legitimate purposes necessary to
the collection, provided that personal identifying information on the donor (other
than the social security number) may not be provided to the laboratory. Donor
medical information may appear only on the copy provided to the donor.

(L) Quality Assurance Requirements.

(1) Use of a clean, single-use specimen bottle that is securely wrapped until {illed
with the specimen. A clean, single-use collection container (e.g., disposable cup or
sterile urinal) that is securely wrapped until used may also be employed. If urination 1s
directly into the specimen bottle, the specimen bottle shall be provided to the employee
still sealed in its wrapper or shall be unwrapped in the employee's presence
immediately prior to its being provided. If a separate collection container is used for
urination, the collection container shall be provided to the employee still sealed in its

-
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wrapper or shail be unwrapped in the employee's presence immediately prior to its
being provided; and the collection sitc person shall unwrap the specimen bottle in the
presence of the employee al the limne the urine specimen is presented.

(2) Use of a tamperproof sealing system, designed in a manner such to ensure
against undetected opening. The specimen bottle shall be identified with a unique
identifying number identical to that appearing on the urine custody and control form,
and space shall be provided (o initial the bottle affirming its identity. For purposes of
clarity, this part assumes use of a system made up of one or more preprinted labels and
seals (or a unitary label/seal), but use of other, equally effective technologies is
authorized.

(3) Use of a shipping container in which the specimen and associated paperwork
may be transferred and which can be sealed and initialled to prevent undetected
tampering. In the split specimen option is exercised, the split specimen and associated
paperwork shall be setled in a shipping (or storage) container and initialled to prevent
undetected tampering.

(4) Written procedures, instructions and training shall be provided as follows:

(a) Employer collection procedures and training shall clearly emphasize that the
collcction site person is responsible for maintaining the integrity of the specimen
collection and transfer process, carefully ensuring the modesty and privacy of the
donor, and is to avoid any conduct or remarks that might be construed as
accusatorial or otherwise offensive or inappropriate.

(b) A collection site person shall have successfully completed training to carry
out this function or shall be a licensed medical professional or technician who is
provided instructions for collection under Lhis part and certifies completion as
required in this part

(i) A non-medical collection site person shall receive training in compliance
with this part and shall demonstrate proficiency in the application of this part
prior to serving as a collection site person. A medical professional, technologist
or technician licensed or otherwise approved to practice in the jurisdiction in
which the collection takes place is not required to receive such training if that
person is provided instructions described in this part and performs collections in
accordance with those instructions.

(i1) Collection site persons shall be provided with detailed, clear instructions
on the collection of specimens in compliance with this part. Employer
representatives and donors subject to testing shall also be provided standard
written instructions setting forth their responsibilities.

(5) Unless it is impracticable tor any other individual to perform this function, a
direct supervisor of an employee shall not serve as the collection site person for a test of
the employee.

(6) In any case where a collection is monitored by non-medical personnel or is
directly observed, the collection site person shall be of the same gender as the donor. A
collection is monitored for this purpose if the enclosure provides less than complete
privacy for the donor(e.g., if a restroom stall is used and the collection site person
remains in the restroom, or if the collection site person is expected to listen for use of
unsecured sources of walter.)
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PERSONNEL MANUAL AMENDMENTS:
Additions: “

Refusal 1o submit to drug testing procedures and/or an unexplained absence at the time of testing
shall be grounds for disciplinary action, up to and including termination.



SUBSTANCE ABUSE PREVENTION, DRUG/ALCOHOL FREE
AND DRUG/ALCOHOL TESTING POLICY

AS ADOPTED 11/5/97
(Draft Amendments 6/26/98
In Italics, pp 1-3)

Policy Statement:

360.1 The FBCC is commutted to a policy which provides its employees a work
environment 1n which efficiency and salety are assured. While the FBCC has no intention of
intruding into the private livesof 1ts employees, it expects employees to understand that their use of
alcohol or drugs on or off the job can have an impact on safety and performance that interferes with
the FBCC's objective of providing a sale and efficient work environment. Addiction to such
substances can radically impact the capabilities and work product of an employee. Consistent with
this, the FBCC has established this alcohol and drug abuse policy, which, in summary, requires
that employees report for work 1na condition to perform their duties free from the presence and/or
effects of alcohol and/or illicit drugs, and that the use of illegal drugs will be discouraged.

