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I

IntroductiOn
I

This Personnel Policy Manual is an outline of the basic personnel policies and practices of the
Lummi Tribal Government. It contains general statements of organizational policy and should
not be read as including the fine details of each policy unless it is specifically addressed in the
policy manual.

The Human Resources Director 15 responsible for custody, maintenance, administrative revisiOfl5
and distribution of copies of the Personnel Policy Manual. Each Executive Director will be issued
a copy of this manual and may request from the Human Resources Department a sufficient
number of additional copies for distribution to each of their employees in their depameflt5. It
will also be available on the LIBC Intranet system.

The manuals are Tribal Government propertY and are assigned to the job position and not to
the individual. Upon separation of employment, each manual shall be returned to the Executive
Directors of their department.

Should an employee approach their supervisor with a question concerning a policy contained in
the manual, the supervisor is encouraged to consult the written policy and attempt to answer
any questions concerning the policy. particular matters involving the interpretation of the policy
shall be referred to the Human Resources Director.

As used in the manual:
, The words “shall” or “will” are to be construed as mandatOr/ and the word “may” as

permissive.
4 Lummi Indian Business Council shall mean the body of elected officials empowered by the

tribal General Council to oversee the activities of the LIBC.
, LIBC shall mean the Tribal Governmental offices, enterprises, and the people working for

those activities.
, “General Manager” (GM) means the individual responsible for the overall administration of all

LIBC organizational offices and enterprises. The GM is hired by and reports to the elected
Lummi Indian Business Council.

, “Executive Director” means the individual with overall responsibiliW for a Division or multiple
departments and is hired by and reports to the GM (example: planning Director, Natural
Resources Director, etc.).

, “Director” means an individual responsible for a department(s).
, “SupeisOr” means an individual with the authoriW to hire, assign, terminate, direct, and

review the work of one or more subordinates.

ApplicabilitY

The Human Resources personnel Policies set forth in this manual apply to all employees of the
LIBC and its organizations/entities.

_
_
_
_
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I
Employee Relations/Responsibilities

Effective Date: 08/01/00

LIBC believes that the compensation package offered to its employees are competitive with
those offered by other employers in this area and in this industry. If employees have concerns
about work conditions or compensation, they are strongly encouraged to voice these concerns
openly and directly to their supervisors. Our experience has shown that when employees deal
openly and directly with supervisors, the work environment can be excellent, communications
can be clear, and attitudes can be positive. LIBC amply demonstrates its commitment to
employees by responding effectively to employee concerns.

Employee Responsibilities:

All employees are required to report any suspected criminal behavior by another employee
during working hours to the Human Resources Department.

All employees are responsible for reporting any allegations (whether told to them or witness to
an incident) of harassment to their immediate supervisor or the Human Resources Director.

All employees’ names will be eligible to be randomly selected to serve on the “Review Board” for
complaint resolutions [See Section 505]

All employees will follow the “Chain of Command” established in their respective Departments.

Employees shall make their best effort to perform their jobs in the best interest of LIBC and the
Lummi Nation.

Employees shall from time to time be assigned “Other Duties” and will be expected to carry out
those duties.

Employees shall make conscientious efforts to improve performance when their supervisor has
identified performance deficiencies.

No employee shall speak for the Lummi Nation to any mass media organization on any matter
concerning the nation without first obtaining approval from the Lummi Indian Business Council
Secretary.

Employees are encouraged to exercise their political rights as citizens, vote as they choose,
support candidates of their choice, and express political opinions. However, political activities
must take place outside of working hours and away from the tribal government offices or any
other organization/entity operated by the Lummi Nation.

Employees are responsible for the proper maintenance and upkeep of any tribal equipment that
is assigned to them for their position.

Publication Date: May 8, 2013 Page 5



I

Employees who are injured on/off the job and who are released by their doctor for light duty
will be required to notify their supervisor and return to work immediately for light duty.
Employees on light duty may have to perform duties in another department and return to their
position when their doctor approves of full duty responsibility and provides written notice.
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102 COnfIIt of Interest
Effective Date: 08/01/00

Employees have an obligation to conduct business within the guidelines that prohibit actual or
potential conflicts of interest. This policy establishes only the framework within which LIBC
wishes the business to operate. The purpose of these guidelines is to provide general direction
so that employee can seek further clarification on issues related to the subject of acceptable
standards of operation. Contact your Executive Director for more information or questions
about conflicts of interest.

An actual or potential conflict of interest occurs when an employee is in a position to influence a
decision that may result in a personal gain for that employee or for a relative as a result of
LIBC’S business dealings. For the purpose of this policy, a relative is any person who is related
by blood or marriage, or whose relationship with the employee is similar to that of persons who
are related by blood or marriage.

No “presumption of guilt” is created by the mere existence of a relationship with outside firms.
However, if employees have any influence on transactions involving purchases, contracts, or
leases, it is imperative that they disclose to their immediate supervisor prior to the transaction
as soon as possible the existence of any actual or potential conflict of interest so that
safeguards can be established to protect all parties. Failure to report possible conflict issues to
the employee’s supervisor will result in the appropriate disciplinary action up to and including
termination.

Transactions with outside firms must be conducted within a framework established and
maintained by the executive level of LIBC Business. Dealings with outside firms should not
result in unusual gains for those outside firms, employees or both. Unusual gain refers to
bribes, product bonuses, special fringe benefits, unusual price breaks, and other windfalls
designed to ultimately benefit the outside firm, the employee, or both. Promotional plans that
could be interpreted to involve unusual gain require specific executive-level approval

Personal gain may result not only in cases where an employee or relative has a significant
ownership in a firm with which LIBC does business, but also when an employee or relative
receives any kickback, bribe, substantial gift, or special consideration as a result of any
transaction or business dealing involving LIBC.



103 Outside Employment
Effective Date: 07/26/2011

Employees may hold outside jobs subject to departmental policies, as long as they meet the
performance standards of their job with LIBC. All employees will be judged by the same
performance standards and will be subject to LIBC’s scheduling demands, regardless of any
existing outside work requirements. Employees who hold outside jobs must submit in writing
the general duties of that position to their immediate supervisor to determine if a conflict of
interest exists. A copy of the agreement must be submitted to the employees personnel file.

If the employee’s immediate supervisor determines that an employee’s outside work interferes
with performance or the ability to meet the requirements of LIBC as they are modified from
time to time, the employee may be required to terminate the outside employment if he or she
wishes to remain with LIBC. If the outside employment continues to be an issue, the employee
may be subject to corrective action up to and including termination of employment with LIBC.

Outside employment that constitutes a conflict of interest is prohibited. Employees may not
receive any income or material gain from individuals outside LIBC for material produced or
services rendered while performing their jobs for LIBC.
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104 Non-Disclosure
(

Effective Date: 08/01/00

The protection of confidential business information and trade secrets is vital to the interest and
the success of LIBC. Such confidential information includes, but is not limited to, the following
examples:

* Attorney/client information
* Compensation data
* Computer programs and codes
* Customer lists
* Confidential employee data
* Financial information
* Labor relations strategies
* Marketing strategies
* Medical information
* New materials research
* Pending projects and proposals
* Proprietary production processes
* Research and development strategies
* Scientific data
* Technological data
* Tribal business strategies

All employees and Commission members are required to sign a non-disclosure agreement as a
condition of employment. Employees who improperly use or disclose trade secrets or
confidential business information will be subject to disciplinary action, up to and including
termination of employment and legal action, even if they do not actually benefit from the
disclosed information.
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105 PersonalAppearance!DressAttire
Effective Date: 06/21/2011

Dress,grooming,and personalcleanlinessstandardscontributeto the morale of all employees
and affect the businessimageLIBC presentsto customers,clientsandvisitors.

During businesshours,employeesare expectedto presenta clean and neatappearanceand to
dress according to the requirementsof their position. Employees who appear for work
inappropriatelydressedwill be sent home and directed to return to work in proper attire,
including uniform, gear and equipmentif required. Under such circumstances,employeeswill
not be paid for this time and will not be allowed to use their accumulatedleave time.
Continuedviolations of this policy will lead to correctiveaction up to an including terminationof
employment.

Professionalattire:
Clothing length should not exceedthree inchesaboveyour knee cap, unlessit is required for
your uniform. In certain positions,employeeswith visible tattoosor piercingsmay be askedto
coverthem. Revealingor ripped clothing areexamplesof inappropriateprofessionalattire.

