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ADMINISTRATION yo. SRR TRizgy : RO, Box !
& : Concho, Oldshoma 750
WAGEMENE‘ [405) 262-034
MEMORANDUM ’ : March 29, 2005
TG Jeme Tiper, Business Mangpex .
TG, Matk Miller, Persormel Divector
Margaret Anquos, Planning Director
J

FROM: Crvol Kmﬂm'%f}dmi:ﬂis’%mﬁve Asxistang (Bosiness Manages™s Office)
3E: Updated Personnel Policies

Plaase find attached 2o Updated Personnel Polivies for your review and comments, {was

afvised by the Personmel Director that amendments to fisis policy 8w to be changed by the

Business Menager's Office and fhat these policies have not been changed to includs the Jatest
- amendments shaes 2000, 'Iha following amandmcms or revisions were included:

Section Amendm&:b_ltm;visiﬂ»n ) - Reselufioe MNe,

New Tfs= of GBA and Program Velricles 0821028008

Section 4.0  Hours of Work, Adjusting Work Schedule/ 0821025104

- Flex Time and Time Records

Section3.2  Adveance Pay : 1021028145

New NMinimum Standards of Character and 11071025148
Suitability for Employment Pobiey: ] -

New Drng Pree Workplace Policy 080ZU3RCT3

New Tribal Admfaistration Ouline Rysters User 110103R144
Agreement , _

Also, the Wapt Scale was provided for the vear of 2003, 1wes provided a copy of the 2004
Wege Scale by the Finance office. Plzasa Iet me koow i T should include the 2004 Wage Scale,

‘ Vour input and comraeuts are mportent. I you have sny questions you may coptact me at ext,
27541,
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10 INTRODUCHON
SECTIONLl , OVERALL POLICY

These policles and proceditres are designed to bring to the Tribsl Servive high
degree of understanding, cooperation, effidency, and unify through systematic,
uriform, application of modern personnel practices. The Cheyerme-Arapaho
Tribes personnel management prograra shall strive to promote and incresse
efficiency; provide fair and equal opportunity for qualified persons; maintain
recruitment, advancement, and tenure practices and promote high morala
among fribal employees by fostering good working relationships and by
providing uniform pevsonnel policies. -

The Tribes express their intent to abide by applicable Federal Rqual Employment
Opportunity Laws consistent within the concepts of Indian Preference Laws.
Moreover, by applying Indian Preference principles, the Tribes evidences its
atterpt to meet the nnique needs of American Indians who have the highest
unemployment rate in the area and have experienced difficnlties in attaining and
retaining employment with govertnent snd privete agencies.

The basts for effective and efficient employee developrent rests, in large
meastie, upon the judicions application of, and adherence o, personnel policies
and procedures that are fair and impertial and are above all, dlearly understoad

by all employees.
SECTIONL2  BQUAL EMPLOYMENT OPPORTUNITY

The Cheyenne-Arapaho Tribes of Oklahoma aze firmly comunitted o equal
employmesit opportunity. No personin the service of the Tfbes, or persons
seeling employment by the Tribes shall be selected, promoted, demoted,
rervoved, or in anyway favored or discritninated against because of age, zex,
race, color, national origin, or their political affiliations.

SECTION 1.3 POLICY APPLICATION

These policies shall apply to any person selected to 2 position in the service of the
Cheyenne-Arapaho Tribes of Oklshoma,

Lo lied to posit ol
/ Arapshe-Constiution except-where indicated -

Sectidn

whole."

any tribal funds except through the processes and standards established by Article VII, Section
4(b), Article Vill, Section 6(g), and [the Court's] interpretations of tribal constitutional law as a

"Where the selection methods of tribal officers and/or employees are prescribed by the 2006
Constitution, those methods are controlling.”

1.4 is inconsistent "o any extent that it might be argued to authorize the expenditure of
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Article VI, Section
7, Legislative
Procedures
repealed and
replaced Section
1.5

Department of

Section 1.6 violates
Separation of
Powers to any
extent that it
interferes with the
prerogatives of the
Legislative, Judicial
And TG to
supervise,
discipline, and
terminate tribal
employees directly
working for that

Branch.

SECTION 1.6 POLICY IMPLEMENTATION Administration
. W Director

1t j9 the responsibility of the Persormel Director, Program

Dirdetors, and Coordinators to see that these policles are itnplemented in all

appflicable circnmstances. Further, the Personnel Director will keep all

loyees advised of any chenges in these policies, and will seek o clanf;r the

poficies to all employees.

SECTION 1.7 EMPLOYEE RESPONSIBILITY

Hach employee coversd or affected by this manual is responsible for knowledge
of and complience with all provisions contained herein. Violations of these
policies and procedures will be corrected on a case-by-case basls depending on
linditridaat merit and circrmstances, ag the Cheyenne-Arapaho Tribes ave fully

* [commitied to the success of evexry employee and the belief that all pecple must

Each Branch
may establish its
own internal
chaim of
command,
specifying the
"supervisor" of
each tribal
employee
working for that
Branch. .
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SBCI' TON 139

DEFINITIONS .

Accrued Leave - Accumulated sick or annual leave which may not be used untl
the suceessful completion of a probationary period.

Acting Appoinitent - The temporary assignment of PErson 1o a vacant
position in the absence of an employee who nermally fills such position. Persons

receiving acting assignments onust possess the minimuin qualifications of the
position. )
Administrative Leave - Leave with pay for all employees, for short periods of
time, for special circumstances, that does not reduce leave balanres, and can only

be anthorized by the Business Manaser '

Advante Pay - Ad0ances against expected salary or wages will be given with the
approval of in emer gency situations oniy and shall be

N i ed_: 3

Department of
Administration .
Director

t 10/ 28
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Anriversary Date - The effective date of hife will be the "Official” anniversary
date. The anniversary date is used to compute various conditions and benefits as

deseribed in this mgnﬂal.
Annual! Teave — The tine off with pay which has been earned.

Applicant - Aty candidate who fulfills the i’équiremems of a given position {or
appointment, promotion, lateral fransfer or any pexson who fonmally makes
him/herself available for consideration, for exammaﬂons, and employrnent with

the Cheyenne-Arapaho Tribes.

Armed Forces - The United States Air Force, Ay, Navy, Marine Corps,
Natonal Guard or Coast Guard.

Chain of Conyrpand — The organizational format an employee must follow in
order to resclve grievances or for informational purposes.

Clags ~ A group of positions sufficiently similar as to dutles performed, scope of
discretion or Tesponsibility that the same job title can apply.

Compensation ~ The toial dollar value of pay and employment benefits that
represents a diract cost to the employer ta sustain an employee.

Compensatory Time — Accrued time off earned by non-eempt employees who
work overime.

Contract Employee ~ A contractual arrangement which identifies the scope of
work, timne frame, compensatm, reporiing requiiements, fiscal and program
compliance for professional servires between a quelified contractor (whenever
passible, a Tribal Mernber who resides in the service area shall be considered
fiest) and the &eyeme-Ampaho Tribes. These employees would niot be eligitle

for any benefits afforded emaployees of the Tribes.

Days - Calendar days unless the context states otherwise,

Demotiori - A changé in ernployment status restdting in movernent from one
position to another that requires fewser minimmm. qualjficaﬁom rnd is assigned a
lower pay scale.

Department - A separate operation of the Cheyenne-Arapaho Tribes respom;.ble
for a spacified funcon.

- DeperimentHrad —AProgine Binattor, *ﬁewm&mmtmm:ﬁ@rmy

Cheyanne—ArapahG department.

11/ 28
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Dismissa],~ Involuntary separation for Just canse of an employes from the
Cheye:me Arapaho Tribes.

Eligible (for Emﬁlovm@ - An applicant who fulfills the requiremerts of &
given position, who hes completed the required application process, and whose
name has been listed as eligible for employment;

Employee Ferformance and Sa&v Review - The periodic evaluation of an
employee's work pexformance, on forms prescribed in the Personnel PUJ.I{;-: £s and

Procedures Maruial.
Eraployer ~ In all instances within these rules, the Cheyenne-Axapaho Tribes is

- Tlle employer.

Exempt - Managerial, professions], administrative employees who are not
eligible for compensatory time. .

Furjough — An employee who is on & non-work and non-pay status. An
employee who is hired on a permanent basiz to meet reoccurring needs of less

than twelve (12) months duration in any calendar year where it can be
amticipated that the same employee will return (to the position) when needed,

Holiday Pay ~ Day off with pay for permanént ereployees only, on holidays
recognized by the Cheyenne-Arapaho Tribes as contained in this manual or

approved by the Business Managex.
Iﬁumed.iate Family - Father, mother, husband, wife, son, daughter, brother, sister.-

1ayoff/Reduction in Force - The separation: of an employee due to the shortage

of funds or work, or by the reason of a bona fide abolishment of a position,

" chan‘ge“iﬁ duties of the position or reorganization within the theyenne—A:rapaho

Tribes,

Lovyalty ~Is a situation where a staff meraber does everything within his/ her
powez to resolve problems of employment ﬂ.'u'oughout the proper channels and
n accordmce with the personnel policy manual.

Military Leave ~ The [eave of absence status of a permanent employee who
leaves a pos.ﬁ:on to serve in the Armed Forces of the United States in & time of
national emergency, stute emergency or for military {raining,

Nepotism - The appoiniment of a relative falling within the definition of
“immedigte family” by an appointing authoﬂty or the appoiniment of

+ Ardividvsisweithin o dermedinte fantly toseovedintiuesame rdepartment,
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Non-Exempt « Employees who generally ocenpy NOT-SUpexvisory oy office staff
posttions who are eligible for compensatory time-

Pay - The total doHar value received in wages or salary for wozk performed.

Permanent Full-Time - An employee who has successfully completed the
probationary employee period. A full-ime exnployee st work a total of fhirty
(30) hours or more per week to be eligible for Insurance purposes.

Permanent Probaﬂonarif Employee - An employes who was hired through the

standard hiving procedure and has completed the probationary employee period.

This employee will not be eligible to participate in the employee's benefit
package until the probationary period of ninety (90} calendar days has been

suceessfully cormmpleted.

Position — A job defined by specific responsibilities; Hile, and location of
assignment, and whose full description js contained in a job description.

Position Description ~ A formal listing of the responsibilities, tasks and
suthorities of the posiion. This is followed by a move detailed description of
exemplary dnties that reflect the most fraqnent, difficult, ard critical functions of
the position, including the notation “and other related duties as may be

required”

Probation ~ This period is an intinsic part and extension of fie employee

selection process during which the employee will be considered in training and

urider careful.observation and evaluation by supervisory personnel.

Promotion - A change in employment status frorm one position 1o another
position that requires higher minfrmuoy qualifications, is assigred mare difficult
duties and responsibilities, and is assigned a higher pay rate. i

Raia ~ The sperific dollar amount under differing work condifions (e.g,, bas;c
rafe, overtime rate, premium xate)

Resignation ~ Termination of employment initiated by the emplvyee and
submitted in writing,

Salary - The fixed monthly or amnmal amount of pay received for work
performed regardless of hours worled.

Geaspnal - A permanent/temporary positon established to meet recurring
seasonzl needs of less fhan twélve (12) months duration during any calendar

# 13/ 28
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year. Only if this employee works more than t}uxtyei(B) hours per veek for more
than six {6) months and has within thejr budget a lime ftem that allows for
benefite will thig emnployee be aligible for insurance coverage.,

Selection ~ The offer of employmant and acceptance by a pexson for a position
with the Cheyenne-Arapaho Tribes.

Supervisor - An employee in the Cheyexme—Arapaho Tribes who has the
‘ aut’nonty to divect/oversee the work of others.

Suspension - An enforced leave of absence for disciplinary purposes or pending
investigation of charges made against an employee,

Teyrningtion - The release from employment of a ternporary or emergency
employee tpon complehon of his/her term of service or the need for his/her

EeTvite,

Trensfer/Lateral - The laferal movement of an employee in the Cheyenne-
Arapaho tribal employment from one position to another posttion in the same
@ob) class or to a paralle] (job) class at the same pay range without hreak n

service.

Tvpes of Employment ~ Categories of employment with cornmon charactetistos:

i.e,, pexmanent, temporary, part-time, full-Hme, permanent/ furlough, seasonal,
contract and probation. :

Veteran - Any person who served in the 1.5, Air Force, .Army, Na\ry Marine
Coxps, Coxps; National Guazd or Céast Guard during time of war who is eligible for
benefits provided by the U.5. Veterans Adminisiration.

Wage - The amournt of pay received for work performed, usually expressed in
hourly, weekly, and monthly amounts.