In support of these policies, the Council does now make the following findings:

A. That there now exists, on the Fort Belknap Indian Keservation, critical,
pervasive problems of addiction 1o drugs and alcohol. Various Tribal programs, including
our Chemical Dependency Center, the Fort Belknap Police Department and the Fort -
Belknap Indian Community Tribal Court, as well as programs operated by the United
States Government, including the Indian Health Service and Bureau of Indian Affairs, have
advised the Council that a crisis exists and is growing. This crisis has touched every
Jamily on the Fort Belknap Indian Reservation, and is largely responsible for and/or related
1o our high unemployment and underemployment rates (70%), high infant mortality rates,
high suicide rates, high rates of automobile jatalities and low life expectancy ages.

B. This crisis of addiction exists in spite of longstanding efforts 1o treat and
administer to famnilies with addicted members. This crisis is ongoing and has severely
tapped the resources of the Tribes. Aninordinately large amount of health care resources
and governmental resources have been used 1o treal the effects of these problems. These
problems continue to grow.

C. Funds which could be utilized 10 treat other health problems are not available
because of the crisis nature of many addiction-related illnesses. Priorities have necessarily
been established 1o allocate limited resources, adversely affecting the quality of life of most

Jamilies on the Fort Belknap Indian Reservation.

' D. Our personnel Department has reported a growing number of suspected drug
and/or alcohol-related behavior problems, absences and reports of addiction with

employees in all tribal departments. It is believed that drug and/or alcohol use has
adversely affected numerous individuals performance, undermining the ability of the
Council to accomplish ils governmental functions. Complaints from community members
about breaches of confidentiality, mistrust and accusations of drug use among Tribal
employees have grown also. The Council, in adminisiering preannounced, "universal”
testing of about 100 employees recently, as & part of dh investigation to determine the extent
of the problem, has evidence that approximately ten (10%) per cent of Tribal employees are
using. This number could be much higher, as this testing process had been discussed and
provided warning for al least fifteen (15) months in advance of actual testing.

E. Such observed problems with Tribal employees has compromised the efficiency
of Tribal government al a lime when resources are scarce. Il also diminishes the ability of
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Iribalg 1o serve the people and threalens astence of this government

and the peuple 11 serves.
F. Because of these extraordinary circumsiances, the Fort Belknap Community
Council has considered alternatives available. It has determined that an aggressive drug-
lesting procedure will establish a policy against drugs and/or alcohol which is needed in
this time of crisis. It will enable the Council 1o eliminale illegal drugs and/or alcohol from
govermment employed positions. It will not only establish a much needed Community-
wide policy against such practicies, but will enable Tribal government 10 serve people not

now being served, because of increased efficiency in the government.

Procedures:

360.2 Employees to be tested:

(A) Asa condition for employment, all law enforcement personnel] and court
personnel must submit to a blood or urine test, with such test to be scheduled by
responsible supervisors: (1) as a part of screening candidates for a position; (2) within two
weeks of their hiring, as a condition for continued employment; (3) within forty-five (45)
days of the adoption of this provision; and/or (4) at such other random times as deemed

appropriate.

(B) Such testing 1s deemed appropriate, for these positions,in addition to those
reasons generally stated for all Tribal staff, because of the following observed conditions in

therr employment:
(1) hazardous and/or highly sensitive, public work environments; and/or
(11) these jobs 1nclude the primary responsibility of secunity, public safety,
or f1iduciary responsibility;

(C) as a condition for continuation of employment, all employees of the Council
shall submit to a blood or unine test as set forth hereafter:

(i) within two weeks of their hiring, as a condition for continued employment;

(i) within forty-five (45) days of the adoption of this provision;
(iv) at such other random times as deemed appropriate, including, but not limited o
the following circumstances:

(1) the employer has reason to believe that the employee's faculties are
impaired on the job as a result of alcohol consumption or illegal drug use;

(11) the employer has reason 1o believe that an employee may have
contributed to a work-related accident that causes death or personal injury

or property damage in excess of $1,500; or

(1) drug testing is being conducted at an employee's regular biennial
physical for employment in jobs involving the intrastate commercxa] motor
carrier transportation of persons or commodities.