Consult your supervisoror departmentDirector if you have questionsas to what constitutes
appropriateattire.
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201 EmploymentCategories
Effective Date: 06/21/2011

It is the intent of LIBC to clarify the definitions of employmentcategoriesso employees
understandtheir employmentstatusand benefiteligibility.

Each employeeis designatedas either Non-Exemptor Exempt. Non-Exemptemployeesare
entitled to overtimepay. Exemptemployeesareexcludedfrom overtime.An employee’sExempt
or Non-Exemptclassificationmay be establishedor changedonly upon written requestby the
ExecutiveDi rectorand uponverification and approval of the H uman ResourcesDi rector.

In addition to the above categories,each employeewill be classified in one of the following
employmentcategories:

REGULAR FULL-TIME employeesare thosewho completedtheir Orientation period and who
are regularly scheduledto work over 32 hours per week. They are eligible for LIBC’s benefits
package,subjectto the terms,conditions,and limitations of eachbenefit program.

REGULAR PART-TIME employeesare thosewho completedtheir Orientationperiod and who
are regularly scheduledto work lessthan the full-time work schedulebut 21 or more hoursper
week. They are eligible for LIBC’s benefits package,subject to the terms, conditions, and
limitations of eachbenefit program.

PART-TIME employeesare those who completed their Orientation period and who are
regularly scheduledto work up to 20 hours per week. While they do receive all legally
mandatedbenefits,they are ineligible for all of LIBC’s otherbenefitsprograms.

ORIENTATION employeesare those whose performanceis being evaluatedto determine
whether further employment in a specific position is appropriate. During Orientation an
employee may be terminated“at will” as determinedby the supervisor, Human Resources
Di rector and Executive Di rector. Orientating employeesare not eligi ble to file a grievance.
Employeeswho satisfactorily complete the Orientation period will be notified of their new
employmentcategory. The Orientationperiod shall be a minimum of ninety (90) calendardays
but may be extended as deemed necessary(through written evaluation) and with the
agreementof the HumanResourcesDirector.

TEMPORARY employeesare thosewho are hired as interim replacements,to supplementthe
workforce, or to assistin the completionof a specific project. Employmentassignmentsin this
categoryare of limited duration. Employmentbeyondany initially statedperiod doesnot in any
way imply a changein employmentstatus.Temporaryemployeesretain that statusunlessand
until notified of a change.While temporaryemployeesreceive all legally mandatedbenefits,
they are ineligible for all of LIBC’s otherbenefitsprograms.

Temporaryemployeestatus is normally limited to ninety (90) calendardays. This may be
extendedunder unusual circumstanceswith the written permissionof the General Manager.
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Governmentagencygrant employeesmay work beyondthe normal ninety (90) day period but
normally not to exceedsix (6) months.

SPECIAL PROJECTSemployeesare those who are hired to assist in the completion of a
specific project. Employmentassignmentsin this categoryare of limited duration. Employment
beyond any initially statedperiod does not in any way imply a changein employmentstatus.
While specialproject employeesreceiveall legally mandatedbenefits,they are ineligible for all
of LIBC’s otherbenefitsprograms.

ON-CALL employeesarethosewho haveestablishedan employmentrelationshipwith LIBC but
who are assignedto work on an intermittentand/orunpredictablebasis. While they receiveall
legally mandatedbenefits,they are ineligible for all of LIBC’s otherbenefitsprograms.

CONTRACT EMPLOYEES
EMPLOYMENT CONTRACT employeesare those who are hired by Lummi Indian Business
Council outside of the normal Human Resourcesprocess and are only for upper-level
managementpositions.Employmentbeyondany initially statedperiod will requirea new signed
employmentcontract. They are eligible for LIBC’s benefits package,subject to the terms,
conditions,and limitations of each benefit programand within their employmentcontract.The
employment contracts must be reviewed by the Office of the Reservation Attorney and
approvedby the Lummi Indian BusinessCouncil.

EDUCATION CONTRACT employeesare thosewho are hired by LIBC to work for the Education
departmentfor a specified period of time, usually which coincideswith the school calendar.
Education contractsare generally one-yearcontract terms. Employment beyond any initially
statedperiod will require a new signed educationcontract.All employeeswhom enter into an
educationcontractwill be subjectto the policies within this manual,unlessotherwiseindicated
in the educationcontract.They are eligible for LIBC’s benefitspackage,subjectto the terms,
conditions,and limitations of eachbenefit programand their educationcontract.If an employee
continuestheir employment in successiveacademicyears, they shall not be subject to an
orientationperiod and shall upon return receiveall LIBC benefitson the first day of their return
to work.

COUNCIL APPOINTMENT (at-will) employeesarethosewho are hired by Lummi Indian Business
Council Officers to assistthem in fulfilling their electedposition, per LIBC Resolution2010-109
(until rescindedor replaced).Theseemployeesshall have an at-will contractthat pertainsto
their employmentterms. In lieu of an at-will contract,theseemployeeswill be subjectto the
policies within this manual,with exceptionof the GrievancePolicy and ChallengePolicy. The at-
will contractsmust be reviewedby the Office of the ReservationAttorney and approvedby the
Tribal Chairman.They are eligible for LIBC’s benefitspackage,subjectto the terms,conditions,
and limitations of eachbenefitprogramand their at-will contract.

VOLUNTEER/INTERN are those who are identified by LIBC to volunteer their time for a
certain project. They cannotbe construedin any way to be an employeeof LIBC, nor are they
eligible for any LIBC benefits. For specific questions and/or concerns refer to the LIBC
Volunteer/InternPolicy.
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ELECTED OFFICIALS Lummi Indian BusinessCouncil elected officials who are selectedby
Lummi Indian BusinessCouncil to serve in paid positionsshall be entitled to the LIBC benefits
availableto regularemployees. The portions of this manualwhich conflict with their roles and
dutiesas electedofficials shall not apply to them. Eligibility for benefitsshall start the day the
electedofficial is eitherelectedto the paid position or when a PAF is executed,whicheveris first
and will endwhen they are no longerserving in the paid position.

COMMITTEES, BOARDS & COMMISSIONS employeesare those whom are elected or
appointedto servethe community. Theseindividuals shall only be categorizedas employees
for purposesof receiving and tracking paymentfor their services.If they are not re-electedor
are removedfrom their position/seattheir employmentrelationshipwill immediatelyend. They
are not eligible for any LIBC benefits.

TRANSFERemployeesare thosewho transferto anotherdepartment/entitywithin LIBC. They
will be placed on a ninety (90) day secondaryorientation period. If the employee is not
successfulin this new position, they may be terminatedfor cause.If they are terminatedfor
cause,they may file a grievanceunderSection505 GrievanceProcedures.

The employeewill be allowed to keeptheir original hire date.At the time of hire, it will be the
employee’s responsibility to make known that they will be transferring from another LIBC
department/entity.The employeewill also be responsiblefor ensuringtheir original hire date
goesto the Human ResourcesDepartmentand Payroll Office within ten (10) working daysfrom
the dateof hire. They are eligible for LIBC’s benefitspackage,subjectto the terms,conditions,
and limitations of each benefit program.The employee’ssick leave balancewill not transfer if
they arecoming from anotherentity with their own payroll system.Also, if allowed by the entfty
from which the employeeis transferringfrom they may transfertheir proratedaccruedannual
leave. If the annual leave balanceis transferredthe entity must provide LIBC Payroll Office a
check equaling the prorated accruedannual leave amount. Employeesshall be considereda
transferemployeeif they transferwithout a breakin service.

PROMOTIONS
Lummi PreferencePolicy, seniority and job performanceapplieswhen promoting an employee
within the department,and only if the GeneralManagerand Human ResourcesDirector agree
that the position doesn’t need to be posted.The employeemust go through a ninety (90)
calendarday evaluationperiod. If the employeeis not successfulin this new position they may
be terminatedfor cause,or they may return to their previous position if the position or an
equivalentposition in the departmentis available.If the employeeis terminatedfor cause,they
may file a grievanceunder Section 505 GrievanceProcedures.During their evaluation period
and thereafter,they are eligible for LIBC’s benefits package,subjectto the terms, conditions,
and limitations of eachbenefit program.
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202 JobPosting
Effective Date: 08/01/00

Job posting is a way to inform employeesof openingsand to identify qualified and interested
applicantswho might not otherwisebe known to the hiring manager. Other recruiting sources
may also be used to fill open positions in the best interest of the organization with the
concurrenceof the Human ResourcesDirector.