Workmen's Compensation ~ An act passed by the state which provided
compensaﬁon for all employees who sustain accidental injury arising out of and
in the course and scope of employment, irvespective whether the employee was
at faudt or not. This act does not cover cases involving drunkenness or seff-

infliction of infury. -

# 14/ 28
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Section 2.2
"Department
Directors" includes
such person as
may be designated
by the Branch in
guestion.
Subsection 2.2(C)
is unconstitutional,
and the Uniform
Resolution is
unconstitutional as
applied to
Subsection 2.2(C).

i
Lt

“'hn._h I

20 CONDIIIONS OF EMPLOYMENT

SECTION 2.2 PROYFESSIONALISM

Emiployees hold a position of wrust and fiduciary responsibility and are always to
ronduct themselves in a manmer that does not betray thege responsibilites,

SECTION 2.2 APPOINTMENT STATUS

Appointment status varies with the position and conditions of employment.
Departmernt Direetors, working jointly with the Personnel Director, shall ensure
that empleyees aze properly designated. Tribal Governmment service which -
includes political and non-political censiderations in the specification of
positions, provides for three (3) categories of appoiniment status.,

A,  General Selecijons ~ These are non-political appobuiments and include &1L
employees who are selected without special designation of either political
ar special selection. These employees are hired through the Tribes formal
hiring process competitively.

B.  Special Selectluns - Special selectees are non-Cheyenne-Arapsho -
professional, technicians, or supervisors recriited and employed with the
intent of providing a service in addition to training & Cheyenne-Arapaho
replacement ox whose pritrpose is to provide a unique function or activity.

1 Hining of speciel selectees shall be in accordance with the hiring,
recruitment and selection policy of #he Tribes. ’

2 Aspedial selectee may be required to sign an Employment
Agreemert which outlines the benefils, rights, privileges, terrns and
conditions of employment.

8. . Special selectees are aligible fox all benefits, rights, and privilages
afforded employees under general appoiniments, scept those
specifically excluded under these policies or the employment
egreement, '

# 15/ 28
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SECTION23  CLASSIFICATION OF POSITIONS

Al

Permanent Employee - A permanent exnployee must successhully
complete the probationary employee perjod. The position will be
experted to exceed six (6) months and t6 continue for as long as fhe
position serves the purpose for which it was created. Subsequent filing of
the employee evaluation and salary review shall be vetained in the
Personnel files. Attairment of a permanent full-time statns does not
automstically bring about a salavy increage. Annual leave and sick Jeave
is deerned starting with the date of employrnent. This employee shall be
eligible for insurarice coverage which consists of major medical coverage,
life insurance, accidental death and dismembermerit, long and short termm
disability, pension plan, and voluntary dental and vision plen, after the
completion of the ninety (90) day calendar probationary period.

1. PART-TIME - An employee who works twenty-nine (29) hotrrs a
week or Jess, who is compensated on a hourly bagis and whose
position may or may not be a *“temporary” natare, Will not be
eligible for insurance coverage.

2. FULL-TIME - An empicyee who works thirty. (30) houzs oz more
pex week and whose position is not consicered to be temporary,
Wili be eligible for insurance coverage.

3. TEMPORARY EMPYLOYEES ~ The position shall be not more than
ninety (90) calendar days; a definite time period shall be indicated
on the Personnel Acton foxm. A temporary position is terminated
at the end of the designated time period and may be terminated-
when work load or budget no longer justifies or supports the
position. Temporary employees will not be eligible for insurance
coverage

4,  FURLOUGH - An employee who is in 2 non-work, non-pay status.
An employee, either full or part-Hme who is hixed on 2 permanent

“basis to meet recurring employment needs of Jess than twelve (12)
monthe duration in any calendar year where it is anticipated that
the same employee will xeturn (to the position) when needed. A
furlough employees may apply for state unemploymgnt benefits,
and may receive theit accrued annual leave for time worked, A
futloughed employee may not accrue sick or annual leave during
ron-work or non-pay status. Any emoloyee furloughed for &
definite period of time, on the Insurance plan, will contipue {o ba

. Sppirond Shsime thenomaris R pay.siabus.
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SRASONAL - An employee, either temporary or permanent, who
is hired to meet recurring seasonel needs of less than twelve (12)
months duzation in any calendar yeat, 20d is compensated only for
the actual ime worked. Only if there is funding available for the
permeanent seasonal workers they will be eligible for the insurance
coverage.
CONTRACT - A contract agregment which identifies the scope of
work, Hme frame, compensation, repertng professional services
between a qualified contractor (whenever possible, & Tribal
Member who resides in the service area shall be considered first)
and the Cheyerme-Arapaho fribes. Contract employees shall
receive no fringe benefits, no insurance coverage and no iiability.
PROBATION ~ The specified period of employment following
hiring/ selection used as 2 working test period for observation and
evaluation of the employes’s work which must be completed
suceessfnlly before permeanent status msy be obtained. Thig
emiployee shall not be eligible for insurance coverage until this
_ningty (90) calendar day period is successiully completed.
ON-CALL ~ An employee who is not permanent or temporary and
is nsed only at the discretion of the Program Direcior, This
employee is paid only the hours actually worked, They will accrue
no annual or sick leave, nor be eligible for insurance coverage and
will not be eligible for any benefits.

SRCTION 24 EMFPLOYEE CLAS SIFICATION

A

Peymenent - The employee, permeanent probationary, shall cornplete a
ninety (90) calendar day probation period satisfactorily, and uporn
successful completion of the probationary period, the emplayee’s
classification shall be shall be changed to permanent full-tie. f an
employee is promoted to 2 new position, they will be on probationary
status for sty (60) exlendar days in the new position, and after successful
completion of this probationaxy period will be classified ag permanent
full-ime in the new posttion.

Ternporary — The employee shall work at the diseretion of the Tribes.

1

2.

3.

Employee so classified shall not work mote than ninety (90)

calendar days in this classification.
Bmployee so classified shall not accrue sick or annual leave.
All time away from the job shall be without pay.

10
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SECTION 2.5 FUNDING OF POSITIONS

All positions dependent upon funds other than those derived from fhe Tribes’
resources are contingent upon the avaiability of funds zxd incambents have no
forther claim to employment beyond that which is thuus available. Applicable

13036739155 o ¥ 18/ 28

statutes and regulations including the Anti-Deficlency Act shall prevai.
Department of

Adminisiration

SECTION 2.6 HIRING PROCEDURES
Director

No person shall be hired or emplo funding is identified, and the hiring
must be cleared with the Busi ompliance Officer, and the

Confzoller. All permanent i:osﬁmns within the Tribal Government whether part

of the centtal adininistrative staff or part of a department (program), are subject
io the standard hiring procedures as set aut below and in Figure B,

Step 1. The department or staff office director must complete the “Notice of
Vacancy” form and provide the necessary information to fill in the appropriate
portions of the Persomnel /Payroll Action form; these are forwarded, along with
whatever job description information might be available to the Persormel

Director.

Step 2 From the information on the completed form, the Personnel Director
compaxes the request with the existing job description, i any, verifies the
position: and salary with the C‘omp]jance Officer and draits the Varancy notice.

Step 3. For some of the positions in the tribal nrgamzatlon it may be necessary
to go outside of the local commumities in onder to find qualified applicants.
Seeking such applicants requires more time than normal adveriising and posting
for jobs, therefore, the Director and Personne] Director should discuss the
qualified loral applicanis, any timing considerations for filling the vacancy, and
the costs for recruttnent when deciding whether or not fo recniit or io simply
advertise for applicants.

Step 4. If the recruiting is not requested by that department or staff office
director, the vacancy announcernent is posted in appropriate locations in and
nesr Tribal Government offices and is distributed by mail to organizations
{including local newspapers) on the Pexsonnel Office distribution Hst.

Step 5. The vacancy announcernent will remain open for at feast ten (10)
working days from the date of the armouncement 13 posted/ advertsed,

Siepb. I recruiting is requested by the department ox staff office director, the
announcernent is distributed and publicized as in Step 4
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Apply same
gualification of
Section 2.2 fo
Section 2.6,

SECTION 25 ~ FUNDING OF POSITIONS

All positions dependent uppn funds other than those devived from the Tribes' b
resources are contingent upon the avaiability of funds and incurnbents have no .
further claim to employment beyond that which is thus available. Applicable
statutes and regulations including the Anti-Deficiency Act shall prevail
. Department of
; Administration
Director

No person shall be hived or employed unlgss ifig 15 identified, and the hiring
rmust be cleared with the , Compliance Officer, and the
Contraller. All permanent pasitions within the Tribal Government whether part
of the central administrative staff or part of a department {program), are subject
10 the standard hirbg pracedures as set out below and in Figuze B,

SECTION 2.6 HIRING PROCEDURES

Step 1. The department or staff office dirertor must cormplete the “Notice of
Vacaney” form and provide the necessary information to {iil in the appropriate
portions of the Personmel /Payroll Action formy; these are forwarded, along with
whatever job destription information might be available to the Personnel

Director,

Step 2 From the infarmation on the completed form, the Personnel Director
compares the request with the existing job description, if any, verifies the
position and salary with the Compliance Officer and drafts the vacancy notice.

Step 3. For some of the positions in the tribal organization, it may be necessaxy
to go outside of the local communities in order to find gualified applicants,
Seekmg such applicants requives more time than normal advertising and posting
for jobs, therefore, the Director and: Personnie] Director should dxscuss the
qualified Jocal applicants, any Hming considerations for filling the vacancy, and
the costs for recruttinent when deriding whether or not to recruit or to siraply

advettise for applicants,
Step 4. ¥ the recruiting is not xequested by that department or stalf office
director, the vacaney announcement is posted in appropriate locations in and

neax Tribal Government offices and is distributed by mall to organizetions
{inciuding loeal newspapers) on the Peraonnel Cifice distribution Hst,

Step 5. The vacency announcement will remain open for at least ten {10)
working days from the date of the anmouncement is posted /advertised,

Step §. If recruiting is vequested by the depariment or staff office director, the
armonnrenentis distribubel and pubiddeedas jo Bap 4.

1l
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Department of
Administration
Director

Step 7. In addition, the Personmel Director will fontact individuals or
organizations which might serve as referral sowrees for.qualified candidates.

Step 8. Also contacted wrill be any individual spec«:ﬁcally. reconinended for
recruiting by the requesting department or Program Director,

Step 9. Recruiting must remain opent for at least fifteen (15) working daye when
recruiting is requested,

Step 10. The Personnel Director may conduct preliminary interviews with
candidates to verify the candidates” interest and availability f6r the position.

Step 11. At the close of the vacancy ammouncement, the Personnel Director will
assemble a selection package consisting of all qualified applicants received
during the posting period. The Pexsonnel Director will conduet 2 therough
background check on every qualified candidate to verify credentials (e,
degrees, diplomas, certifications, physiral examinations, immunizations),

© references (in writing), past work history, and eriminal baclcarom-ld

investigations.

Step 12. Where the vacant position is that of a Directoz, the qualified applicants

are forwarded to the BusinessManeger. The Business-Meanager shall conduct
; e zElEctee fo the Rieiness Cormmittee presently in office

_interviews-and-prefert iz 5
AT poval must be obtained within five (5) worldng days and/ or the selection
of the becomes effective. If the vacant position is below the

lgvel of the Department Head or Program Director, the qualified applicants are
forwaxded to the dixector that originally notified the Personnel Director of the

VaCancy.

Siep 13. Reviewing the applicants should be used as an opportunity for

screening out some of the applicants that appear significanily less qualified than
others. Once a decision has been reached to interview one or more candidates,

the Personnel Director should be notified in writing of the candidates’ names and
the schedule for the interviews. Oceasionally all the applicants may be lacking in
sore regard. In such an instance the Persorinel Director and the Director Ay
decide to re-post or re-advertise for the position er to cancel the announcerment

and fill the vacancy by some other means.

Step 14. Por positions below a director’s level, no candidate may be employed
without having first been interviewed by the immediate szpervisor of the
position. The Personnel Director may participate at the request of the

inderviewseys,
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Step 15, Once interviews are completed, the Persormel Director must be

’ provided a writtet list indicating the name of the preferred candidate and any

alternate to the randidate should he/she refuse the offer of employment

Step 16. Upon receipt of the list of preferred candidates end alternates, the
Personnel Director will send the selacted individual written notification of the

selection specifying the terms of employment.

Step 17. Upon receipt of the notification of selectior, the preferred candidate
may accept the Tribes’ offer of employment whereupon that individual will
report to the Persormel Office on the date stated in the job offer to complete the

employee sign up forms.
Step 18. Adter the position has been filled, the Personnel Director will notify the

ureuccessful applicants. In the event of a decision to re-advertise or cance] the
effort of filling the vacancy, the Persormel Diractor will nvtify all applicants of

such aclich.

Step 20, An addition to these hiring procedures would be for the Head Start
Progrant which must have the approval for the hiring and firing of each
employee below the grantee level by the Parent Policy Council,

SECTION 2.7 FROBATIONARY PERIOD

Hvery person entering or receiving a promotion in & tribal service positian, under
a permanent appaintment shall be required to successfully complete a
probationaxy period. All'new hires will complete a probationary period of
ninety (90) calendar days from the effective date of hive. Those recelving
promotions will sexrve a sixty (60) calendar day probation beginning with the
effective date of promotion. .

The probationary period shall be usad by the supervisor to closely observe and
evaluate the work and fitness of employees to encowrage adjustments to their

'+ jobe Only thoseemployees who satisfactorily meet performance standards

# 21/ 28
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Department of
Administration
Director

during the probaﬁomry‘ petiod shall be retaitiat! in their positons.