(D) Such testing is deemed appropriale, for these posilions, because of the following
observed conditions in their employment:

(ii) these jobs include the primary responsibility of security, public safery,
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duciary responsibility, and becais .asons set forth in § 360.1:

(£) All tbally chartered entities, businesses or programs not otherwise specifically
covered by this Policy Manual are hereby authorized to adopt testing procedures of this
nature, upon a finding by their Board of sensitive positions delined herein.

360.3 For purposes of this part the following definitions apply:

Aloohol means the intoxicating agent in beverage alcohol, ethyl alcohol, or other low

molecular weight alcohols including methyl and isopropyl alcohol.

Alcohol concentration (or content) means the alcohol in a volume of breath expressed in
terms of grams of alcohol per 210 liters of breath as indicated by an evidential breath test
under this part, or alcohol 1n blood or urine tested in similar volume methods sufficient and

reliable 1n established procedures. -

Alcohol use means the consumption of any beverage, mixture, or preparation,
including any medication, containing alcohal.

Aliquot A portion of a specimen used for testing.

Blind sawple or blind performance lest specimen. A urine specimen submutted 10 4
laboratory for quality control lesting purposes, with a [ictitious identifier, so that the
laboratory cannot distinguish it {rom employee specimens, and which is spiked
with known quantities of specific drugs or which is blank, containing no drugs.

Chain of custody. Procedures to account for the integrity of cach urine specien by
tracking its handling and storage from point of specimen collection to final disposition of
the specimen. These procedures shall require that an appropriate drug testin £ custody
form be used from time of collection to receipt by the laboratory and that upon receipt by
the laboratory an appropriate laboratory chain of custody form(s) account(s) for the
sample or sample aliquots within the laboratory.

Collection container. A container into which the employee urinates to provide the urine
sample used for a drug test

Collection site. A place designated by the employer where individuals present
themselves for the purpose of providing a specimen of their urine to be analyzed for the

presence of drugs. ‘

Collection site person. A person who instructs and assists individuals at a collection
site and who receives and makes an initial examination of the urine specimen provided by
those individuals.

Conlurmatory test. A second analytical procedure to identify the presence of a specific
drug or metabolite which is independent of the initial test and which uses a different
technique and chemical principle from that of the initial test in order to ensure reliability and
accuracy. (Gas chromatography/mass spectrometry (GC/MS) is the only authorized
confirmation method for cocaine, marijuana, opiates, amphetamines, and phencyclidine.)

DBHS. The Department of Health and Human Services or any designee of the
Secretary, Department of Health and Human Services.

Drug or alcohol, including a distilled spint, wine, a malt beverage, or an intoxicating
liquor; an amphetamine; a cannabinoid: cocaine: phencyclidine (PCP); a hallucinogen;
methaqualone; an opiate; a barbiturate; a benzodiazepine; 2 synthetic narcotic: a designer
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drug; or ite of any of the substances listed : employer may lest an
individua, sor any or all such drugs, derivatives thereo! or drugs not specifically histed

herein, but deemed to beillegal under federal or tnbal law.

Drug Rehabilitation - a service provider that provides confidential, program tunely, and
expert identification, assessment, and a resolution of employee drug abuse.

Drug Test - any chemical, biological, or physical instrumental
analysis administered by a laboratory licensed by the A gency for Health Care
Administration or certified by the U.S. Department of Health and Human Services, for the
purpose of determining the presence or absence of a drug or its metabolites.

Employee. Any person who works for salary, wages, or other remuneration for an
empjoyer as well as an individual designaled in a regulation as subject io drug urine testing
and the donor-of a-specimen under this part. As used in this part 'employee' indudes an
applicant for employment "Employee' and 'individual' or individual to be
lested’ have the same meaning for purposes of this part.