LIBC providesemployeesan opportunityto indicatetheir interestin open positionsand advance
within the organization according to their skills and experience. In general, notices of all
regular, full-time job openingsare posted,althoughthe managementreservesits discretionary
right to not post a particular opening with approval from the CEO and Human Resources
Di rector.

Job openingswill be posted on the employeebulletin board and in the e-mail system,and
normally remain open for a minimum of 3 days. Each job posting notice will include the dates
of the posting period, job title, department, location, job summary, essential duties,
qualifications(requiredskills and abilities). To be eligible to apply for a postedjob, employees
must have performed competently for at least 90 calendardays in their current position.
Employeeswho are in the Orientation processor have a written warning on file (within the
immediate prior ninety (90) days), or are on suspension,are not eligible to apply for posted
jobs.

Prior to applying for an open position the employeemust obtain approvalof an transition plan
from their currentsupervisorto ensurea smoothtransition for the department.To apply for an
open position,employeesshouldsubmitan applicationwith their approvedtransition plan to the
Human ResourcesDepartment.It should also describehow their currentexperiencewith LIBC
and prior work experienceand/oreducationqualifiesthemfor the position.

The Human ResourcesDepartmentmust receive all applications by 4:30 p.m. on the day
indicatedon the announcementas the closing date. Late applicationswill not be consideredfor
the position opening. If the position re-opensany applications that were received will be
acceptedalong with the additionalapplicationsduring the new opening.

If an employeeis laid off from their position they may be eligible to be recalledto their original
position by their supervisorwithin the first 6 monthsof the layoff and return to their original
position.
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203 Lummi/IndianPreference,VeteransPreference
Effective Date: 08/04/2009

Hiring Preference
The LIBC promotesthe goal of tribal self-sufficiency by employing enrolled membersof the
Lummi Nation and enrolled Native Americansof other federally recognizedIndian tribes at all
tribal organizations/entities.To achievethis goal, the Lummi Nation hasadoptedthe following
policy.

Preferencewill be given in filling open positions,in interdepartmentalpromotionsand in making
lay-offs and other reductionsin force as follows: The highestemploymentpriority will be given
to enrolled Lummi Members.The second highest employmentpriority will be given to other
Indiansenrolled in federally recognizedIndian tribes. When making lay-offs or otherreductions
in force, retention preferencewill be given to Lummis and then to other Indians enrolled in
federally recognizedIndian tribeswhen thereare multiple individuals occupyingpositionswithin
the samedepartmentwith the sameresponsibilities. Somedepartmentsor positions may be
subject to limitations on their ability to institute “Lummi Preference”basedon their funding
sources. When such limitations exist, equal hiring preferenceshall be given to all applicants
who areenrolled in a federally recognizedIndian tribe.

In order for an enrolled memberof the Lummi Nation or other American Indian to receive
preferenceconsideration,the Human ResourcesDepartmentmust have official enrollment
verification. For new hiresand challenges,this documentationmust be providedat the time the
employmentapplicationis submitted.

The Lummi and federally recognizedIndian preferencewill be implementedin open position
hiring asfollows:

The Human ResourcesDepartmentwill screenapplicationsfor open positions and then work
with the appropriateDepartmentDirector to set up interviews. Enrolled Lummi memberswho,
through the applicationscreeningprocess,appearto meetthe minimum job qualificationswill
be interviewedfirst. Only if necessary,(due to application screeningand/or interviews which
indicate that no Lummi Member candidatesmeet the minimum job qualifications) will an
interview be scheduledfor an American Indian enrolled in anotherFederallyrecognizedIndian
tribe. Then, and only if necessary,(due to application screeningand/or interviews, which
indicate that no enrolled memberof the Lummi Nation or other American Indian candidates
meetthe minimum job qualifications)will interviewsbe scheduledfor non-Indians.

Veterans:
Veteranswho havebeenhonorablydischargedor arecurrentmembersof the armedforces,the
reservesor the National Guard shall receive preferencein hiring. If, after completion of the
screeningand interview process,two or more applicantsare determinedto be equally qualified
for a position, preferenceshall be given to the veteran. Documentationof an honorable
dischargeor current membershipin the armed forces, reservesor National Guard must be
providedat the time of application.
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204 TreatyFishing RightsRelatedEmployee
Effective Date: 08/01/00

Employeeswho are enrolledmembersof any of the Point Elliot TreatyTribes and areworking in
a TreatyFishing Rights Relatedposition may be exemptfrom paying any federaltaxes.

In orderto determineif the position is tax exemptthe employeeand supervisormustcomplete
a Tax Exempt form; provide a copy of enrollment and written documentationon how their
exemptionis verifiable for tax-exemptstatus. Exemption may be anywherefrom l% to 100%
Tax exempt forms are available in the Human ResourcesDepartment.All determinationsof
whetheran employeeis eligible for tax exemptstatuswill be made by the Human Resources
Director. All documentationmust be approvedprior to all employeesstaiting in a tax-exempt
position.
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205 Disability Accommodations
Effective Date: 08/01/00

LIBC s committed to ensuring equal opportunity in employmentfor qualified personswith
disabilities. All employment practices and activities are conductedon a non-discriminatory
basis.

Hiring procedureshave been reviewed and provide persons with disabilities meaningful
employmentopportunities. Pre-employmentinquiries are made only regardingan applicant’s
ability to perform the dutiesof the position.

Reasonableaccommodationsare available to all disabled employees.When their disability
affectsthe performanceof job functions. All employmentdecisionsare basedon the merits of
the situation in accordancewith definedcriteria, not the disability of the individual.

Qualified individuals with disabilitiesare entitled to equal pay and other forms of compensation
(or changesin compensation)as well as in job assignments,classifications,organizational
structures,position descriptions,lines of progressionand seniority lists.

LIBC is also committed to not discriminating against any qualified employeesor applicants
becausethey are relatedto or associatedwith a personwith a disability.

PublicationDate:May 8, 2013 Page17



206 New EmployeeOrientationPeriod
Effective Date: 06/21/2011

To successfullycompletethe orientationperiod all new hireson orientationshall go throughthe
New Hire Orientation Training offered by Human Resources.This is a mandatory training
required before you can come off of orientation status.This training is intendedto introduce
new employeesto the LIBC organizationand Lummi Nation community.

Initial Orientation
The initial orientation period is intended to give new and rehired regular employeesthe
opportunity to demonstratetheir ability to achievea satisfactorylevel of performanceand to
determinewhetherthe new position meetstheir expectations.LIBC usesthis period to evaluate
employeecapabilities,work habits, and overall performance.The initial orientation period will
be a minimum of ninety (90) calendardays. Any significant absencewill automaticallyextend
the orientation period by the length of the absence.Temporaryemployeeswho apply for a
regular position with LIBC will have to serve the initial orientation period for a minimum of
ninety (90) calendardays regardlessof how long they may have worked temporarily for the
LIBC.

ExtendedOrientation
If the employee’s supervisor determinesthat the initial orientation period does not allow
sufficient time to thoroughly evaluatethe employee’sperformance,the orientation period may
be extendedfor a specified period upon a written requestsubmittedto Human Resourcesand
to the employeeexplaining why the orientationperiod is extendedand for what length of time.
The supervisormust extend the orientation within the initial ninety (90) calendardays. The
extendedorientationperiod may not exceedan additional ninety (90) calendardays.Apart from
the extension, based on absence,any significant absencewill automatically extend the
orientationperiod by the length of the absence.

Employeeson any of the abovementionedorientationcategoriesthat, in the sole judgmentof
management,are not successfulin the new position can be removedfrom the position at any
time during the orientationperiod with or without cause.Such terminationsshall not be eligible
for a grievanceunderSection505 GrievanceProcedures.

To be taken off orientation status,each employeemust receive a satisfactoryperformance
evaluation.

If the supervisorfails to take an employeeoff orientationstatuswithin the ninety (90) calendar
days(unlessan employeehasbeenplacedon extendedorientation)the employeeshall only be
terminatedfor causeunderSection504 CorrectiveDisciplinary Action and may be eligible to file
a grievance underSection505 Grievance Procedures.

After becoming regular employees,employeesmay be eligible for LIBC provided benefits,
subject to the terms and conditions of each benefit program. Employeesshould read the
information for eachspecific benefitprogramfor the detailson eligibility requirements.
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207 PerformanceEvaluations
Effective Date: 06/21/2011

Supervisorsand employeesare strongly encouragedto discussjob performanceand goals on
an informal, regular basis. Formal performanceevaluationsare conductedat the end of an
employee’s orientation period in any new position. This period, known as the orientation
period, allows the supervisorand the employeeto discussthejob responsibilities,standardsand
performancerequirementsof the new position.