Iﬁobahomw penods may be extended by the Program D_red:or with the
concurrence wep, for e hrmted additional period where it ; B, -

determined that such an extension is necessary to thoroughly evaluste the

employee’s ability to perform the Al scope of assigned duties. In these cages,
the Personnel Director and the employee will be advised of the exiended
duration of the probationary period at least five (5) working days prior to the
conclusion of the initial probationary period. The probationary period shall be
extended no moxe than thirty (30) calendar days after the conclusion of fhe injtial
period. Since probationary periods are to evaluate performance, employees on
leave status during their probation will not count, and must be extended for the

time on leave status.

A probationary employ ee may be separated or t‘anﬁferred at any Hme during the

probationary period when the quality of his/her work is judge insufficient to
merit continuation in the position or when insufficlent work is not available #n

warrant the additional employee. A new eraployee failing probation shall have
1o right fo appeal except on grounds of filegal discrimination as set forth in
Section12, in which case the ernployee may appesl to the Busi

within five {8} working days following notice of failure of probation and must
follow the regular appeals procedure outlined elsewhere in these policies,

An employee who fans to successfully complete his/ber probationary PEI"Od ran
either be demoted to enother position or terminated/ dismissed from the service
of the Cheyenne-Arapaho Tribes, If terminated/dismissed, the employee cannm
be re-hired for twelve (12) months following effective date of release.

SECTION 2.8 TEMPORARY SELECTIONS

Temprorary pos;ﬁons in the sexvice of the Cheyenne-Arapaho Tribes may be
filled without adhering to the esteblished hiring procedires. The requesting
Director may request the assistance of the Personnel Director or he/she may
recruit for the position personally. All temporary selections, however, must be
documented with a complete Pexsonnel Payroll Action form and & completed

Department of
Administration
Director

application form; the selected candidate must report 1o the Persormed Office to

complete the employee sgh-tp Totms, 1 Business Manager, finance Controller

and the Compliance Officer shall approve all selections under this section.

Mbst temporary positions or emergency hives fill a pérmanent position that has
been recenﬂy vacaled and rruist be advertised before a permanent emplo; yee Can
be gelected. If the temporary employee is not selected, he/she would be treated

28 a‘terniiretion) dsmissal; bat would beligile forwa-tive,

14
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'I‘i'ns would not apply to.sumurer youth warkers or positions that are definitely
not permanent, .

SECTION 2.9 ACTING STATUS

An acting status aséigr’unﬁnt usually involves assigning an employee to a

supervisor position for an area of a Tribal Program during an extended absence

Department of _
of an incumbent or & position vacancy.

Administration

Director
An acting status assignment requires a memorandum from the Bnginees
INMaﬁ&ger which outlines:

The nature, time period, and expected results of the assigranent;

A

E. Assigned duties and responsibilities;

C.  Reporting relationships and signatires of the appropriate supervisors and
- the employees;

D.  Compensation for the acting statns assignment which shall be optional

and shall be baged upon the asslgned duxties a.nd the employes’s
guatifications.

An employee who compleies an acting statns assignment will retirn to their
previous position and assume their regular duties.

SECTION 210 FOLLOW U

All new employees, whether permanent or temporary must complete a W-2

form, 19 form, Drug Free Policy form, orjentation check list form, £ out
gppropriate proup insurance forms (if applicable to position), and sign a
statemnent attesting that they havé read the enrrertt Cheyenne-Arapaho Personnel
Policies. An employee’s file will then be ereated by the Fersonnel Office
containing at Jeast the following documents:

= Applicaion form

v Pergonmel/Payroll Action form
s Job description

= Petsonnel Policies staternent

v W-Zform

v 19 form

" Drug Free Policy sistement

»  Tnsurance forms

v Oriendafion form

»  All evalnations of performance
*  Copies of all license required {or the pesition,

15
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A copy of the job deseripton and Persdﬁnéi/ P?}Ttmﬂ Action form will be givento
the empioyee, Additional copies of the Personnel/Payroll Action forn will be
provided on request to the Director and to the Controller’s Office,

SECTION 2.11 INDIAN PREFERENCE

The Cheyenne-Arapahd Tribes are copunitted to employing individnals whose
qualifications are most suited to the requirements of positions offered, In all
situations, however, hiring will be done as per the Cheyeune-Arapaho Tribal
Constitution in that preference will be giver: to Cheyenne and Arapaho tribal
mernbers, to members of other Indian Tribes or Native American groups and

finally to non-Indians,
EECTION 2.12 JOB DESCRIPTION

As provided in the hiring procedure shown on preceding pages, up-to-date job
descriptions, written in standard format, will be generated as vacancies oceur.
Since the divectors are knowledgeable of each of thelr employee’s dutles, each
director shall be responsible for the preparation and maintaining of an up-to-date

job description of each employee with the assistance of the Personnel Divectgr,

SECTION 2,13 CLASSIFICATION S5YSTEM

As job descriptions axe accurmulated, the Personnel Director and the Program
Directors will group similar jobs together, elimninating as ruch overlap a5
possible; when complete, this process will have all employees dassified within a
standard set of Tribal Governiment job descriptions. As new job descriptions
becoms necessary, the Personnel Director will work with the prospective director
to write descriptions. These standardized job descriptions will serve as the basis
for determinations of the job difficulty and scope of responsibility. Factors for

clagsification ate as follows:

Educatign

2 years Master's Degrea (must be in related field)

2 years = Certifications over = B.S. ox B.A. (e, CP4, if required by jub
qualifications) _

1year = Master’s Degree (ot in related field)

lyear - = Bachelor's Degree {mtust be in a related field)

1 year = Techrical or Bducational Vocational certification (must be in
2 refated field and a two year program)

Y2 year = Bachelor's Degree (not in a related field)

B3 ey = dhwreniier ofSels feneibe dne releted field)

15
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14 year = College credits (must be in a related field)

1

Vs year

College credits {not in a related feld)

Y year = Vocational training (must be in a related field)

Tyeazx1 =

lfzyegrxl

Experience

Must be verifiable, job compatible/same job classifications
or actuial Hime in posifon with the Tribes;

For all other employment lsted as experience, but must be
divectly related to present positions

Al employment that does not pertain or convey a necessary skill to the present
position will not be counted, as & weight,

These determinations will, in turn, place every exnployee-within an established

position of the pay scale. FIGUREB) - -

All clagsifications of employees must be prepared and recommended by the
directors and will have final approval by the Business Manager.

SECTION 214 CLASSIFICATION OF JCB DESCRIFTIONS

A, Appoinbpent Status
General
Specizal
Tribal Government

B,  Position Status
Permanent
Temporary

C Emplovment Statiig
Pull-Hme
Part-time
Probationary
Furlough
Seasona]

On-{all

17

Acting

Eligg'bﬂig{ Statns
Buernpt

Non-Bxewpt

Occupationsl Descyiption

Director

Professional

Coordinator/ Administrative
Assistani

Para-Professional

Supportive Staff

Work Bxperience

# 25/ 28
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"In the "no-2009-Budget” situation, [the Court holds], consistent with the Uniform Policies and Procedures Resolution, that all tribal
employees who were employed during 2008 or before who have continued to work for the tribes in their previous positions, and all 2009-
filied but 2009-budgeted positions and employees are entitled to recsive pay for their 2008 work at their 2008 budgeted and

appropriatesly classified rates of compensation.” "The governor may and must cause such salaried to be paid[.]”

FIGURE B)
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(FIGURE H)
ZB03 PAY SCALE
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SECTIONZ2I5  PERFORMANCE EVALUATIONS

# 28/ 28

It shall be the responsibility of the Persormel Director to see that the performance

of each employee is reviewed, either by the employee’s supervisor, divector or
the Business Manager. Reviewing the performance of program directors shall be

Department of
Administration

Director

_?ﬂsponsibﬂity of the

most importart qualifications of & su‘pervisor, regardless of his/her
level, is the ability to train, develop, and motvate people in a manner fo win

confidence and gef resulis. The evaluation systern plays an impogtant role in the
effective ntilization of our resources. The six goals of this plan ave to: :

&.  Improve employee inderstanding of the job and the supervisor’s
performance standards for the job.

Evaluate'the employea on how well/he she meets performaree standards.
Bneourage the employes to a better job performance and to develop a plan
to achieve that goal. .

Provide a basis for periodic wage and salary adjustments.

Aid management in selecting personnel for promotion, lateral wansfers

and training, . .
E Provide objectivity and fairness in the assigniment of personnel.

B.
C
D
B

" SECTION 2,16 EREQUENMCY

The performance of all permanent employees chall be evaluvated af the end of
ninety (90) or sixty (60) calendar days probation period. Thereatter, performance
appraisals on all employees shall be conducted and completed on or before June
15 of each year. The excepiion to this will be the Head Start Program which is
required by regulations to conduct monthly evaluation reports on all employees.
SECTION?217  CRITERIA OF PERFORMANCE EVALUATION

The criteria on whick an employee’s performance should be evaluated, ie the
duties and responsibilities as set forth in the exnployee’s job description,

SECTION 2.18 EVALUATION REPORT

Department of
Administration
Director

The evalnation report, signed by the supewisof and the employee, is then
forwarded to 1he aerfor review., The emiployee's signature on the

report does not necessavily indicate the employee agrees with all segments of the

eveluation report. The employee has a right to atiach an addendum page
expressing a conflicting gpinion or clarifying a pointraised in the review. The
- supervisor sied signothe nbdendunvepepstodicat st hefsie e read it

20
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SECTION 212 PROMOTION POLICY
It is the policy of the Cheyerme-Arapahe Tribes to promote employees from .
within the organization o fill vacant or new positions, as a part of a cazeer

development program for which they are qualified. Current employees may

apply for a vacancy or anew position using she hiring procedure set forth in the

Personnel Policies Manual.

Promotions shall be hased on an evaliation for the individual's past work
performance and qualifications for the vacancy to be filed. When thesc factors
ate rdatlvely equal for tw-:n ormore employees, seniority shall be considered the

decisive facton,

An employee who has permanent full-time statys in a position and is promoted
10 & new position shall become permanent probationary in the new position for
sixty (60} calendar days after the promotiona] appointment effective date,
During the sixty (60) calendar day period, the promoted employee relains
permanent full-time status in the old position.

SECTION 2,20  TRANSFER/LATERAL

The lateral movement of an employee from one position to ancther position in
the sarne (job) class at the ssme pay range without a break fn service.

SECTION .21 RESIGNATION

An employee may resign from his/her position at any time by submiiting a
written notice to their immediate supervisor or director atleest two (2) weeks in
advence of their departure. The director shall notify the Pexsonnel Office by
forwarding the resighation netics 5o a Personnel /Payroll Action form can be

prepared.

Prior to the employee’s depariire, the director shall requize the ettt of ail
property, eqitipment, records, ete,, entrusted 1o the employee by the Tribal
Government. Iri addition, the ernployee shall also be xequired to submit
completed overdne and currently due reports required of the depar%ing
employee. The director and the Persormel Director shall sign off on the Bt
Information form verifying that the ernployee has turned in a1l triba] pmpe;ptyr
squipment, rerords, eic;, inelading all of his/ her reports. The Exit Information
form must be cornpleted in all terminations before the Finance Department
issues the departing employee his/her final paycheck. -

An-emnployee who resigns'his/ her position with the' Cheyenne- Arapsho Tribes
carnoi be re-hired for six (6) months following the date of his/her resignation,
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SECTION2.22 - LAY-OFE/REDUCTION INFORCE

The separation of an empinyen due to shortage ¢ of funds e work, or by reason of
a bona fide abolishment of a position, change in duties of the position or re-
organizeton within the Cheyenne-Arapaho Tribal emnployment. Employees vwho
are involuntarily terminated due to shortage of work or funds, re-organization or
position abelishanent are eligible for re-employment in other positions within the
tribal government through the application procedure and wuthmut a specified

waiting period.

34  PAYPOLICIES

SRECTION 31  GENERAL POLICY

All employees will be paid in accordance with the rate shown on thelr most -
recent Personnel /Payroll Action form, That rate will be applied to the number of
hours wocked during the pay period, as docurmented on & properly completad,

- verified and sigred Hre sheet with time card attached. The time sheets wiil be
developed in accordance with the current ime record keeping system of the
Finance Departrnent. Paychecks will be issued bi-weekly. There is a one week
delay in payroll in accordance with a published annual Payrell Schedule and
igsuance of paychecks after eighty (80) hours of work is cornpleted. Tt should be
understood by all employees that paychecks axe issued as compensation for
woik already performed rather thean for worlk to be Perfomed

SECTION 3.2 ADVANCEPAY

Advance pay shall be limited to four (4) times per year in emergency sitations

. only. Advance pay shall be limited to two (2) requests per employee in a six (6)
menth period. Barly payroll requests due to being on vacation or out-of-state on

work related travel durmg the regular payday are not affected by this new

pxoceduze

Program Directors and Coordinators will be responsible for compliance with this
new procedure. In the event of a cash flow problem within the Trital

Governmnent, no early pay requesis will be processed.

