CHAPTER IV: 
ADMINISTRATIVE AND MANAGEMENT PROCEDURES 




(45 CFR 309.65(a)(4))


Note:
Copies of all code and/or forms referred to in this chapter can be found in the 


appendix section at the end of the chapter.
A.   STRUCTURE OF THE FORT BELKNAP CHILD SUPPORT PROGRAM
The Fort Belknap Child Support Program falls under the Chief Administrative Officer of the tribe.  The Chief Administrative Officer (CAO) reports directly to the Tribal President.
The Fort Belknap Child Support Program Office consists of the following staff:  Program Director, Case Specialist, 
Case Specialist/Lay Advocate
, Process Server, Finance Specialist and Receptionist/File Clerk.    
A Contract Child Support Attorney handles all legal actions filed on behalf of the Fort Belknap Child Support Program Office.   All paternity/child support actions are filed in the FBIC Court which has jurisdiction to hear such matters under the Fort Belknap Tribal Law and Order Code.   Specifically, jurisdiction for purposes of paternity establishment and child support can be found in Fort Belknap Tribal Law and Order Code Sections Title V Family Court Act.
The Fort Belknap Tribal Organization Chart and the Fort Belknap Child Support Program Office Organization Chart can be found in the appendix section at the end of this chapter.
All Fort Belknap Child Support Program Office staff will follow and abide by all Fort Belknap Tribal laws, Human Resources and FBCSP Office policies and procedures as set forth in the applicable manuals.

B.   FBCSP OFFICE JOB STAFF POSITION TITLES AND RESPONSIBILITIES

      1.   Director

The Director supervises all aspects of the child support program including grant, budget, staff and program components ensuring that tribal and federal regulations are met.  The Program Director is the program liaison between tribal, federal and state agencies.  The Director reports to the CAO.  Full job description can be found in the appendix at the end of this chapter.







     2.   Case Specialist 
The Case Specialist provides comprehensive child support services of all assigned cases working with the custodial parent/legal guardian, non-custodial parent and/or employers for the benefit of children.  The Case Specialist reports directly to the Program Director.  Full job description can be found in the appendix at the end of this chapter.
3.   Case Specialist/Lay Advocate
The Case Specialist provides comprehensive child support services of all assigned cases working with the custodial parent/legal guardian, non-custodial parent and/or employers for the benefit of children.  The Case Specialist reports directly to the Program Director.  Full job description can be found in the appendix at the end of this chapter.
The Lay Advocate is responsible for preparing legal court documents before and after court hearings.

      4.   Finance Specialist

The Finance Specialist coordinates the fiscal activity of the Fort Belknap Child Support Program including handling payment processing, maintaining appropriate accounting and/or program records and calculating statistics as required for grant reporting.  Full job description can be found in the appendix at the end of this chapter.

      5.   Process Server
The Process Server maintains a safe work environment for all staff/clients.  The Process Server reports to the Program Director.  Full job description can be found in the appendix at the end of this chapter. 

      6.    Receptionist/File Clerk

The Receptionist/File Clerk along with other CS staff maintain a professionally run office.   The Receptionist/File Clerk reports to the Program Director.  Full job description can be found in the appendix at the end of this chapter. 




C.   INSURANCE AGAINST LOSS

All FBCSP staff who have access to or control over child support funds collected by the Fort Belknap Child Support Program Office or federal funds received for the purpose of program operating costs will be covered by an appropriate bond/insurance policy.

This bond/insurance policy will protect the Fort Belknap Child Support Program and the Fort Belknap Tribe against any loss of child support-related funds as a result of employee dishonesty or embezzlement.

Staff covered under this bond/insurance against loss policy will include, but not be limited to:


FBCSP Director



FBCSP Child Support Case Specialist 
FBCSP Child Support Case Specialist/Lay Advocate

FBCSP Child Support Financial Specialist


FBCSP Process Server

FBCSP Receptionist/File Clerk




*All Fort Belknap Finance Department Staff      


*All Fort Belknap Tribal Court Clerk Staff

The Tribal Contract Attorney will be required to have his/her own errors and omissions insurance and to have a copy of this insurance policy on file in the Office of the Tribal Prosecutor.
D.   ACCOUNTING NOTIFICATION PROCEDURES

At a minimum of once a year and/or upon written request from the custodial parent, legal guardian and/or non-custodial parent, the Fort Belknap Child Support Program Office will send a notice identifying the amount of child support collected from the obligor parent(s) and disbursed on a monthly basis for the reporting year to the custodial parent/legal guardian for all FBCSP cases.

A copy of the child support notice of payments will be filed in the FBCSP case file and may be released to other tribal programs/agencies providing the appropriate release/exchange of information documents have been obtained/signed.  

The child support notice of payments will include:

1. Name of the custodial parent/legal guardian receiving the child support payments.

2. Name of the non-custodial parent paying child support.

3. A monthly itemized listing of case child support payments and disbursements.

4. A copy of the payment log is attached.

F.    APPLICATION FEE OR FEE TO RECOVER COSTS IN EXCESS OF THE FEE
The FBIC Court and/or Child Support Program will not charge program services application fees.  
45 CFR 309.65(a)(4) Administrative and management procedures as specified under §309.75.
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