All regular employeesare evaluatedduring Januaryof each year and are due to the Human
ResourcesDepaitmentby January31st. Educationemployeesare evaluatedduring the month
of March and are due to the Human ResourcesDepartmentby March 31st, or as per provisions
of their employmentcontracts.

Additional performance evaluations may be conducted to provide both supervisors and
employeesthe opportunity to discussjob tasks, identify and correct weaknesses,encourage
recognizestrengthsand discusspositive, purposefulapproachesfor meetinggoals.

If a performanceevaluationidentifies areasthat need improvement,employeesmay be placed
on a Plan of Improvementto assistthem in correctingthejob performancedeficiencies.

If an employeedisagreeswith the performanceevaluation,they have the opportunityto write
their commentsalong with or directly on the evaluationform. The employeemay also submit a
self-evaluation. Performanceevaluations may not be grieved under Section 505 Grievance
Procedures.
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301 EmployeeBenefits
Effective Date: 08/01/00

Eligible employeesat LIBC are provided a wide rangeof benefits. A numberof the programs
(suchas Social Security,workers’ compensation,disability, and unemploymentinsurance)cover
most employees. (Treaty Fishing Rights Related Employees do not receive the following
benefits;Social Security,unemploymentinsurance).

Benefitseligibility is dependentupon a variety of factors, including employeeclassification. The
Human ResourcesDepartmentor your supervisorcan identify the programsfor which you are
eligible. Details of manyof theseprogramscan be found elsewherein the employeehandbook.

The following benefitsprogramsmaybeavailableto eligible employees:

* 401(k) SavingsPlan [317]
* BenefitsConversionat Termination[301]
* BereavementLeave [308]
* EducationAssistance[412]
* FlextimeScheduling[502]
* Health/DentalInsurance[315]
* Holidays [302]
* Jury Duty Leave [309]
* Life Insurance[316]
* Long-Term Disability [314]
* Medical Leave[304/305]
* Military Leave[306]
* PregnancyLeave [304/305]
* SeverancePay [404]
* Short-TermDisability [313]
* Sick Leave[304]
* Travel Allowances[704]
* Annual Leave [303]
* WeilnessProgram[311]
* WitnessDuty Leave[310]
* Lummi Language[312]
* Cultural Leave[307]
* EmployeeAssistance Program (EAP)

Some benefitsprogramsrequire contributionsfrom the employees,but most are fully paid by
LIBC.
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302 Holidays
Effective Date: 03/15/2011

LIBC will grantpaid holiday time off to all eligible employeeson the holidays listed below:

* New Year’s Day (January1)
* TreatyDay (January22)
* President’sDay (February21)
* Good Friday (Friday beforeEasterSunday)
* Memorial Day (last Monday in May)
* IndependenceDay (July 4)
* Labor Day (first Monday in September)
* Veterans’Day (November11)
* Thanksgiving (fourth Thursdayi n November)
* Day After Thanksgiving
* Christmas(December25)
* 1 Floating Holiday

. Employeeschoice with supervisorapproval; must be used by December14 of
eachyearand doesnot roll over into the nextyear

* 2 Pre-selectedEmployeeChoice Holiday’s (voted on eachyear)

LIBC recognizesthat the Lummi Nation School employeesmay be subjectto follow the school
calendarfor holidays.

LIBC will grant paid holiday time off to all eligible employeesimmediatelyupon assignmentto
an eligible employmentclassification. Holiday pay will be calculatedbasedon the employee’s
straight-timepay rate (as of the date of the holiday) multiplied by the numberof hours the
employeewould otherwisehave normally worked on that day. (Temporaryemployeesare not
eligible for holiday pay). Eligible employeeclassification(s):

. Regularfull-time employees

. Regularpart-timeemployees

. Orientatingemployees

A recognizedholiday that falls on a Saturdaywill be observedon the preceding Friday. A
recognizedholiday that falls on a Sundaywill be observedon the following Monday. Eligible
employeeswho work outside the standardMonday-Fridaywork week shall be entitled to all
holidays. If a holiday falls on a day they are not scheduledto work, they shall receiveeither
equivalent monetary compensationor time off with pay during the same pay period. The
determinationof whetherthe employeereceivesmonetarycompensationor time off shall be at
the discretionof the supervisor.

Employees,whom have a scheduleother than the normal businessdays/hours,will receive
holiday pay if the holiday falls on a day they are not scheduledto work. The holiday pay will be
calculated based on the employee’s straight-time pay rate (as of the date of the holiday)
multiplied by the number of hours the employeenormally works in a day. If an employee
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choosesto work a scheduleother than the normal businessdays/hours,their holiday pay shall
not exceedeight (8) hours.

If a recognizedholiday falls during an eligible employee’spaid absence(such as Annual or Sick
Leave) holiday pay will be provided insteadof the paid time off benefit that would otherwise
haveapplied.

If eligible non-exemptemployeesare required by their supervisorto work on a recognized
holiday, they will receive their regular wages plus holiday pay for the hours worked on the
holiday.

Paid time off for holidayswill not be countedas hoursworked for the purposesof determining
overtime.

The above holidays will not be granted to employeeson unpaid administrative leave or on
short-termor long-termdisability.
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303 Annual Leave
Effective Date: 05/07/2013

In the interestof the overall heathand wellnessof LIBC employeesand the Lummi community,
regular part-time and regular full-time employeeswill earn annual leave. LIBC encouragesits
employeesto use their annual leave in ways that will make them healthierand more efficient
employees.Annual leavewill be accruedafter 90 daysof employment. Annual leavewill accrue
in proportion to the numberof hours worked and accrual rateswill be basedon the following
tables:

Non-Exempt“hourly” Employees
Yearsof Service Date of Hire — 5 6 — 10 years 11 — 15 years 16 + years

years
Annual leave 12 18 21 24
daysperyear

Exempt“salary” Employees
Yearsof Service Date of Hire — 5 6 — 10 years 1 1 — 15 years 16 + years

years
Annual leave 17 23 26 29
daysperyear

An employee’sDate of Hire shall not “reset” if they move from a non-exemptposition to an
exemptposition (or visa-versa).

Employeesmay not accruemore than 240 hours of annual leave.
this thresholdis reached.

Annual leave shall only be taken with prior approval of an employee’ssupervisor, but this
approvalshall not be unreasonablywithheld.

Annual leaveshall be taken in one hour incrementsby exempt“salaried”employees.

Donationof Annual Leave
Employeesmay donateannual leave to other employeeswhen an employeehas missedthree
or more days of work due to their own illness or the illness of an immediatefamily member.
Donated leave will be converted to a cash value based on the donator’s rate of pay and
reconvertedback to a time/hourvalue basedon the donatee’srate of pay. Donatedleave may
not be used until an employee’sown sick and annual leave is exhausted.Donatedleave must
be usedwithin the pay period in which it wasdonated.

Accrual will not occur after
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CashPayoutof Annual Leave
Each year the LIBC will determineif they have sufficient funds to supportan employeecash
payoutof accruedannual leave. If supported,LIBC will approvethe funding throughthe budget
appropriationsprocess.To be eligible for a cash payout, employeesmust meet all these
requirements:

. Completedthree(3) yearsof service,calculatedon their latestdateof hire;

. Must first useforty (40) consecutivehoursof annual leavein the calendaryear;

. Must maintain a minimum balanceof forty (40) hours;

. Maximum annualamountof cashpayoutis forty (40) hours

Eligible employeesmay only receivea cashpayoutone time per calendaryear, as approvedby
LIBC, the approvedcash payouthourswill be determinedannuallyas part of the appropriation
process.Requestsfor cash payout of annual leave must be made in writing and submittedto
Human Resources.The approvedcash payout will be subject to standardpayroll taxes and
consideredincome.Approvedcashpayoutwill be paid on the off-payroll weeks.

For cash-outupon separationseeSection502 EmploymentSeparation.
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304Sick Leave
Effective Date: 05/05/2009

Sick leave will be accrued by all regular full-time and part-time employeesafter 90 days of
employment. All regular employees(both full-time and part-time employees)will accruesick
leaveat a ratethat resultsin a total of 12 daysperyear.

Employeeswho are unable to report to work due to illness or injury should attemptto notify
their direct supervisorbeforethe scheduledstartof their workday or within 15 minutesof their
scheduledstarttime.