SECTION 3.3 PAY LEVELS/MERIT INCREASE STANDARDS

Salary and wage levels will be setin general accord with the scope of

responsibilities and difficulty of a given position. This comparison will be
rBened inthe sob clessitical omeyshon ws sutiined mSertion 228 A pamlle!
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pey plan will also be developed and kept up-to-date In comparison with wj:mlar
jobs in the geographic area in and avound the service area of the Tribal - .

Government.

Pay increases ate based on the ackievement of specific levels of performance as
determined by regularly scheduled evalugtons. The regulariy scheduled
evaluations thet could justify pay increase would be for the end of
probatmnary period (sixty (60) days {or promotions and rrjnety (90) days for new
hires) and the annual. In recommending oz initisting pay incresses, the

following should be used:
PERFORMANCE LEVEL PERCENTAGE INCREASH
: &0 dayw/90 day Annunal
Operates below job standards 0% 0%
}ees job standards (satisfactory) 3% 3-5%
Exceeds job standards (good) 3-4% 4-6%
Excels at job standards (excellent) 5-7% 710% |

Based on funding levels the Cheyenne-Arapaho Tribes have the opiion to
consider a Cost of Living increase on an annual basis. ,

SECTION 3.4 PAYROLL DEDUCTION

From the gross amonnt of each paycheck, & rumber of deductions will be made;
Federal Tax withheld, Federal Social Security (FIC4) Taxes, Insurance Coverage,
deductions specified and approved in writing by the employer/employee (i.e,

state tax).

Any employee prewuusly empI oyed by the Cheyenne-Azapaho Tribes who for
whatever reason still has ontstanding obligations with the Tribes, shall heve an
agreed on amount withheld from their paycheck antil the debt is paid in full.

SECTIONSS5  TRAVEL AND PER DIEM

An employee may, from time to time, be required to travel and be on duty away
#rom his/ her normal work siation ag part of his/her job. In such case,
enployee’s travel expenses and a reasonable reimbursement for other expenses
may be clafmed. Rates on reimbursemnent, travel definitions and regulations,
forms and additional procedures are spelled out by the Financial Policles and

Federal Regulations.

Payment-reimbursing employees for ravel and related expenses will be issued
sepacately from regular paychecks.
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Travel and travel expenses must be authorized by the director g’énd the Business
Maneger before fraveling and the Controller shall verify the availability of funds

for said travel and travel expenseas.

40 HOURS OF WORK & ADJUSTING WORK SCHEDULE/FLEX TTME
To establish houre of operation so that the Cheyerme-Arapaho Tribes can operate
afficiently and that employees, clients and other to whom the Cheyerme- Arapaho
Tribes provides services will have access to personnel and facilities at
appropriate and convenient hotrs. .

1tis the polic_y of the Cheyenne-Arapaho Tribes to normally apply standard
hoirrs of work for all employees relevant to the nature of work being pexformed
and recognizing that needs of those we serve may also require modifications of

work schedu!es
SRCTION 41 HOURS OF WORK: .

ATl Cheyenne-Arapaho Tribes employees shall observe the regular work
" week and normal work hotrs as defined in this policy.
Eight {8) hours will constitute a normal day’s work.

"B
C. The standard work week for all regular full-time employees shall comxst
of forty (40} hours, cammencing each Saturday at midnight and ending

the following Saturday at midnight.

Nonmal work hours ate 8:00 s, to 5:00 p.m, with an hour unpaid lunch

period. Supervision may use their discretion and adjnst work houss to

zeflect an eight (8) hour workday with an adjusted lunch period for speciat

short-term civcumstances.

E. . Normal work hours for pari-tine employees are scheduled by the
Director/ Coordinator to accommedate the workflow,

A

BECTION42  ADJUSTING WORK SCHEDULES/FLEX TIME
Dizectors/ Coordinators ey establish special hours and tours of duty for
the department as may be necessary to provide adequate service during a

regular forty (40) hour work week.
B.  Awritten memorandum of record signed by the approving enthority an
the eraployee must be retained in the department’s file with 2 copy to the.

Personnel Depariment’s file and a copy to finance and a copy th'L._Ji be
given to the employee. -
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Changes in employee work schedules shall be armonnced as far in
advance as practicable,

SECTION 4.3 TIME AND RECORDS

To establish 2 method in which “Time” is documented, records maintatned and
leave time taken it is the policy of the Cheyenne-Arapaho Tribes of Oklahoma to
properly document “Time” and maintain records in accordance with the
requirements as set forth under the Fair Labor Standards Act, as amended.

A,

All Eraplovees, Non-Bxernpt & Exemant

An employee ocenpying a position that is non-exempt from the pvertime
provisions of the Far Labor Standerds Act, as amended, will record the |
actual hours that he/she works through the use of an Employee Time Log
Sheet. : )

An employee ocenpying a positon that is exempt from the overtime
provisions of the Fuir Lubor Standards Act, a5 amended, will complete an
Bmployee Time Log Sheet for payment of his/her scheduled salary for the
appropriate pay peviod. A Director/Coordinator may require all
subordinate employees, including exempt exeployess to account in
writing for epuployees” whereabouts during working hours by means of 2
“Sign In/Out Log™ or similar mechanism,

1. Eachemployee whe is required to account for his/her work hours
through the use of the Bmployee Time Log must; :

a. Record the hour and minute at which he/she begins work
and ends work each day. ' '

b. Record the hovr and minnte at-which he/she beging his/her
lunch perjod and record the hour end minute at which
he/ she ends his/her Jomch period,

C. Record the hour and minute at which he/she leaves his / her
work prermises for any reason, not related fo Cheyermies
Lxapaho Tribal business, during normal wozking hours and
record the honr and minute at which he/she retomns.

Completion of Bmployee Time Log Sheets - Braployee Tims Lo g Sheets
will cover a peried of two (2) weeks; each employee will use rinimaum
number of fime Log Sheets, a8 appropriate, for each two (2) weels thet
he/she works. , '
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Each employee must sign his/her Time Log Sheet each bi-weekly

period. Tn affixing his/her signature to the Time Log Sheet, the
ernployee certifies that the time recorded on his/her Time Log

Sheet 1s an accurate reflecton of the actual hours that the emplayee

worked during the two (2) week period.

Each szector/ Cogcrdinator is resnunsxble for confinually observing
the Tirne Log Sheet operation in h.-E /her program/ depariment to
ensure that each employee “signs in/signs out” as appropriate.
Ay changes to & Time Log Sheet must be initiated by the
appropriate Director/Coordinator,

At the end of each bi-weekly period, each Director/Coordinstor
must review each of his/her subordinate employee’s Time Log
Sheet that the hours racorded axe an accurate reflection of the
achial hours worked by the emPloyea during the two {2) week

period.

Regprtizlg Absences

1

Each employee must explain any abs ences from work by
completing the Leave Application form and obtaining Approprisie
approval from hs/her Director/ Coordinater. Each employee must
then denote on his/her Tixme Log Sheet the appropriate absence
category (anmual, sick, comp, administrative, LWCP or other
leaves). No employee will be paid for arny abserices that are not
explained on the employer's Time Log Skeet

Bach Director/ Coordinater is resporisible for ensuring that the
certified Time Dog Sheet and Leave Application form when -
applirable for each of his/her subordmate einployees each hi-
weekly period

Bach Director/ Cooxdinator is responsible for ensueing that the
certified Time Log Sheets of his/her employees are delivered to

- payroll by the day and time as designated by payroll

Palgification of Time Log Sheet and [eave Application Forms - Any

employee who alters or falstfies his/her Time Log Sheet or Leave

 Applicetion form will be subject to disciplinary action up to and including

dlismniszal,

This policy shall in no way affect the Timeand Record Keeping of those
employees who arg on an “On Call” status, including, bt not limited to,
emergency personnel, faw enforcement personmel and child-welfave persormel,
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SECTION 5.1 OVERTIME AND COMPENSATORY TIMB

Department.of*
Administration

shall be auth Director

It is the policy of the Cheyenne-Arapaho Tribes that ov
only in exmergency sititations or whers the oyertime i

director, with the concurrence of theBusiness-Mariagzer and the Controller to be
necessary to meet essential operating needs of the Tribes.

Al posmons of employment will be classified us either exem;_at 0T non-exempt in
order to determine eligibility of each employee for use of Compensatory Hime as
payment for overtimne,

A.  BxemptEmployees - Bxempt employees shall mean all program.
directors/ supervisory siaff,

B.  Non-ExemptEmplovees - Non-Exempt employees shall mean all
pexsormel that occupy norn-supervisory or office staff positions.

COMPENSATION - It is agreed, at the employee’s request that all overtime be
compensated in the form of paid time off. Only time in excess of forty (40) howrs
actually worked ina week shall be considerad in detarmiting eligibility for
compensatory Hime off. As an overtime payrnent, the employes will recetve one
and one-half (1 %2} hours paid tivne off for every howr of overtime worked, All
accumulated compensatory time must be taken within aixty (60) calendar days
from date of time worked or be lost. Bach director and the payroll derk shall be
respongible for analysis and control of all compensatory tirme and for the
submission of such reports as rnay be required.

SECTION 5.2 HOLIDAYS'

¢ New Year's Day _
® Martin Luther King's Birthday (3rd Monday in January)
President’s Day (3rd Monday in February)
Easter (Monday following Eastér)
Memorial Day
Litile Big Homm Day (June Zﬁth‘
Independence Day (July 4th)
Labor Day ({1st Monday in Septeniber)
National Indien Day (4+h Friday in S,.ptember)
Sovereignty Day (October 10th)
Veteran's Day (November 11th)
- Thanfwgiving Dy B8 Thurstay inHNovendber)

Chuistmas Day (Decemnber 25th)

B

P f n s 5 omom ok oa oa
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Any other day designated Hu'*.mghom 'EhE year a3 a federal holiday will be
ohserved; howwm, each program dzrector will have the authority, with approval
to designate to their respective staff which holidays

observed throughout the calendar year.

en a hollday fells on a Saturday, employees;will be given the preceding
Friday off. When a holiday falls on'a Sunday, emnployees will be given the

following Monday off.

An employee selected to a permanent position (full-time, prcibaﬁomry, furlough,
part-time) shall be eligible to receive holiday pay.

SECTION 5.3 ANNUAL LEAVE

All permanent employees will earn simued leave beginrdng with the fixst day of
employment. Permanent employees will earn anrwal leave at the rate shown

bhelow:

A, During the fizst three (3) years of ernployment an employee shall ez two

(2) hours per week or four (4) hours per pay perio
B. ' After three years of continual employment and up to six (6) years of
contituzal employment the emnloye;_ shall earn three (3) hours per week

or six {6) houss per pay period.
C. After six years of continual employment the emnployee shall eam four (4)

hours per week or eight (8) houxs per pay pedod.

These rates will be prorated for Permanent-furlough employees on the basis of
the number of houxs actizally worked per day during their petiod of work,

Pernanent-furlough employees will not acerue annual leave duxmg the time of

their furlough.

Permenent full-tirme emplovees may apply to take annual leave at anytime.
Permanerit Probationary smployees must successfully complete thefr
probationary period of ninety (20) or sixty (60) calendar days before they can
apply for annual leave, Employees must apply for annual leave at least two ]
weeks prior to the date of the requested leave, Armual leave should not be usad
to cover'an absence or tardiness of an employee. The employee’s director hags the

final approval of the applivation for annual leave.

Annal leave shall be taken in ane {1) hous increments and not in excess of
his/her accrued leave. Temporary, parl-iime, seasonal, conttact, and on-cell
erployees il pot et n sl izawe. : .
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All accrued armual leave in excess of eighty (80) hours may either be taken/used
before Deceraber 31st or may be compensated for not to exceed eighty (B0} houts.
Only eighty (80) hours of available annual Jeave will be allowed to be carried
forward into the nexi fiscal year,

Employees are encouraged to use accumulated anmial leave- However, in
sensitive positicns, this is not always possible. Itis the responsibility of all
Progrem Managers and Supervisors to inform their employess of available leave
balances and o encourage the use of their annial leave. However, when it is not
possible to use the available leave due to workload demands, employees may
receive payment for unused annual leave, not to exceed eighty (80) hours.

Payment may be made for unused annual Jeave not including the allowed “corry
forward” of eighty (B0) hours. The payrment for unused annual leave, over and
ahove the allowed carry forward, cannotexceed eighty (80) hotirs,

Upen leaving the employrnent with the tribes, the employee will receive
payrent for all scorned annual leave np to eighty (80) hotws. Payiment will be
made regardless of the reason for departure, EXCEET fot employees on
probation (see below) and payment will be adjusted on if the employee hag
outstanding obligations to the Tribe, as verified by the “Employee Bxit Interview
& Cleararice” form as signed by authnrized officlals.

“Permanent probationary employees” who are terminated and do not
successfully complete thely probationary period before being eligible to request
anmuel leave, will not tereive compensation for any accrual of muwal leave,

SECTION 5.4 SICK LEAVE

Ten (10} days of sitk leave will be granted to all permanent employees
(permanent full-tirme, pertanent probation) at the beginning of each calendar
yeax. For new hires with an effective dete of hire from January through funa
30th shall recetve ten (10) days of sick Isave. These employees hired after July {5t
shall receive five (5) days of sick Jeave. Sick leave taken during the year will be
charged against the ten (10) or five (5) days of sick leave. H the employee has
used up all acerued sick leave then it will be charged agairist their annual leave,
If the employee doss not huve any anmual or sick Jeave then they will be on leave
without pay status. Sick leave in excess of three (3) concurrent days shall require

a doctor’s statement.