Employee Assistance - an established program capable of providing expert Program
assessment of employee personal concerns; confidential and timely 1dentification services
with regard to employee drug abuse; referrals of employees {or appropriate diagnosis,
treatment, and assistance; and follow-up services [or employees who participate in the
program or require momnitoning after returning to work.

Employer. An entity employing one or more employees that 1s subject to regulations
requinng compliance with this part. As used in this part, 'employer’ includes an industry
consortium or joint enterprise comprised of two or more employing entities, but no single
employing entity 1s relieved of 1its responsibility for compliance with this part by virtue of
participation in such a consortium or joint enterprise.

Initial Drug Test - a sensitive, rapid, and reliable procedure used to identify negative
and positive specimens, usually using a chemical procedure or a more accurate scientifically
accepted method approved by the United States Food and Drug Administration or the

Agency for Health Care Administration.

Job Applicant - a person who has applied for a position with an
employer, and has been offered employment conditioned upon successfully passing a drug

test, and may have begun work pending the results of the drug test.

Medical Review Officer (MRO). A licensed physician responsible for receiving
laboratory results generated by an employer's drug testing program who has knowledge of
substance abuse disorders and has appropriate medical training to interpret and evaluate an
individual's confirmed positive test result together with his or her medical history and any
other relevant biomedical information.

Prescription - or a drug or medication oblained pursuant to a non-prescription
prescription, or a medication that is authorized medication pursuant to federal or state law
for general distribution and use without a prescription in the treatment of human diseases,

ailments, or 1njunes.

Reasonable suspicion - drug testing based on a belief that an employee is using or has
used drugs or alcohol in violation of the FBCC's policy. The reasons [or "reasonable

suspicion” testing may include the following;

il Observable phenomena while at work, such direct observation of drug or
alcohol use or of the physical symptoms or manifestations of being under the
1nfluence of a drug or alcohol.
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2. Avnormal conduct or unpredictable ben vior while at work or a significant
deterioration in work performance.

3. A report of drug or alcohol use, provided by a reliable and credible source.

4. Evidence that an individual has tampered with a drug test during his
employment with the current employer.

5. Information that an employee has caused, or contributed to, or been
mvolved in an accident while al work.

6. Evidence that an employee has used, possessed, sold, solicited, or
transferred drugs or alcohol while workang or while on the employer’s premises or
while operating the employer's vehicle machinery, or equipment.

Safety-Sensitive - with respect to the FBCC, a position in which a drug impairment
constitutes an immediate and direct threat o public bealth or safety; or such a position that
requires the employee to perform life-threatening procedures, or a position in which a
momentary lapse in atiention could result in injury or death to another person.

Shipping container. A container capable of being secured with a tamper proof seal that
is used for transfer of one or more specimen bottle(s) and associated documentation 1rom
the collection site to the Iaboratory.

Specimen - tissue, hair, or a product of the human body capable of revealing the
presence of drugs or their metabolites, as approved by the United States Food and Drug
Administration or the A gency for Health

Specunen boltle. The bottle which, after being labeled and sealed according to the
procedures in this part, is used to transmit a urine sample to the laboratory.

360.4  The following conduct is prohibited:

A. The use, transfer, sale or possession of illicit drugs or controlled
substances on FBCC property or working sites, or engaged in any business on
behalf of the FBCC is strctly prohibited.

B. Any employee found to be working under the influence of alcohol,
drugs or controlled substances, or found to have detectable amounts of alcohol or
illegal drugs in their body; will not be permitted to remain at work. Such employee
shall also be made subject to discipline, up to and including termination from
employment, as set forth in part 360.5.

C. Where appropriate, testing will be utilized to determine the presence of
alcohol, drugs or controlled substances.

D. The FBCC reserves the right to conduct inspections and searches of all
property found on the premises of the Council, of an employee and his or her
personal belongings as a means of enforcing the provisions of this policy, when
employees are on the job or other FBCC work sites. Inspections and searches may
include, for example, employee personal effects, desks, purses, packages, lockers,
briefcases and vehicles located on FBCC property or work sites.

E.In the event that any visitor or employee of [irms doing business with the
FBCC are found to be 1n violation of this policy, they are to be refused entry or
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