If a supervisorbelievesan employeeis not fit for duty after absencedueto illness or injury, the
supervisormay requirethe employeeto get medicalclearancebeforereturningto work.

Employeesmay not accruemore than 240 hoursof sick leave. Accrual will not occur after this
thresholdis reached.

Sick leave hours are intended solely to provide income protection in the event of illness or
injury. Sick leavemay be usedto careor attendingmedicalappointmentsfor the employeeor a
memberof the employee’simmediatefamily. Unusedsick leave hourswill not be “cashedout”
to employeesupon terminationof employment.

Employeesmay not donatesick hoursto otheremployees.
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305 LeaveWithout PayandMedical LeaveWithout Pay
Effective Date: 05/05/2009

LeaveWithout Pay
Employeeswho have used all of their sick and annual leave may, with their supervisor’s
permission,take Leave Without Pay (LWOP) for either medical or non-medical reasonsonce
their Medical LeaveWithout Pay (MLWOP) 12 weekper calendaryear limit is reached.When an
employeeis absenton LWOP for threeweeks,the supervisormustcompletea changeof status
form with the Human ResourcesDepartment. Absencesfor fewer than three weeks when
annualand sick leaveare exhaustedwill not result in a changein status. During LeaveWithout
Pay, employeeswill not receivetheir regular benefits. However, medicalcoveragewill continue
through the end of the month in which the employee’s MLWOP eligibility ends. At the
conclusionof the employee’smedical coverageeligibility, they will be issueda COBRA notice.

Medical LeaveWithout Pay
Employeesmay take MLWOP for childbirth, adoption,care of an ill immediatefamily member
and their own extendedillness. In order to be eligible for MLWOP an employeemust have
worked for the employerat least 12 monthsand also must haveworked 1250 hours in the 12
months preceding application for MLWOP. While on MLWOP, employeesshall receive all
medical benefitstheywould normally receivewhile working. However,they shall not be eligible
for other LIBC employeebenefits. Employeesshall be eligible for 12 weeks of MLWOP in a
calendaryear. (This may be taken all at one time or intermittently, including a reduction in
hoursworked.) MLWOP will run concurrentwith any use of LIBC provided disability benefits,
but an employee’suse of sick leave will not be counted toward the 12 week calendaryear
MLWOP limit.

If: possible,an employeeshould give their supervisoradvancenotice of their intent to go on
MLWOP. The supervisorshould, in turn notify the Human ResourcesDepartment,who will
executea changein status. If advancenotice is not possible, the employee’sstatuswill be
changedto MLWOP effective the first day of their absence. Employeesshould maketheir best
efforts to keeptheir supervisorup to dateon the timeframefor their expectedreturn to work.
If an employeehas been on MLWOP due to their own illness, they must provide the Human
ResourcesDepartmentverification from a health care provider that they are fit to return to
work.

Family Medical LeaveAct
The Lummi Nation will, as a best practice, provide at least the minimum requirementsof the
Family Medical LeaveAct.
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306 Military Leave
EffecUve Date: 05/05/2009

A military leaveof absencewill be grantedto employeeswho are absentfrom work becauseof
service in the U.S. uniformed servicesin accordancewith the Uniformed ServicesEmployment
and ReemploymentRights Act (USERRA). Advancenotice of military service is required,unless
military necessitypreventssuchnotice or it is otherwiseimpossibleor unreasonable.

Employeeswill receive partial pay for two-week training assignmentsand shorterabsences.
Upon presentationof satisfactorymilitary pay verification data, employeeswill be paid the
difference between their normal base compensationand the pay (excluding expensepay)
receivedwhile on military duty.

The portion of any military leavesof absencein excessof two weekswill be unpaid. However,
employeesmay useany availableannualleavefor the absence.

Continuationof health/dentalinsurancebenefits is availableas required by USERRA basedon
the length of the leave and subjectto the terms, conditions and limitations of the applicable
plansfor which the employeeis otherwiseeligible.

Benefit accruals,such as Annual and Sick Leave hours, or holiday benefits,will be suspended
during the leaveand will resumeupon the employee’sreturn to activeemployment.

Employeeson military leave for up to 30 days are required to return to work for the first
regularlyscheduledshift after the end of service,allowing reasonabletravel time. Employeeson
longer military leavemustapply for reinstatementin accordancewith this policy.

Employeesreturning from military leavewill be placed in the position they would haveattained
had they remainedcontinuouslyemployed or a comparableone dependingon the length of
military service in accordancewith USERRA. They will be treated as though they were
continuouslyemployedfor purposesof determiningbenefitsbasedon length of service.

Contact the Human ResourcesDepartmentfor more information or questionsabout military
leaves.
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307Cultural Leave
Effective Date: 08/01/00

Eligible employeesshall be permitled to use their Annual, Sick, and leave without pay for the
purposesof enteringthe cultural activity of “Seowyn”.

Employeesin the following employmentclassificationsareeligible to requestCultural Leave:

. Regularfull-time employeesenteringSeowyn

. Regularpart-timeemployeesenteringSeowyn

A combinationof annual,sick and leavewithout pay may be grantedfor a period of up to four
(4) weeks.This period may be extendedwith the concurrenceof a Cultural Committeerequest.

The employee is responsiblefor making known the intention to request leave for cultural
purposesincluding the type of leave, approximatedates,and anticipatedduration in order to
allow the departmentto preparefor the staffing adjustmentswhich may be necessary.

The employee’sposition may be filled on a temporarybasisduring the employee’sabsence.
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308 BereavementLeave
Effective Date: 07/10/2012

LIBC recognizesthat employeeswho lose a loved one need to go through a healthy grieving
process.Employeeswho wish to take time off due to the death of a family membershould
notify their supervisorimmediately.

Bereavementpay is calculatedbasedon the base rate at the time of absenceand will not
include any special forms of compensation,such as incentives,commissions,bonuses,or shift
differentials. Bereavementleave will normally be granted unlessthere are unusual business
needsor staffing requirements.Supervisorsare encouragedto allow employeesflextime while
they aregrieving.

CategoryOne:
LIBC will pay up to five (5) daysof bereavementleavefor “immediatefamily” definedas:

. spouse,father, mother, child, sister, brother,aunt, uncle, niece, nephew,grandparents,
grandchildren,first cousin

. employee’sspouse’sfather, mother, child, sister, brother, aunt, uncle, niece, nephew,
grandparents,grandchildren,first cousin

. employee’schild’s spouse

CategoryOne applies to the following employmentcategories:regular full-time, regular part-
time, orientatingemployeesand temporaryemployees.

Special considerationwill also be given to any other person whose associationwith the
employeewas similar to any of the aboverelationships.

CategoryTwo:
LIBC will pay up to two (2) day of bereavementleavefor absencedueto a funeral for extended
family or if the employee is asked by the family to participate in the funeral service.
Participantsinclude:

. family speakers,funeral work helpers, casket sitters, casket makers, grave diggers,
traditional dressers,traditional burners,traditional hunters,traditional fishers, traditional
gatherers,traditional healers, traditional singers, honor guard, cooks, cook helpers,
witnesses,pallbearersand honorarypallbearers

CategoryTwo applies to the following employmentcategories:regular full-time, regular part-
time and orientatingemployees.

Employeesmay receiveup to two (2) additionaldaysof paid bereavementleavefor out-of-state
servicesthat arewithin categoryone and two.

CategoryThree:
Employeesmay requestapprovalfrom their immediatesupervisorfor bereavementleavefor all
other relationshipsnot mentionedabove and may be granted up to eight (8) hours of paid
bereavementleave.
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CategoryThree appliesto the following employmentcategories:regularfull-time, regular part-
time and orientatingemployees.

Outsidethe paid bereavementleave times outlined in the categoriesabovethe employeemay
seektheir immediatesupervisor’sapproval for additional time off for the abovepurposesto be
chargedagainstthe employee’ssick leave,annual leaveor leavewithout pay.

The bereavementleave is a benefit allowing tribal employeesto endorsea healthy grieving
processregardingdeathand grief. Any abuseof this benefitwould fall within correctiveaction
by the immediatesupervisor,departmentdirectoror the Human ResourcesDirector.

Any discrepanciesbetweenthe immediatesupervisorand employeeregarding the definitions
listed aboveshall go up the chain-of-commandto the next tribal memberemployeesupervisor;
their interpretationof the definition is final.
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309 Jury Duty
Effective Date: 08/01/00

LIBC encouragesemployeesto fulfill their civic responsibilitiesby serving jury duty when
requiredby subpoena.