Sick leave will be used only when the employee or employee’s children become
1l and no sick Jeave will be approved o iaken for flness for'other family
members oz {ox iiness of relafives. '
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Temporary, seasonzl, part-time, contract, and onfeall employees will not be
granted sick leave,

Upon Jeaving employment with the tribes, emplovees will not receive
compensation for accumulated wonsed sick leave.

Sick leave shall be taken in increments of one hour Cormnpensation will be
expressed for medical appointments. :

At no tie will employees be zllowed o transfer sick Jeave to other employees in
the service of the Cheyemm—A.rapahg Tribes,

All sick leave will be approved by the Program Director.
SECTION55  MATERNITY LEAVE

Paid maternity leave will be considered aspécial case of sick leave and will be
available to permanent full-thne employees only. Under normal circumstances
female employees may apply for maternity leave up to fhixty (30) days before

and thirty (30) days after the birth of the child.

If eonditions warrant and with wiitten advice from the employee’s physician
matetnity leave periods may be shortened or ex*ende& at the discretion of the

Proaram Director. .
If an emplayee is on probationary status at the time granted maternal leaye and

. since the probatonary period is used to evaluate performance, time on leave
status will not eount against the probation period. The probation period will be

extended the acinal time on sick leave status,
SECTIONS6  MILITARY LEAVE-

All pertoanent employees may be granted up to fifteen (15) days of leave each

calendar yea x for the purpose of fu]fﬂ]mg wmilitery obligations related to
membership in reserve anits of the United States Military with pay. Em ployees

applying for militery leave should do so at least two (2) weeks in advance by
written memorandum to theix directors. The memorandum should be supported

by a copy of the employee's mﬂltaxy orders. .

if it is necessary for an employee to be on military leave for more than fifteen (15)
days it a calendar ypar the excess leave request will be considered leave without

pay.
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ngraﬁt directors will have the anthority to grant Military Leave
SECTION 5.7 OTHER LEAVE WITH PAY

It sometimes is the case that special circumstances Warrant granting of leave for
short periods of ime while retajring an employee on pald status and without
reducing the employee’s anmual leave ar sick leave balances. Only the Basiness

IManager can grant administrative and bereavement leave.

A, Administratjve Leaye ~ Uses to which thzs administrative jeave may be
used includes (but are not imited to} absence from work due to extreme
weather conditions, disasters such as floods, fires or other natiiral
phenomena, leave for volunteer fire duty, leave for jury duty, leave for
job-related appearance in cotrt of law, voting time, meetings, training and

culinral E:ven’cs

Adm:mstcatlw leave may be authorized for emplayees who have
reported for dnty (at their work stations). Employees who are not present
or on leave staius shall be charged a::mrdmgly (i.e., absent without leave,

aronual leave or sick leave).

B.  Bereavement Leave - Upon the death of the gpouse or other member of the
exnployes’s itmediate family, the employee may avadl him /hexself to not
more then ten (10) days of accrued siek leave or bereavement Jeave may
be granted for up to three (3) days:

SECTION 5.8 LEAVEWITHOUT PAY

Circumstances also arise in which an employee, through no fault of his/her own,

. mmust be ebsent from the job for a protacted period of tme. This can orenr in
rases of extended illness, marriage, maternity and sabbatical for professional
development. Since employees are normally consideted 1o be valuable assets to
the tribal government, directors will consider requests for granting leave without
pay for individuals in cases similar to those mentonad here. Directers wmust

: - receive writien spproval from the-Bausiness Menager prior fo granting request: for |

" leave without pay. Upon returning-from leave wiiagnt pay an employee may be
given the position which he/she Teft. Department of
Administration

Leave without pay may not be grarted to employess for periods of more then  |Director

one (1) yeax's duration. Employees on leave without pay will not acerue either
annual or sick Jeave.

An employee shall report fo his/her ditecior, suptrvisor or the
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Manazer when he/she will be on leave sf:atus\"iha notification shall be made by
9:00 &.m. and feilure to cali in by the designated time will be charged ae absent
without leave (AWGL).

SECTION 5% ABSENT WITHOUT LEAVE (AWOL)

Absence from the job without notification begin given to the employee’s
department or staff office director will be considered a serious breach of
professional conduct. The leaves provisions spelled out ebove are
comaprehensive and allow etnployees amnple opportunity to make arrangements
for approved absence. Bmployees whio fail to observe the established Jeave
policies will be disciplined, and depending on the severity of the failuze,
dismissal may result. Bxamples would inehude taking anmuel leave without
approval, taking gick leave without notifyityg the Director.

SECTION 510 EDUCATION LEAW_PDLICY .

HEdueation Jeave without pay enables an employee to work toward completion of
an accredited diploma or degree program from & high school, & cectified oy
recogmized institution of higher leaming or an institution of specialized training

of certification.

A Employess whose condition of employment requires educational lesve are
entitled to the necessary leave without pay or when budgeted as a

requirement of the pésition, leave with pay.

B. CLASS ATTENDANCE DURING NORMAL HOURS OF WORK, - This
type of leave enables an exmployee with onr year of continuons
employment with the tribal governiment and satisfactory job performance
to attend classes during nommal work hours, Bmployees and their
supgrvisors shall devise a leave plan that will not interfere with the
accomplishment of their work or unduly purden other staff members with

exira work normally performed by the eraployee. Fmployees must
meintein a grade average of “C” in all courses taken.

SECTION 511 LEAVE RECORDS

Cffirial records of leave accrued and used shall be maintained by the Controfler,
Only propezly authorized and comriplete leave request forms shall be ﬁccepied by
the controller in mamfammg the official leave records. -

Directors and Coordinators shall maintzin current leave records on all thelr
employees and from time o time ghall check with the Controller's official leave

. mm@&y*&wwmﬁ@*&hnmmﬁfﬁmwamm&mmﬂd#?Wrwwﬂ
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6.0 PERSONNEL RECOEDS

SECTION 6.1 CREATION, RETENTION AND CONTENTS OF FILES
The Personnel Depariment will, as pﬂﬁ of its operations, establish and maintain
fles on applications for employment, current employees and former exployees
of the tribal govertument: These files will be kept in locked cabinets which will be

opened cmly during business hours.

Applicant’s files will contain completed applications for employrment, resumes,
letters of references, awards of training completed and other supporting
docimentation. These files will be retained for ninety (90) days of active statue,
After ninety (90) days from the date of application has passed, the files will be
stored for reference for a period of nine (¥) months. The Personmel Office will
destroy applicant files which are more than one (1) year old. Bmploy&e files will
rontain, but are not limdted to the following items: _

Cc:py of application for employment and supporting documerrtation.
Personnel/ Payroll Action form affecting the employee. '

Job description for each position the employee hasheld. -
Probationary and regulir performence review forms. -

Letters of recommendations and other doctiments pertaining to job
performance,

R Cextificates of training that has been completed

G.  Copies of all hcerases :cequired by The position.

W0

Braployees ﬁler. will be kept up-clated and curzent at all times by the Personnel
Office.

When an employee leaves employment with the Tribel Government, the
employee’s file will be stored along with the files of other former Empluyees for .
reference purposss. Former employee’s ﬁles will be held for a penod of ten (10)

}re.a::s followmg the dai:e of d&pthJIe

ECT ION 6. 2 ACCESS TO RECORDS -
. Applicants for positions with the Tribal Governmnent may review their applicant
Fles in the presence of an employes of the Personnel Office. Corrections or

-additions to the fachial sovients of applicrt Glesmny b made atanyjdiee b@wthe
spplicant or on behalf of ¢he apphcam by the Persoriel Director, Other access of
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applicant files will be lirnited fo tribel SuPErVI.SGIY staff and the informati
the fles may be used only for the purposes of detertnining accnptabzl for
'emplo yment The Personnei Divector will bring to th ger's
attention any aftempts by tribs] employees to c.m:umvent these reguslations or to

abuse access privileges.

The Persormel Director and his/her staff will 7ot divilge the contents of
aPP}mant files nor confirm the existence of an apphcant fle in response to
inguiries from the outside tribel government unless the inquiry cornes from the
applicant him,/herself. Employees and former employees may review their files
in the presence.of an employee of the Fersonme! Office. Cotrections or additions
to the factual contents may be made at anytime by the employee. Access to
emnployee files is imited to tribal supervisory staff. Further, the information in
the files may be sought only for the purposes of zesolvirng grievances and
determining justification for personnel actions, Any attempt fo circumvent thess
regulations or to gbuse qf:cess privileges will result in immediate dismissal.

The Persormel Director and his/her staff may respond to inquires by individuals

outside ribal government about corrent and former employees only 1o g limited

extent. The information which can be transmitted is limited to the following

items:

A.  Confirmation (yes or no) that an individual is or was an employee of
Tribal Govermment

Date of employment

B
C.  Date of termination

D.  Confirmation (yes or no) of the employee 5 Iutest pusftmn held in Trikal
B

Government -
‘Confirmation {yes or rio) of thc—: employee 5 latest Ealary level with the

Tnbal Government

7.0  CODEOF CONDUCT
SECTION71  CONDUCT OF ALL EMPLOYEES

All exployees of the Tribal Gwerhmem will abide by-the Code of Conduct
outlined below: ‘

A, Bmployees will act in 2 fashion which upholds the trust placed in them
 when selecied as servants of the Tribal Members.
B.  Bmployees will maintain unswerving loyalty to the Cheyenne-Arapaho
-='-‘*fﬁ’bwaad ﬁwmmﬁwmmfﬁm Chegsninewantd drapainizbd memdioms,
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C.  Employees will strive to bring credit to the C’I‘leyenne'-Arap&o Tribes o
through their work and professional behavior, o

D.  Employees will give full and indnstrious effort to the fulfillment of the
duties of their jobs, -

E Employees will become familiay with these Fersonnel Policies and
Procedures and will abide by theen at all Hmes.

B Employees will read and becorne farniliar with the deseriptons of theiy
jobs provided to them by the Personnel Director or by their stpervisor.
Employees will always show courtesy to Cheyenne and Arapaho tibal
members, fellow workets and the general public.

H  Boployees are prohibited from broadrasting information gained in
connection with their jobs and also refrain £rom needlessly recounting

. work related events, '

I Employees will protect and maintain tribal property entrusted to them i
the course of their dufies. )

1. Bmployees shall account for loss of iribal property entrusted i their care
and shall make good any financial obligations owed the Tribeg,

K. Employess shall not use intoxicants during working hows or &t any tme
in or near Tribal Government facilities, .

SECTION 7.2 ADDITIONAL RESPONSIBILITIES FOR SUPERVISORY

EMPLOYEES -

In addition to the responsibilities sat out above, emplayees of the Tibal
Governtment who have supervisory duties will assume the following

responsibilities. yn accepting their positions: e

A.

B.

*

Provide good exaxaple of productivity and behavior.

Inifiate coxmmumications with emnployees about the content of their jobs,
establigh clear, job-related performence standerds and keep employees
generally informed shout the pature of their working environment
Tuke the initiative to help employees achieve high pro ductiviy by

| promoting good office moral, assisting employees in adjustments to new

work situations, placing employees in positions rormmensitrate with their
skdlls, encouraging developmient of employed’s skills and rewarding
employees on the basis of merit. B
Listen receptively to employee’s suggestions.
Strive to endow emplojees with the awthority necessaty to carry out the
responsibilifies given to them; =~ . ‘
Encouxage employees to-take vacations in accerdance with the amount of
enrndllesvedhey gm0 ) o
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The Court
encourages each
Branch to "develop
functionally-
uniform policies for
the discipline of
fribal employes

that Branch", but
the Court does not
eXpress views
about how each
Branch shouid
accomplish that
jresult.

directly working for |&
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86  DISCIPLINARY ACTION

SECTION 8.1 EMPLOYEE MISCONDUCT

Al employees will be subject to distiplinary actions as a result of breaches of the
Code of Conduct. The ilhustrations of unacceptable conduct cited here (Figure C)

ave to provide specific and exemplary reasons for initiating disciplinary actions

and to alert employees to the more comonplace types of employment conduct
vinlations. However, because conditions of human conduct are unprs dlc’cable no
atternpt has been made here to establish a complete list. Should there arise

instances of unacceptable conduct not included in the following list, the
Cheyenne-Arapaho Tribes may Hkewise find it necessary and appropriate tp

injtiate d;sclplmaxy acHon in accordance with these policies and procedures,

FATLURE OF SUPERVISOR TO FERFORM
DISCIPLINARY ACTIONS

SECTION 8.2

When Program Direciors or Coordinators fail to administer disclphnary action &g
outlined by the Personnel Polices, the Personnel Director may notify the Buginess
Manager or the supervisor's i imrmediate supeior.
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(4%

(FIGURE C)
TABLE OF DISCIPLINARY ACTION

First, Second and Third Qccurpence

(T,

+ ey

1 SERIOUS MISCONDUCT. 1
\ - Occurrence ‘Warning | Probation. | Demeotion | Suspension | Dismissal [ Prosecution
. ; : : wla Pay )
{ Thedt - 1 1
{ Frangh L 1 1
| Accafitance or solicitation of bribes 1 7
‘Misabproprizstion of fribal government records i D
Falsifigation of government records 1 m
Cencealing, remeving, obliteratitg or c'l:-.simymg 1 5]
tribakhoveppment records or property
| Unefthotized abseoos df more than three (3) days 1
- .. OTHER MISCONIRICT
Nzgléa of Duty 1 {12 23
Persdiizl misconduct :eﬂectn,g ‘adly on e 1 2 3
Chef‘ﬂ:nn:—Ampaha 'I’nbes . .
[ Dishbesty L- (12 {3
Diselbsing confidential mfotmmm\ A 2 3 {3)
Disoeihrtesy 1 M2 1 _®3
Tardifless i 2 3 [&))
Malijgering 1 2 E) 3
Insffigiency or ineffectivepess in jub perdonnmmce -1 2 3 (3} ]
| Digldyaity to CheyennetArapebo THbes 1 (132
» [ Use of intoxicants while on duty . 1 2
____gc._ﬁimna o solicitetion of gifis Erom sobprluates 1 2 (23 (3)
Damiperof xibal govermment proporty = i 2 {53 )]
Misult of fribal government property ) t Z @3 &)
| Endstigrring the sufety of fellow worlers 1 {02 Y3 @
4 Unartiiorized absence of theee {3) days ar lass 1 112 (23
Insifftdipation 1 2 3
Condiitling ectivities for personal mig 1 ~ {132 (233
Clgeling infou for avother, employes N N " i A3

-

95:51160~01-21
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griewance will be considered resolved at ﬁy step if the employee

the-nesd slep-within the given mutually extended time Jrmit,

fails to move 1o

oz
.15.2‘ W

20  MISCELLANEOUS

SRCTION 5.3 NEPOTISM

- In the following policy'statements the term "]mﬁuadiate Fﬂmﬂj‘" will be deﬁné;i
to include: Father, Mother, Sister, Brother, Husband, Wife, Daughter, Son.

No meémber of the injtﬁ‘lediﬁte fammily of an employee of the Cheyenne-Arapaho

i 1 t‘h A i »
Tribes may _be supervised by that employee, even temporarily Cegislature
No member of the immediate family of mernber of the-Buziness-Gormmitted T /

may serve as & Program Director or Coordinator during the term of
Eoramitice ember. This policy may be wailved throtgh resolution of the full

- _ ]Wem cases where Program Ditectors or Coordinators were
[Legislature employed in that capacity prior to election of & immediate farily member of the
E ‘g - '.-%'i : .

.

To be in compliance with federal and state regulations and to ensute a secyrs
and efficient operation, the Head Start Proggam shall prohibit the hiting of any
s mmiudﬁam@mm%fmmdmdud%mmdm&iamﬂyﬁﬁm@mym man

L
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adminisirative capacity of the Cheyenne-Arapeho Tribes or is 2 wember of the
governing authexity. .

SECTION 5.2 POLITICAL ACTIVITY

While the Cheyerme-Arapaho Tribes encourages all ernployees of the Tribal
Government 1o take an interest in and even assurne Jezdership zoles in politics at
all levels, the Tribal Goverrement itself paust remain absolutely nentral. To that
end, employees who actively involve themselves as candidates for Tribal or other
political office yaust apply for leave without pay to begin on the sarne date as
they arnounce thelr candidacies and ending onelection day. Every
céxnsideraﬁon will be given to such requests, within regson.

‘Additionally, employees may not campaign on behalf of candidates for Tribal or
other political offices while on duty. )

SECTION 9.3 DUAY, EMPLOYMENT

Bmployees of the Tribal Government are not discoura ged from holding outside
jobs in addition to their jobs with the C’heyeme—Arapa.ho Tribes provided the
foﬂowmv rules gre uLserved.

A.  The outside job st not distract or otherwise adversely affect the
employee in the performance of his/her duties with the Tribal
Government

B. The employee must not devote time to the oumlde job wiule on duty with

the Tribal Government.
The employee must obtain approval in agivence from Yis/ het supervisor,

C.
D,  Thejobmustnot ereate a conflict of nterest, incompatibility or bring
detrimenta] effect upon the Cheyenne-Arapiho Tribes.

A tribal errployee, mcludmg an empioyee of any tribal entity, is prohibited to
serve on any éntity board of the Tribal Governmment. This s to not allow any
distractions in the performance of his/ her duties with the Tribal Governmment, to

ot create any conflicts of interest, Incompatibility or bring any detrimental
effects wpon the @EyEM&Arapaho Tribes.

SECTION 5.4 ﬁCCOUNTB‘JG KND RESI’C?N SIBILITY .

Employees charged with responsibility for Tribal Govermnent property or funds

* will take reasonable care to protect the conditioms. of such property andthe

: properwcpmﬂﬁ'uxe 8f sich Funds. "Tr3b4 Governmieiit property indhudes, butis
not lmited to, all files, documents and papers generated Inconuteetion with the
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z wl,
employee’s job daties during the time of employment; capital and other Himes
purchased with funds which are derived from or flows through the Tribal
Governrment, Employees will be responsible for making appropriate restifuntion

to the Tribal Government for damage to or loge of property and for shortage in or &,

misapplication of funds under thedr care.

All employees have a duty to report, verbally o in writing, promptly and
confidentially any evidence of any improper practice of which they are aware,
As used here, the termn “improper practice” means any illegal, fraudulent,
dishonest, negligent or otherwise unethical action arising in connecton with the
Cheyenne-Arapaho Tribal operations or activities. :

. The Chain of Comrmnand should be utilized when reporting any such iliegal
incidents or if the incident involves the imumediate supervisor, then the Personxnel

Director should be notified. .

The Cheyerme-Arspaho Tribes, as an employet, is prohibited from dismissing

- employees in retalintion for the good faith exercise of rights protected by state
and federal Jaws, including the filing of claims for Worker's Compensation
benefits and sex discriminatiditases. “The employees of the Cheyenne-Arapahs
Tribes dre further protected from refaliation dizscharge by the Whistleblower
Protection Act, which prohibits adverse employment action against employees

who report violations of Jaw.
SECTION 9.5 SOLICITING AND SELLING

" Hmployees are prohibited from any fox"m of soliciting or se}_'[mg for pexsonal gain
at any time ju.or near Tribal Government facilities, unless as part of a previously
approved Tribal fund raising project. o

.Bmployees will not be allowed to soliett, pbtain, accept or retain any personal
benetit from any supplier, vendor, contractor (customer, client, éte.) or any
individual or crganization doing or seeking business with the Cheyenne-
Arapaho Tribes. As used here, persorial benefit means gift, gratuity, favor,
service compensation of any form, discount, spetial treatment or anything of
monetary value. Solicitation or receipt of gifts, favors and/ or gratuities is
prohibited when such gifts constitute a conflict of interest.

SECTION 9.6 BMPLOYEES INVOLVED IN ACCIDENTS

Anemployee involved in an accident while on duty must repoxt the accident to
his/her immediate supervisor, Tribal Police and the Insurance Specialist. If

. oo dtbapfitn s meqmingd ke pregieiee shouldwisttrolinicora plysicenss -
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- soon as possible.

B

SECTION 9.7 DRESS CODE

All employees are expected to be neatly groomed and dressed in a mnanner that is
appropriate and proper for their respective Ensﬂjons To avoid
mudsunderstanding as to what constitntes proper attire the derical, administrative
pnd other oifice workers in the Teibal Complex or any Tribal field office, shall not
wear attire which is not in good taste and no accepted by, or in conformity with

the stanudards of the business community.

If an employee repurts to work improperly dressed or groomed, his/her
Irmmediate director or supervisor may send them home to change dlothes or 1o

take other corrective action

Al Stendard of Dress

1. AN clothing worn should be neat, clean and pressed af u1} tirmes,
) . Missing buttors should be replaced; tears and hales should be
' mended before xeporting to work. All dothing should always be in
good taste and be appropriate to the position held. Sportswear
- such as halter tops, tank tops and shoxts of any kind, ete. will not be
tolerated.
2 Men mustwear sorks. Fernales must weas nylons or pardyhese
when wearing skirls or dresses. Stips are mqmred when wearing a
skirt or dress of fin material.
3. Foot wear should conform to approved office attire and present a
professional appearanice, No thongs or casual sandals will be
tolerated. Snewkers can be worn only if they are presentable.

All hair should be dean and neat. Bxh:eme: or urmm,el hmrstyles
are nét permitted, -

Employees with 1ong hair should wear it in a way 5o 1t fs.notin the
face and does not intexfere with ass:g:ned duties,

Hair ar:cessunes should be conservative and coordingte W‘J.i.h your

vuifit. -
Beards and moustaches must be kept neatly irimrged or be clean iy

shaven,
Wormen or men should not wear gandy or overly large jewelry.

o e S..\'.l-_,!\;i [ 11

- 43,
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Since Part 12 has
no force (due to
the valid repeal of
the Drug Free
Act"), the 2nd
paragraph of 9.8 is
currently
inapplicable for
termination

13036739155 ; t 5/ 22

¥ an emmployee has any guestions regatding & dress codes he/she should ask

thelr immediate supervisor, Infractions of the provisions of the dress code will
resnlf in disciplinary actons being taken. :

SRCTION 9.8 REOIRING

An employee who resigns his,/her position with the Cheyenne-Arapaho Tribes
canmot be re-hired for six (6} mouths following the date of his/her resignation.

An employee who is terminated from the Tribal Government for reasons directly
related to alcohol or drug abusge shall not be re-hired for twelve (12) months
following his/her termination dete. To be eligible for re-hire, the former
employee must demonstrate the ability to perform on the job and must show
proof of acceptable attendance and work habits along with his/her efforis 1o seek

help frrough & rehabilitation or treatmernt program.

ATl employees who are re-hired will, regardless of time away, reason for leaving
and job position, will have the seme status of & new hite. Re-employment statas

will not be granted to any employee fegardless of the zeason for tefmination. An
employee who is terminated or dismissed will not be eligible for employment

with the Cheyerme-Arapaho Tribes for twelve (12) months from the date of
ternination.

SECTION 8.9 EMPLOYEE'S CHILDREN

To eliringte tribal liability for accidental injury to children of e:mployees, the
employees must refrain from bringing their children to the place of work.

100 EMPLOYEE TRAINING

SECTION 181 - POLICY

It ill be the responsibility of the Persormel Director, subject to avaﬂabﬂlty of
funds, 1o foster and promote employee training programs for theprirpose of
improving the quality of personnel services rendered to the tribes and aiding
employees to eqttip themeelves for advancement in the service of the Txibas.

I an employee is directed to attend or signs up to attend raining and fails to do
8o, the cost of the fees and trave] expenditures will have tobe reirabursed to the
prograr from the employee’s paycheck. A_vra_nganents may be made to deduct
a portion &om several pay periods.
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SECﬁON 102 ADMINISTRATION OF 'IHE EMPLOYEE TRAINING
PROGEAM

The Personnel Director shall be responsible for:

A.  Establishing stendards for the training program.

B. Proviaing assistence to meet specific needs of their departrments apd in
developing and utlizing other techniques for increasing employee
efficdency.

C.  Developing supervisory and management training and other types of
training and employment developinent program cognman to all
departments. Keeping records of all approved Baiving courses and
programs and a record of employees who mccemfuﬂy comiplete such
courses and programe. -

D.  Evaluating the effectiveness of taxmng pmgrams

SKECTION 10.3 IDENTIFYING 'I‘RAINING NEEDS-

At the Hime of the armual supervisor - employee evaluation discussion, the
supervisorand employes should discuss areas where trajning is needed or
- desirable for performance in the employee's present job or would be helpfild in
developing additional skills fox growth into other positions in the Cheyenme-
Axapaho Tribal service. The sypervisor showld forward a written report of
training needs through the dixector to the Personniel Director. Directors should,
through contact with the Personne] Director and the public community, keep
themselves appraised of training programs that may be of interest to themselves
and to their employees and should nominate empluyees from appropriate

training courses.

11.0 EMPLOYEE BEWEFITS

SEC'I’ION 111 CURRENT BENEFITS

Under the present 5YStE:m ﬂ'le Tnbal Go‘venlu'tcn'c (}HE‘IB perrnanent employegs an
opportunity to parﬁtlpate ina group medical fnsurance plan. Quahﬁed
employees should contact the Insurance Specialist in the Personnel Department
for details. Brmployees will be kept fully informed by the Persormel Department
of development in the area of employee benefits. o
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130  SEXUAL HARASSMENT

SRCTION131  POLICY

Tt {5 the policy of the Cheyenne-Arapzho Tribes to protect its employeéb 3 male or
fermale, against unsolicited and unwelcome sexﬂal overties or conduct, either
verbal or physical, The pnhcy PI‘OthIiS :

A, Repeated se.xual Hirtations, gestures advances or demands for sesnzl

favors.
B.  Continued or repeated verba] abuse of & sexisal It&’mr&; sexually related

cormments or joking, degrading comments about an ernployee’s

: appearance or the display of sexually suggestive objectives or pictures.