Jury duty pay will be calculatedon the employee’sbasepay rate timesthe numberof hoursthe
employeewould otherwisehave worked on the day of absence. Employeeclassificationsthat
qualify for paid jury duty leaveare:

* Regularfull-time employees
* Regularpart-timeemployees

Employeesmustshowthejury duty summonsto their supervisorassoonas possibleso that the
supervisormay make arrangementsto accommodatetheir absence.Of course,employeesare
expectedto reportfor work wheneverthe court schedulepermits.

Either LIBC or the employeemay requestan excusefrom jury duty if, in LIBC’s judgment,the
employee’sabsencewould createseriousoperationaldifficulties.

Annual and Sick leavehoursand holiday benefitswill continueto accrueduring jury duty leave.
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310WitnessDuty
Effective Date: 08/01/00

LIBC encouragesemployeesto appearin court for witnessduty when subpoenaedto do so.

If employeeshavebeensubpoenaedto testify aswitnesses,they will receiveregularpay for up
to 8 hoursof witnessduty

Employeeswill be granteda maximum of 8 hoursper yearof regulartime to appearin court as
a witness(if they are subpoenaed)at the requestof a party. Any additionaltime will haveto be
charged to the employee’s annual leave hours. The subpoenashould be shown to the
employee’ssupervisorimmediatelyafter it is receivedso that operating requirementscan be
adjusted, where necessary,to accommodatethe employee’s absence. The employee is
expectedto report for work wheneverthe court schedulepermits.
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311WeIlness/Fitness
Effective Date: 08/01/00

The LIBC encouragesits employeesto participatein weflnesS/fitnessactivities such as walking,
running, meditation,massages,andworking out at the LIBC fitnesscenter.

Employeeswho wish to participatein wellness/fitnessactivities May seekthe approvalof their
immediatesupervisorfor thirty (30) minuteseachday (not to exceedthree(3) days per week)
to participatein the activity of their choice.
A written agreementshall be signed between the employee and their supervisor. The
agreementshall include a schedulethat indicateswhen the employeewill arrive and depart
from work aswell aswhen they will be awayto participatein their wellness/fitflessactivities. If
the employeemissestheir scheduledtime they will not be able to make that time up later.
Employeesparticipating in the wellness/fitnessactivities will be expectedto complete their
normalworkloadson the daysthey are participating.

The employee’s wellness/fitnesstime is to be staggeredwith other employeeswithin the
department50 no office is left unattended.
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312 Lummi Language
Effective Date: 08/01/00

It is the policy of the LIBC to supportthe restorationof the Lummi Language(Xwlemi chosen)
by allowing interestedtribal employeesthirty (30) minutes daily to parUcipatein a language
class.

If the employeeis requiredto be on the job for specialwork relatedproject issues,researchor
task, the employee is expectedto attend to her/his position responsibilitiesand forego the
thirty-minuteclasstime.

An agreementis to be signed betweenthe employeeand their immediatesupervisorto verify
that the time taken is for the Lummi languagecourseand not for conductingother businessor
usedfor an excusefor arriving late. Employeeswho clock in for work are still expectedto clock
in beforethe normal startinghour.

No office is to be left unattendedThe employee’stime and attendanceis to be staggeredso
someonewill alwaysbe presentto answerthe phones,take messagesand greetvisitors, etc.
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313Short-TermDisability
Effective Date: 08/01/00

LIBC providesa short-termdisability (STD) benefitsplan to eligible employeeswho are unable
to work becauseof a qualifying disability due to an injury or illness that is non-work related.
Employeesin the following employmentclassificationsare eligible to participatein the STD plan
in accordanceto plan requirements:

* Regularfull-time employees
* Regularpart-timeemployees( working 21 or more hoursper week)

Eligible employeesmay participate in the STD plan subjectto all terms and conditions of the
agreementbetweenLIBC and the insurancecarrier. Employeesmay use their annualand sick
leavehoursto makeup the differencein their normal paychecks.

Disabilities arising from pregnancyor pregnancyrelated illness are treatedthe sameas any
other illness that prevents an employee from working. Disabilities covered by workers’
compensationareexcludedfrom STD coverage.

Details of the STD benefitsplan including benefit amounts,when they are payable,limitations,
restrictions,and other exclusionsare describedin the SummaryPlan Description provided to
eligible employees.Contact the Benefit Coordinator in the Human ResourcesDepartmentor
more information aboutSTD benefits.

Employeeswho are releasedfrom their doctor for light duty will be required to notify their
supervisorand return to work immediatelyfor light duty. Employeeson light duty may haveto
perform dutiesin anotherdepartmentand return to their position when their doctorapprovesof
full duty responsibilityand provideswritten notice.
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314 Long-TermDisability
Effective Date: 08/01/00

LIBC providesa long-term disability (LTD) benefitsplan to help eligible employeescopewith an
illness or injury that results in a long-term absencefrom employment. LTD is designedto
ensurea continuing incomefor employeeswho aredisabledand unableto work.

Employeesin the following employmentclassificationsareeligible to participatein the LTD plan:

* Regularfull-time employees
* Regularpart-timeemployees( working 21 or more hoursperweek)

Eligible employeesmay participatein the LTD plan subjectto all terms and conditionsof the
agreementbetweenLIBC and the insurancecarrier. Eligible employeesmay begin LTD coverage
only after completingninety (90) calendardaysof service.

LTD benefitsareoffset with amountsreceivedunderSocial Securityfor the sametime period.

Details of the LTD benefits plan including benefit amounts, limitations, and restrictions are
describedin the SummaryPlan Descriptionprovided to eligible employees.Contactthe Benefit
Coordinatorin the Human ResourcesDepartmentfor more information aboutLTD benefits.

Employeeswho are releasedfrom their doctor for light duty will be required to notify their
supervisorand return to work immediatelyfor light duty. Employeeson light duty may haveto
perform duties in anotherdepartmentand return to their position when their doctorapprovesof
full duty responsibilityand provideswritten notice.
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315 Health/DentalInsurance
Effective Date: 08/01/00

LIBC’s health/dentalinsuranceplan providesemployeesand their dependentsaccessto medical
and dental insurancebenefits. Employees in the following employmentclassificationsare
eligible to participatein the health/dentalinsuranceplan:

* Regularfull-time employees
* Regularpart-timeemployees( working 21 or more hoursper week)

Eligible employeesmust participatein the health/dentalinsuranceplan subjectto all termsand
conditions of the agreementbetween LIBC and the insurancecarrier unless proof of other
coverageis providedto the HumanResourcesDepartmentBenefitsCoordinator.

A changein employmentclassificationthat would result in loss of eligibility to participatein the
health/dentalinsuranceplan may qualify an employee for benefits continuation under the
ConsolidatedOmnibus Budget ReconciliationAct (COBRA). Contactthe Benefits Coordinatorin
the Human Resources Department for more information on health/dental insurance
continuation.

Details of the health/dentalinsuranceplan are described in the Summary Plan Description
(SPD). SPD and information on cost of coveragewill be provided in advanceof enrollmentto
eligible employees.Contact the Benefit Coordinator in the Human ResourcesDepartmentfor
more information abouthealth/dentalinsurancebenefits.
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316 Life Insurance
Effective Date: 08/01/00

Life insuranceoffers you and your family important financial protection. LIBC providesa basic
life insuranceplan for eligible employees.

Accidental Deathand Dismemberment(AD&D) insuranceprovidesprotectionin casesof serious
injury or deathresulting from an accident.AD&D insurancecoverageis provided as part of the
basic life insuranceplan.

Employees in the following employmentclassificationsare eligible to participate in the life
insuranceplan:

* Regularfull-time employees
* Regularpart-timeemployees( working 21 or more hoursperweek)

Eligible employeesmay participatein the life insuranceplan subjectto all termsand conditions
of the agreementbetweenLIBC and the insurancecarrier.

Details of the basic life insuranceplan including benefitamountsare describedin the Summary
Plan Description provided to eligible employees.Contactthe Benefit Coordinatorin the Human
ResourcesDepartmentfor more information aboutlife insurancebenefits.
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317401(k) SavingsPlan
Effective Date: 08/01/00

LIBC has establisheda 401(k) savings plan to provide employeesthe potential for future
financial securityfor retirement.

To be eligible to join the 401(k) savingsplan, an employeemust complete90 days of service
and be 21 yearsof age or older. An employeemay join the plan only during open enrollment
periods. Eligible employees may participate in the 401(k) plan subject to all terms and
conditionsof the plan.