C.  Any nninvited pliysical contact or fouching such ag patting, pinching ox
constant brushing agairist another’s body.

D.  Anydemand for sexual favors thiat is accompanied by etther a promise of
favorable job freatrnent or a threat conceming the individual's
employment .

Emplayees.who feel that thuy are a victm of sexital harassmgnt ahc:uld

. vyoedisiely ropork theaitiey irwlng to #heir nmedietesaperisor, the
irmedizte supervisor of the person involved in the alleged indident and 2 copy
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Fong,

i
o

to the Bmployee Relations section (Per'sbnnel Departrnent).

14.0 CHILD NEGLECT AND ABUSE e

~ SECTION 14.1 POLICY

The Cheyenme-Axapaho Tribes, realizing the sériousness of child abuse ar
neglect, herehy mandates that all employees, as reguired by state, feders) and
Triba! law, report all child abuse and neglect. The procedura for reporting child

abuse and neglect is:

A, Make referral to the Child Protection Worker of the Indian Child Welfara

FProgram. .

B.  Child Protection Worker will conduct an investigation,

C.  Child Protection Worker will make detérmination and inifiate the proper
action,

D.  Child Protection Worker will notify the reporting party of acton to be

" faken ,

E  Allemployees will cooperate with the Child Protertion Worker,

F. . Allemployees will preserve the confidentiality of all records pertaining to
the child abuse or neglect case i accordance with applicable state, faderal

' and Tribal laws. .
G Inthe absence of the Child ProtecHon Werker, the Indian Child Welfare

staff will be notified.

150  SMOKING POLICY

Directors may designate thelr immediate work aveas 25 a non-smoking atea
“Immediate work area” includes that area normally xeserved for the exclugive
uge for that particular program for which the director has designated as non-

smoking.

Dizectors who choose to do 50 may post an appropriate sign or signs in their
immediate work area fo clearly designate it is non-smoking.

Bmployees who do smoke should do so primarily in the areas so desigriated as
smoking areas and should respect all designated nom-smoking areas;

These guidelines will in no way sitpersede local, state or federal Jaw orany
existing and frthare regulations established for fire, health or safety reasons.

s
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160 CONCERALED WEAPONGS

SECTION161  POLICY

In compliance with Federal Statutes, no concealed weapons of any kind will be ' |
allowed to be carried on one's pevson at anytnne in any building under the é
judisdiction of the Cheyenne-Arapahe Tribes. The exception shall be any
Agenrles whose persorme] have been trained and are authorized to carry

weapons.
170 GSA AND PROGRAM VEHICLES POLICY ‘

All vehidles are to have mileage and trip purpose logs in each vehicle, A igpafl rtn;entt of

maintenance log should be kept in the vehicles. Diroste o

'I'heseingsaretobe tuzned in to the Business Manager's Office on the first of
each month for inspection by the Internal Service Aide. The Aide will make any
comments or guestions on & copy of the Jog(s) and return it o the appropriste

Director/ Coordinaﬁor for xeply.

The vehidles aze o be used only for offical business and durmg the work hours
designated by the program. Any rudsuse will result in suspension without pay
for the first offense and may result in termination if the infraction is wholly
insppropriate or a vepeat offence.

Tribal Law Enforcement vehicles may be taken honie and parked at the Officers ,
residence. Policy vehicles must remain priked when the officer is not on official
duty. Any infractions 1o this rule will result in immediate suspension without i
pay and may resulf in fermination. Police vehicles are 1ot io carry passengers

uriless the passengers are prisoners being tansported to Court of fo the
incarceration facilities or are clients or staff of ICW, Youth Shelter, Sorial

Services, Stop Violence or Substance Abuse requiring police escorts.
In addition, the following ;‘equﬁmenm apply only to the Law Enforcement:

A. M:Ieage and trip purpose logs shall be twmed in to the Business |
Manager's Office with the gubmission of the Police Chief's time sheet,

\ which i bi-weeldy, for concurrence on the Polire Chief’s logs.

B. | Thexestof the Law Boforcement taust have fhree concurring signatures

on their logs which will be fhe Police Chief, Supervising Officer or

Administeative Offiverand ihe s wihpdemms inthe dog.

'C. | TheTuternal Service Aide from the Business Manager's Office will

b

Department of
Administration
Director
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corpare, on a bi-weekly basis, the logs with the fuel purchased for each -
vehicle and reroncile mileage versus fuel purchases to verify officia] nze
only of the vehicle.

Any program vehicle desxumhed by the Office of the Business Manager ave to
remain parked on the prernises after work ho d not to be taken home.

These vehides will be parked i in the f “in grea of the Roads Department. An
agreemnent ymust be in place wittrthe Roads Department before the progrim
vehirle will be allo % use the fenced-in area. Other parking areas will be

Department of
Administration
Director

W i I‘IECESSEIY
irector or Coordinator of a program having vehicles is designated as

be:mg totaﬂy responsible for the vehicles (5) in their program. Thevefore,

action will result to the Director/ Coordinator as well as the

itting the infraction.

Ba,ch DirectoN/ Coordinator is requived to sign this pohe:y One (1) copy will be

placed in the Business Manages’s Office, one (1) copy for the Compliance Oficer,
and one (1) copy for Personne] to be placed in the Director/ Coordinator’s
personnel file. Please turn in the original copy to Personnel and distribuie the'

‘othey two (2) copies accordingly

180 COMPUTER SYSTEMS USER AGREEMENT POLICY
BECTION 151  USEOF ADMINISTRATIVE COMPUTER SYSTEM

Administiative Computer systems (ncluding but not ited to online services,
e-rnail zod Internet access) increase administration production end employea
effectiveness, but they can become thme waster instead, of a production enhancer
if used without policy guidelines. Employet hestital discretion over employed’s
access privileges and the nafure of public discussions on the Computer system,
making it'a productive and stable environment,

Administrative Computer systems are Tribal properties that are provided to be

suwad forgeneral Susinag plrposes indnsesas production audemplopes

30
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effectivences only. To ensuve the use of Adiministrative Computer systems ina
productive manmer, guidelines have been incorporated. All etnployees gre
required to abide by the guidelines; and improper use of Admirdstative
Computer systems 18 not acceptable and will not be tolerated.

SECTION 182  COMPUTER 5YSTEM POLICIES

A Monitéring Tools - Bmployer routinely and randomly monitors usage

pattemns for its comprtter commumications by the Bystemn Adwinistrative
staff. The reasons for monitoring are fox leverage computer productivity
as well as for better planning and management of network resonrces.

B.  Blorking of Irtemet Accegs ~ Different access and services levels for
different types of personnel may be given to employees depending on the

nafure of work. Employer reserves the abgolvte snight to block access to
certain Internet sites if it becomes necessa:y
C  Reasons for Pohues

1 To collect date for Internet access and to exisure that productivity

duzing worl hours stays productive.
To track and conirol the Bow of tratfic.

2
3. To improve capacity planning,
4.~ To decrease network slowdown and keep productivity up,
5. Tomaintain good av.aﬂa'bﬂ:ty of network bandwdth
6. . TO redice \:os’ts ‘ .
SECTION 183 - OWNERSHIP C!F ELECTI{ONIC COMMUNICATIONS

All Communications over Adnun_strahve Compmzer Systans are Property of
Employer. All messages ereated, sent ox retrieved gver the administrative
computer systems are the property of Employer, and EMPLOYEE'S should not
assume gleckronic commurdcations, messages end files on the admnuatraﬁve

computer systems. .

SECTION 13.4 MAINTAMNG APLEASANT ENVIRBNMENT

To ensure adﬁumsh*anve r:omputer ays‘ems 8 pmduchve and stable .
envirergnient, it is not pergitted the fransmittal, retrieval or storage of
information fhat is discriminatory or harassing, bbscene, pornographic, or X-
rated. Tt shall not be permitted the use of administrative computer systems for

personal gain or any other purpose which is illegal ox against Tribat
Administration Policies or contrary to the Tribe's best iqtereét S

51
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SECTION 18.5 NON-DISCRIMINATIO

. It shall not be permitted the fransmittal of messages with derogatory or -
inflamtatory remarks sbout g person’s race, color, sex, age, disabﬂﬂy, religion, - i
national origin, Physiral attributes and gexial preference.

SECTION 18.6 CONFIDENTIALITY

&, Commmnication of Messages Disclosing Trade Serrets io Prohibited - You
should recognize that your postition with the Employer requireg
considerable responsibility and trust. Relying on your ethira
respunsibility and undivided loyalty, Employer expects to enprast you
with highly sersitive, corfidential, restricted and pmprietaxy information
involving Trade Secrats {as defined in Section 18.6 (B)). You are legally
and ethically responsible for protecting and preserving Employer's
proprietary rights. Messages disclosing sensitive, confidential, resiricted,
non-public or proprietary information Involving trade secrets shall nop be
Transmitted over the administrative comptrter systems, Discussion of any
internal Tribal affairs on any online system other than the in-house system,
shall be prohibited. '

B.  IradeSecrets Defined - For purposes of this Agreement, “Trade Secrets” i

any infotrnafion, including, but niot limited to:

1. The operation of Tribal busitiess, consisting, for example, and not
intending to be inclusive, 6f its lists or other id entifications clients
or prospective clients of Employer (and key individuals ermployed
or engaged by such clients or prospective clients), the natare and
type of services rendered to such clients{or proposed to he
rendered to prospectve clients), fee charged or to be charged,
proposals, inventions, methndologies, algorithms, formulae,
processes, compilations of information, forrn and content of datg
bases, designs, drawings, fnodels, equiprnent, results of research
proposals, technica] or non-technicel data, patterns, proprams
devises, techniques, product plans, job notes, repotts, records, ‘
specifications, software, firmware and procedures used in or u
related o, Employers products; p |

2 BEmployer's relations with it EMEPLOYER'S tocluding without o
limitation, salaries, job classifications and skill levels; | :

3. Financial, sales gnd marketing clata compiled by Employer as wel]

‘ as Employer's financial, sales and marketing plans and strategies,
lists of actual or potential custorners or suppliers and non-publie
pricing that derive economic value, actual or potential, from not

lﬁﬂﬁﬁﬁw&@ﬁ?ﬁkﬂmmfmgmuﬁ;mﬂbﬂmgw@adﬂyaﬁﬂmamaﬂe@y
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proper means by, other persons who can obtzin economic value
from their disclosure or use;

4. All ideas, concepts, information and written material about & client
disclosed te EMPLOYYE by Employer; or acquired from a client of
Employer, and all finantial, accounting, statistics], prrsonnel and
business data and plans of clients, are and shall remain the sole and
exclusive property and proprietary information of the Eaiployer, ox

szid client;
5, Any subjects of efforts that ate reasonable under the circumstances

0 mairtain their confidentiality, secrecy and/or proprietary.
6.  Axny information that is protected under FIFFA.

C. Accessing Fribal Employees Personal Information Shall Be Prohibited - No

employee shall utilize the Admiindsteative Comhptier System {o cause
harm, or seek information that will be deimnemal to any Tribal

EMFLOYEE for personal gain
SECTION 18,7 MAINTAINING SYSTEM SECURITY

A Keeping the Admn'ustaﬂva Computer Systems Secure from Computer
 Viruses - No downloading/ uploadmg of softwate or music Hles shall be
allowed in order fo prevent vitoses from ertering the administrative
coxnputer systems from FTP gites e, Morpheus, Napsters, Kazaa.
Shareware and freewnre i.e,, Ad-Aware, Cosme Pop Up Blocker may be
downlosded if program contacts the System Administrative staff,

SECTION 188  TRYIBAL PUBLIC IMAGE

A, Pooployee's Conductin Pablic - Adminstrative comvputer systems is a
. public place for business communications, and &l commumnicetions over
admirdstrative computer systems reflect the Tribe'simage. All
- EMPLOYEFE'S are, therefore, responsible. to maintain and enhance the
Tribe’s image, and no abusive, discrirninatory, harassing, inﬂammatory,
profane, pornographic or offensive language or othér matexials are to be -
traneivtied through the administrative computer systems.
B.  Employee's Jdentity - No message can be transmitted without the
EMPLOYER'S identity. Transmitial of messages with anonymous or
fictitious names is prohibited. :

SECTION 18.9 COPYRIGHT

gt it Ao e pyIng ﬁmwﬁa&dmglw&mﬁbuhng ofany -
of the capynghfﬂd materials including but not limited 10 messages, e-mafl,

ra

:%- . '; x

b
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SECTION 1810  VIOLATIONS \

A, - Failoreto Comply - Failura tg comply with this policy will result i
digciplinary action Up o and including tenmination, The first offense wilj
be written reprimang, and if necessary, suspension without ray fora
duration that shall be at the discretion of the supervisor wit concurrence

of fhs - wioys destriction and/or the Inappropriate
_ oval of tribal program fnformatisg will eonstittite seriong misconduact
Department of as defined in the Tribal Persopne] Policies and shall be treateq
S_dmf ? istration accordingly. The second offense will be texmination with na eXteptions,
irector

128 MINIMUM STANDARDS OF CHARACTER AND SUITABYLITY FOR
EMPLOYMENT POLICY . -

SECTION 19.0 POLICY

This policy shall apply to a1y eraployees and applicants for ernployinent for
positions ﬂ}at have or will have regular contact with. or control gver children,
This policy shall alse apply to volunteers, foster parentis, and other adulyy .
residing in a foster home. This policy conforms io and establishes proceduyes for

the Indian Child Protection and Family Violence Prevention Act and the Crime
Contrel Act, : -

SECTION191  POSITIONS REQUIRING BACKGROUND
- INVESTIGATIONS :

All positions in the Tribal Government that require backgrotad vestipations
are identified and Hsted by the Director of Personnel, The st of positions ig:

Law Enforcement Soeisl Services Indisn Child Welbfure
Chief of Polica Caseworkers . . Coordinator '
Criminal Investigator Caseworker/ Supervisors Caseworker
Dispatcher . Director : Counselor
Officers/ Patrotmen: Receptionist/ Clerks Adminigtratve
Administrativa Assisiant Child Protection Worker Assistant

: Clerk/Receptionisy
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Em&rg:e___ngg’f_oui:h Shelter

Coagrdinator
Houseparents
Child Care Worker -

Commumnity Henlth Rep

AN CHR Tramsporters
Director (If transporis)

- WIA
Youth Coordinater

Child Cure Program

Direclor .
Administrative Asslstant
Clerks/RerepHonist
Teacher/ Teachers Aide
Caok/Cook Aide
Substitute Teachers’

A This list of posttions

niecessaLy.

13038739155

et
E 8

Eead Start

Director

Center Menager
Teacher

Teacher Aides/Drivers
Cook/Cook Aide
TIB.I'L&P orfaﬁcmf -

Mainterance Coordinator

Clerks

Administrative Assistant
Operation/ Facility Meanager

Head Stavt (Cont'd

Family Comumunity Service

oer

" Health and Disabilities

Manager -

f

t 18/ 22

Fiibal Coust |
CDUIi‘ CIEI" k ’L\;.'”

Deputy Court Clerk
Judges (7)

Educatipn
Youth Mentne

Diabetes Weliness
Finess Instryuctny
REACH Coordinator

1z 10 be reviewed annually and updated or revised ag

B All positions on this [ist will be advertlsed, when vacancies oconr, with the
stipulation thet a backpyonnd Investigetion is required, -
C.  All positions that have regular contact or control over children wil]
require & background investigation every four {4) years for updating,

SECTION 19.2 . EMPLOYMENT APPLICATIONS AND FOSTER CARE
APPLICANT - '

Employment applications and Foster Care Ap
have regular condact or control over childrén

necessary information

A, "Askswhether the applicant, volunteer,
other adults residing in the foster hom
8 Criwe involving a child, violence, s
sexual exploitation, sextal

PET=S0NS,

1 =

Asks the disposition of the arrest oy tharge. -
Requivesthat an applicant, volunieer,
other adults residing i a foster horze]
statement verifying the fruth of ali

- cmplRymentappinetion.
D.- Informs the applicant, volunteer, employee or foster patent (and othe

35

plicant forms for positicng that
are formatted to obtaln the

exployee or foster parent (and
€} has been arrested or convicted of
exmial assault, sexial tnclestaiion,

contact or prostitution or crimeg against

employee or foster parent land

sigrt, under penalty of perjury, a
information provided in the
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adults residing in a foster home) that a criminal history record check i5a
condition of employment and foster home certification and Teqitives the

applicant, volunteer, emplayee or foster parent (and othey aduits residing "

in a foster homa) to consent, iy writing, to a recard check,

SECTION 19.3 BACKGROUND INVESTIGATION FOR SUITARILYTY
OF CHARACTER

Background investigations for suitability of character identified I accordance
‘with the Indian Child Protection and Farnily Violence Prevention Act and thig
Palicy is to be done in a consistent manner as set forth herein,

A The Cheyenne-Arapaho Adjndieating Officer will utitize the Oklahora
State Burean of Investigation and the Federal Bureau of Investigation to

conduct all background and eriminal investigations when the applicant,

B The applicant, yolunteer, employee or foster parent (inclading other
acults in the foster horne) shall certify that their past conduct vill gpt
interfere with his/her performance of duties, nor would it create an
Immediate or long-term risk for any Indian child.

€. The Adjudicating Officer will determine and verify that the applicant o .
employee iz able to perform the duties and responsibilifies of the position,
and his or her presence on the job will rot inhibit othey employees from
performing their funetons. (Does not apply to foster parents)

SHCHION 154 ADBERING TO THE MINIMUM STANDARDS O
CHARACTER - :

The Cheyenne-&rapaho Tribal Government will utilize and adhete o thege
Minimum Standards of Character and they shall apply to any and a1 applicants,
volunteers and employees a5 identified in Section 19.1.

A.  Cannot have ever been, conwvicted of, entered a guilty Plea or a ples of nolo
contendere 1o any offense inder Federnl, state or tribal Jaw involving: _
crimes of vidlence, pextial assaulf, sexual molestation, sexual exploitation,
sexual contact or prostitution or edmes against persons, -

B.  Cannothave beey found guilty of, ertered & guilty plea’or a plea of nolo

. contendere'to any offense involving the sale, tse or Possession of illega]
drags or drug pasphernalia,
Carmot have had a Jicense, certification or appointiment zevoked for
' &rmMabymamw;mem@ﬂﬂ%ﬂW .
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Shall have faverable refererwes from forrner employers attesting to the
Tustworthiness, reliability and behavior of the individual {Does not
apply to foster parents)

. SECTION 185  DETERMINING SUITABILITY FOR EMPLOYMENT

The Adjudicating Officer will utilize the folldwing procedures for determining
-+ suitability for employment and efficiency of service for applicants and
employess,

A

The adjudica"cion process requires wiiform evaluation of significant and
relevant information concerning an applicant or employee’s background
and work history.

1. Review each secusity inv estigation form and employment
application and compare the information provided,

2 Review the regults of wxitten record searches requested from local
law enforcernent agencies, former employers, former supervisors,
employment references and schools. '

3. Review the tesults of the fingerprint chifts maintained by the BI
or other law enforcement information meintained by other
agencies, .

4. Review other information ohtained through a background
investigation, including the results of searches by siate hupum
Service agencies, S )

5  Determing whether the individual has been found guilty of or
‘entered a plea of nolo contendere or guilty to any felonions offense
under Federal, state or Txibal law, invelving erimes of violence,
sexusl assault, molestation, exploitation, contact or prostitution,
crimes against persons or offenses cormmitted against children.

6. The eruployes or applicant will first be given the opportunity to
respond to any negative or questionable findings by the
adjudicdting official. .-

7. Theadjudicating official will determine whether or'not the
individual can retain his/her position or: be placed in another
position. '

8. Once that decision has been made the adjudicating official will
issue a memorandum of findings ty the hiring offictal,

Hach case s judged on its own merits, All available information, buth
favorable and unfavorable, will be considered and assessed in {erms of

. -accoragy, completeness; relevanes, sefonsness avinll signifianne, s
“how &iinilar cases have bieen handled in the past. The adjudicating official
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may determine that the individunal, while not eligible to work in a Position
having regular contact with or control over children, MEY §erve in another
position if such a position is available based on the follewing review:
1 The nature and seriousness of the conduct in queston
2 The recency and circumstances surrounding the conduetin
question.
3. The age of the individusl at the time of the incident. -
4 BSoretal conditions that may have conixibuied to the nature of the

conduct,

5, The probability that the individual will cordinme the type of
behavior in gueston.

6. The individual’s commitment to rehabilitation and » change in the

behavior in quesHor. :
Z The degree of public trust and the possibility the public wonid be
placed at risk if the individual is appointed to the position,

SBCTICK 19.6 FOSYTER HOME CRITERYA, FOR ELIGIBILITY .

The Tribal Government, in the absence df a formal definition in any federal
agency regulations, shall apply the follawing procedures o the Roster Home
Parents criteria for eligibility.

A.

0 =

Foster Parents eannot be regarded as employees as they rersive no
compensation. for performing the duties of a foster parent, Foster Paxerts
fall outside the definitions for employees ag contained I the Cheyenne-
Arapaho Personnel Policies. __

Foster Parents shall certify that their past conduct will rot interfere with
his/hex performance and responsibilifies to foster childrexi, nor will jt
create.an hnmediate or long-term risk for any Indian child,

Faster Parents will be notified fhat criminal background checks are
DECSEEATY. .

Foster Parents will be subject to OSEI and FBI backgrounds checks.
Fostey Parents must immediately notify their assigned caseworker when
other adult members are living itt the Foster Home. The other adult
members must subrnit theit fingerprints for OSBT and FBI background
checks. |

'(A) and (B) of Section 194 shel] apply to Foster Parents.

Foster Home Parents backgrowund checks will be updated per the state

requirements,
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SECTION18.7  INDIVIDUAL RIGHTS

The Tribal Governrnent assures that the individual's sighis are protected through
the following provisions;

A, The individusl will be provided en opportundty to explain, deny or refute
unfavorable and incorrect information gathered in the investigatons.
Prior to a final decision in a adjudication, the individnal will receive a -
written summary of all derogatory information and be informed of the
process for explaining, denying or refuting unfavorable information,

B. The adjudicating officials cenmot release the actual background reports,
copies or facsimiles to anyone.

. The individual who is the sulject of the background investization has the
right fo request reports from any of the investigating agencies ag well as
any other information maintained by the agency pertaining to the subject
individual.

D.  Theburden of proof for disputing any nnfavorable mfounaton is wﬁ;h the

ndividual.
SECTION 198 CONEIDENTIALITY

The Tribal Goverriment assures confidentiality of reports and information
collected to comply with Federal, state and Tribal laws.

A, Invesﬁgaﬁ;ve reports cantain information of a highly personal natire and
will be maintained confidentially and secured in locked Hles. ‘A1l such
files will be maintained in the Fersonnel Office, accessible only to the
Personnel Officer,

B.  Investigative reporis may be seen oply by those of&cxals who in

0 perforining their official duties, need {o'know the information contained

in the report.
SECTION 129 FROVISIONAYL HIRE AND RETENTION

The Tribal G ovexmnent, in adopuug these policies, has also adopted a
provisional form allowing new or vacant positions t be filled and providing for
retention of cuxrent employees during the investigation process. This form for
Provisional Hire arid Retention is made a part of this policy. -

A, Theindividual must sign the farmn agreemg to all conditions presemed on

the forym.
LB s %’ﬂm'tmay"’bempgmded ol Changed 4s ecessary wWithow: Toither

- Tribal Government appraval.
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SECTION19.7  INDIVIDUAL RIGHTS :

The Ttibal Government assuves that the individual's rights are protected through
the following provisions:

A.  Theindividual will be provided an opportunify to explain, deny or refute
unfavorable and incarrect information gathered in the investigations.
Prior 10 a final decision ina adjudication, the individual will recejve a -
written summery of all derogatory information. and be informed of the
process for explaining, denying or refuting unfavorable information.

B. The adjudicating officials cannot release the actual backgruund Teporis,

copies Or facsimiles to anyone.
C.  Theindividual whois the subject of the background investigation hag the

right to requestreports from any of the investigating agencies as well ag
any other information maintained by the agency pertaining to the subject

individual.
D.  The burden of proof for disputing any unfavorable nformation is Wﬁh the

md;wduﬂl
SBROTION 15.8 CONEIDENTIALITY

The Tribal Governaent assures confidentiality of reports and-information
collected o comply with Federal, state and Tribal laws. _

A,  Investigative repotts condain information of 8 highly personsl natire and

will be maintained confidentially and secured in locked files, All suck
files will be maintained in the Personnel Office, accessable only to the

Personne] Officer,
B.  Investigative reports may be seen only by those o&imale, who, in
" perforining their official duties, need to'know the information corgeined

in the report.
SECTION199  FROVISIONAL HIRE AND RETENTION

The Tribal Goverrunent, in adopting these policies, has also adopted a
provisional form allowing new or vacant positions to befilled and providing for
retention of enrrent employees during the investigation process. This form for

Pravisional Hire anid Retsnhon is roade a part of this policy. .

A, The mdividual must 51311 the form agreang to all conditions presented on
the form.

B ThisTorm sy npgraded i Changed ay hecessary withou iifber

- Tribal Government approval.
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19,10 FIRCUMSTAN CES CAUSING AN ADVERSE AD}UDICA'I;I{)N

In the circmnstance of an applicant or employee being charged with an offense

' consti?.?zﬁng cavse for an adverse adjudication, the Tribal Goverrment has
established the following options for the adjudicating officer:

A v

B.
C.
D. -

Deny the applicant employment untl fhe charge has been resolyved.

* Denly the applicant or employee any on-the-job confact with ehildrey,

Petail or reassigr the employee to other duties that do not i

! Invok
contact with children. : Fvenve egulax
Flace the individual on iridefinite suspension unt] the court has d; '
of the charge, : i e dieposed
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