The 401(k) savingsplan allows an employeeto elect how much salaryto contributeand direct
the investmentof her/his plan account,so he/shecan tailor the retirementpackageto meet
individual needs.

Becauseemployeecontribution to a 401(k) plan are automaticallydeductedfrom pay before
federal tax withholdingsare calculated,employeessavetax dollars now by having their current
taxableamount reduced.While the amountsdeductedgenerallywill be taxed when they are
finally distributed,favorabletax rulestypically apply to 401(k) distributions.

Complete details of the 401(k) savings plan are describedin the Summary Plan Description
provided to eligible employees.Contact the Benefit Coordinator in the Human Resources
Departmentfor more information aboutthe 401(k) plan.

PublicationDate:May 8, 2013 Page39



401Work SchedulesandFlextime
Effective Date: 08/01/00

The normal work schedulefor all employeesis 8 hoursa day, 5 daysa week. Eachemployeeis
entitled to a thirty (30) minutes unpaid lunch break and a 15 minutes paid mid-morning and
afternoonbreak. Breaksare not to be missedand/orcombinedto allow an early departurefrom
work or late arrival. Supervisorswill adviseemployeesof the times their scheduleswill normally
begin and end. Staffing needsand operationaldemandsmay necessitatevariationsin starting
and ending times, as well as variationsin the total hoursthat may be scheduledeachday and
week.

Flexible scheduling,or flextime, is available in some casesto allow employeesto vary their
starting and ending times each day within establishedlimits. Flextime may be possible if a
mutually workable schedulecan be negotiated with the supervisor and approved by the
Executive Director. However, such issuesas staffing needs,the employee’sperformance,the
nature of the job, and customer service will be considered before approval of flextime.
Employeesshouldconsulttheir supervisorto requestparticipationin a flextime program.

Employeeswho are working a flextime scheduleshall have a written agreementwith their
supervisorand place it in the employee’spersonnelfile.

* FLEXTIME SCHEDULING: Employees may request the opportunity to vary their work
schedules(within employer-definedlimits) to betteraccommodatechildcare responsibilities,
wellness/fitnessprograms.

* FLEXIBLE LEAVE: The employer recognizesthat the fulfillment of childcare responsibilities
can provide a compelli ng reasonfor ti me-off requests.

* JOB SHARING: Two part-time employeesmay split what would ordinarily be a single full-
time position.

* WORKING AT HOME: Employeesmay work at home with a written agreementwith their
supervisorstatingtheir expectedproductionof work etc.
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402Timekeeping
Effective Date: 08/01/00

Accurately recording time worked is the responsibility of every employee. Supervisorsare
required to keep an accuraterecord of their employee’stime worked in order to calculatethe
employee’spay and benefits.Time worked is all the time actually spenton the job performing
assignedduties.

Non-exemptemployeesshouldaccuratelyrecordthe time they begin and end their work. They
should also record the beginningand ending time of any split shift or departurefrom work for
personalreasons.Overtimework mustalwaysbe approvedbeforeit is performed.

Altering, falsifying, tamperingwith time records,or recordingtime on anotheremployee’stime
record may result in disciplinaryaction, up to and including terminationof employment.

Non exemptemployeesshould reportto work no more than 15 minutesprior to their scheduled
starting time nor stay more than 15 minutesafter their scheduledstop time without express
prior authorizationfrom their supervisor.

It is the employees’responsibilityto sign their time recordsto certify the accuracyof all time
recorded.The supervisorwill review and then initial the time record before submitting it for
payroll processing.In addition, if correctionsor modificationsare madeto the time record,both
the employeeand the supervisormust verify the accuracyof the changesby initialing the time
record.
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403 Paydays
Effective Date: 08/01/00

All employeesare paid biweekly on every otherThursday. Each paycheckwill include earnings
for all work performedthroughthe end of the previouspayroll period.

In the eventthat a regularly scheduledpaydayfalls on a day off such as a holiday, employees
will receivepay on the last scheduledday of work beforethe regularlyscheduledpayday.

If a regular paydayfalls during an employee’sannual leave, the employeemay receive his or
her earnedwagesbefore departingfor annual leave if a written requestis submittedat least
oneweekprior to departingfor annual leave.

Employeesmay have pay directly depositedinto their bank or credit union account if they
provide advancewritten authorizationto LIBC. Employeeswill receivean itemizedstatementof
wagesand deductionseach payroll period whetherthey are paid by check or through direct
deposit.
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404SeverancePay
Effective Date: 02/24/2009

LIBC will provide severancepay only to regular full and part-time (working 21 hours per week
or more) employeeswho are terminatedor laid off due to a mandatedreduction in force or
budgetcutbacksor employeeswhoseemploymentis terminatedthroughthe challengeprocess
detailedin §203. Severancepay is availableonly for the reasonsnotedabove.

Employeesshall not be eligible for severancepay if they are TemporaryEmployeesor were
dischargedfor disciplinary reasons.

The amountof severanceshall be equalto two weeksof regularpay.

The gross amount of severancepaid shall be subject to the usual deductionsfor taxes and
debtsthat may be owed to the LIBC. Otheremployeedirecteddeductionsshall not be included
in this severancepay process. Additionally, distribution of severancepay shall be conditioned
on the return of all propertybelongingto the LIBC.

Politically appointedregularfull or part-timeemployeeswill receivethe sameseverancepay as
regularLIBC employees.

Severancepay for membersof the LIBC being paid for their dutiesshall be at the solediscretion
of the LIBC basedon their own approvedschedule.
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405 PayAdvances
Effective Date: 08/01/00

LIBC doesnot provide pay advanceson unearnedwagesto employees.
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406AdmI nistrativePayCorrections
Effective Date: 08/01/00

LIBC takesall reasonablestepsto ensurethat employeesreceivethe correctamountof pay in
eachpaycheckand thatemployeesare paid promptly on the scheduledpayday.

In the unlikely eventthat thereis an error in the amountof pay, the employeeshould promptly
bring the discrepancyto the attentionof the Payroll Office so that correctionscan be madeas
quickly as possible.
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407 PayDeductions
Effective Date: 08/01/00

LIBC will make certain deductionsfrom every employee’s compensation.Among these are
applicablefederal incometaxesand tribal payroll taxes. LIBC also must deductSocial Security
taxeson eachemployee’searningsup to a specifiedlimit that is called the Social Security“wage
base.” LIBC matchesthe amountof Social Securitytaxespaid by eachemployee.The exception
to the deductionsmentionedabove are the Treaty Fishing Rights Related Employees.These
employeeshavedeductionsmadeand sentto a plan, which has beenestablishedfor them for
life insurance,and retirement.

LIBC offers programsand eligible employeesmay voluntarily authorizedeductionsfrom their
paychecksto cover the costsof participation in theseprograms(water/sewer,fitness center,
scholarships,etc).

If you have questionsconcerningwhy deductionswere madefrom your paycheckor how they
were calculated,your supervisoror the Payroll Office can assist in having your questions
answered.
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408Commissions,CommitteesandBoards
EffecUve Date: 08/01/00

Employeeswho wish to participatein a Commission,Committeeor Board which arejob related
or unrelatedmust first obtain written approval from their supervisorif meetingsor taskswill
need to be carried out during working hours. It may be necessaryfor employeesto miss
meetingsor tasksduring working hoursdue to depaitmentalneeds.Job responsibilitiesalways
come first and foremost. Employeesmust continue to perform their assignedposition duties
first. Failure to do so or if their supervisornoticesa drop in their performance,their supervisor
should begin the disciplinary processand they may be asked to resign their position on the
commission,commitlee,board.

Employeeswho participate in unrelated-jobmeetings(boards,committees,commissionsetc.)
must first seekthe approvalof their supervisorfor the time to be missedand must check/clock
out while attendingmeetingsduring working hours.

Employeeswho want to participatein tribal or job related boards,committeesor commission
meetingmust first seekthe approvalof their supervisorfor the time missedfrom their normal
work responsibilities.

Employees who are paid by the board, committee or commission for their participation
(meetings, assignedtasks, etc.) must clock/check out prior to attending the meeting or
completingtheir assignedtask.

Employeeswho are not paid for participating in tribal or job related board, commissions,
commitlee meetingsor other activities and who have obtainedtheir supervisor’sapproval for
attendanceare not requiredto check/clockout during their participation,althoughparticipation
during normal working hoursshall be kept to a minimum.
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409 Overtime
Effective Date: 08/01/00

When operating requirementsor other needscannot be met during regular working hours,
employeesmay be scheduledto work overtime hours. When possible,advancenotification of
thesemandatoryassignmentswill be provided. All overtimework must receivethe supervisor’s
and director’s prior authorization.Employeesare not allowed to work overtime without prior
approval. Overtime assignmentswill be distributed as equitably as practical to all employees
qualified to perform the requiredwork. Employeesassignedovertime are expectedto perform
astheywould normally performtheir duties.

Overtimecompensationis paid to all nonexemptemployeesin accordancewith this policy (time
and a half). Overtimepay is basedon actual hoursworked.Time off on Holidays,Annual or sick
leave,or any leaveof absencewill not be consideredhoursworked for purposesof performing
overtimecalculations.

Regular employeeswho are required to work on a holiday will receive double time for the
numberof hourstheywork on that day.

Failure to work scheduledovertime or overtime worked without prior authorizationfrom the
supervisor may result in disciplinary action, up to and including possible termination of
employment.
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410AttendanceandPunctuality
Effective Date: 08/01/00

To maintain a safe and productivework environment,LIBC expectsemployeesto be reliable
and to be punctual in reporting for scheduledwork. Absenteeismand tardinessplace a burden
on otheremployeesand on LIBC. In the rare instanceswhen employeescannotavoid being late
to work or are unable to work as scheduled,they should notify their supervisoras soon as
possiblein advanceof the anticipatedtardinessor absence.Employeesholding critical positions
such as in Law and Order or Educationare encouragedto provide at least one (1) hour prior
notice.

Poor attendanceand excessivetardinessare disruptive. Either may lead to disciplinary action,
up to and including terminationof employment.

A supervisormay chooseto not pay an employeewho arrives late for their work schedule.
Employeeswho report late to work may not be paid asfollows

. 5 minuteslate = No Time loss

. 6 minutesup to 15 minutes = 15 minutesleavewithout pay

. 15 minutesand up to 30 minutes= 30 minutesleavewithout pay etc...

An employee’sfailure to report to work (no call/no show) for three(3) consecutivedayswill be
interpretedasan employee’sresignation.

PublicationDate: May 8, 2013 Page49



411 EmergencyClosings
Effective Date: 08/01/00

At times,emergenciessuchassevereweather,floods, fires, powerfailures,or earthquakes,can
disrupt companyoperations.In extremecases,thesecircumstancesmay requirethe closing of
a work facility. In the event that such an emergencyoccurs during nonworking hours, an
employeecan call oneor more of the following to determinea courseof action.

* LIBC emergencyinformation hot line 384-2365
* LIBC main switchboard384-1489
* Supervisoror supervisorvoice mail message
* Radio station (KGMI 790 and KPUG)

When operationsare officially closeddue to emergencyconditions,the time off from scheduled
work will be paid.

In casesof bad weatherand road conditionsemployeesrequiring additional travel time to work
should immediately contacttheir supervisorand inform them of the additional time they will
need to arrive at work safely. This time shall normally not exceedtwo (2) hours. Any time
beyondtwo (2) hoursmustbe chargedto the employee’sannual leave.

In caseswherean emergencyclosing is not authorized,employeeswho fail to report for work
will not be paid for the time off. Employeesmay requestuseof their annualleavehours.

Employeesin essentialoperationsmay be askedto work on a day when operationsare officially
closed.In thesecircumstances,employeeswho work will receiveregularpay.
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412 EducationAssistance
Effective Date: 08/01/00

LIBC recognizesthat the skills and knowledgeof its employeesare critical to the successof the
organization. The educationalassistanceprogram encouragespersonaldevelopmentthrough
formal educationso employeescan maintain and improve job-related skills or enhancetheir
ability to competefor reasonablyattainablejobs within LIBC.

LIBC may provide educationalassistanceto all eligible employeeswho have completed 90
calendar days of services in an eligible employment classification. To maintain eligibility
employeesmust remain on the active payroll and be performing their job satisfactorilythrough
completionof eachcourse. Employeesin the following employeeclassification(s)are eligible for
educationalassistance:

* Regularfull-time employees
* Regularpart-timeemployees( working 21 or more hoursper week)

Individual coursesor coursesthat are part of a degree,licensing,or certification programmust
be related to the employee’s current job duties or a foreseeable-futureposition in the
organizationin order to be eligible for educationalassistance. L.I.B.C. has the sole discretion
whethera courserelatesto an employee’scurrentjob duties or a foreseeable-futureposition.
Employeesshould contact the Human ResourcesDirector for more information on education
assistance.

While educational assistanceis expected to enhance an employee’s performance and
professionalabilities, LIBC cannotguaranteethat participation in formal educationwill entitle
the employeeto automaticadvancement,a differentjob assignment,or pay increases.

LIBC investsin educationalassistanceto employeeswith the expectationthat the investmentbe
returnedthrough enhancedjob performance. However, if an employeevoluntarily separates
from LIBC’s employmentwithin the current quarter they will be responsiblefor reimbursing
LIBC for the quarter’s expenses.Tuition/books will be deductedfrom the employee’s final
paycheck.
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501 EmployeeConductandWork Rules
Effective Date: 08/01/00

To ensureorderly operationsand provide the best possiblework environment,LIBC expects
employeesto follow rules of conductthat will protectthe interestsand safetyof all employees
andthe organization.

It is not possible to list all the forms of behavior that are consideredunacceptablein the
workplace.The following are not all inclusive but are shown as examplesof infractionsof rules
of conductthat may result in disciplinary action, up to and including immediateterminationof
employment:

* Theft or inappropriateuse,removalor possessionof LIBC property
* Falsificationof timekeepingrecords
* Working underthe influenceof alcohol or illegal drugs
* Possession,distribution, sale, transfer, or use of alcohol or illegal drugs in the

workplace,while on duty, or while operatingemployer-ownedvehiclesor equipment.
* Fighting or threateningviolencein the workplace
* Boisterousor disruptiveactivity in the workplace
* Negligence or improper conduct leading to damage of employer-owned or

customer-ownedproperty
* Insubordinationor otherdisrespectfulconduct
* Violation of safetyor health rules
* Sexualor other unlawful or unwelcomeactsor words.
* Possessionof dangerousor unauthorizedmaterials,such as explosivesor firearms, in

the workplace
* Excessiveabsenteeismor any absencewithout notice
* Unauthorizeduseof telephones,mail system,or otheremployer-ownedequipment
* Unauthorizeddisclosureof business“secrets’or confidential information
* Violation of personnelpolicies
* Unsatisfactoryperformance
* Criminal Behavior
* GrossMisconduct
* Neglectof Duties
* Good Cause
* Failure to follow the appropriate“Chain of the Command”
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502 EmploymentSeparation
Effective Date: 07/26/2011

Separationof employmentis an inevitable part of personnelactivity within any organization,
and many of the reasonsfor separationare routine. Below are examplesof the most common
circumstancesunderwhich employmentis terminated:

CODE REASON
1 Resignation— Notice given
2 Resignation— No noticegiven
3 Released(assignment/contractended)
4 Relieved(within orientationperiod)
5 Ineligible for employmentbasedon HR Screening
6 Laid off — Budgetreason
7 Laid off — Reorganization
8 Laid off — Positionchallenged
9 Retired
10 Deceased
1 1 Terminatedfor Cause— CorrectiveAction
12 Terminatedfor GrossMisconduct
13 III Health (voluntary)
14 Other(mustspecify)

The employee’s immediate supervisormust contact the Human ResourcesDirector prior to
separatingan employee.Failure of a supervisorto contactthe Human ResourcesDirector may
result in disciplinaryaction.

Employeesmay be terminatedduring their orientation period if it is determinedthat they are
unableto completetheir dutiesand/orif they are not a good fit for the position.

The supervisoror employeemay requestan exit interview, if an interview is requestedit will be
conductedand scheduledby the Human Resourcesdepartment.The exit interview will afford an
opportunity to discusssuch issuesas employeebenefits, conversionprivileges, repaymentof
outstandingdebtsto LIBC, or return of LIBC-owned property. The exiting employeecan also
voice suggestions,complaintsand questions.

Employeeswho have been issuedany LIBC equipment/keyswill be requiredto turn them over
to the immediate supervisor prior to being issued their last paycheck. Failure to turn in
equipment/keys/documentsetc. will result in the items replacementcostsbeing deductedfrom
the final paycheck.The LIBC payroll office will verify any deductionsthat may needto be taken
out of the employee’sfinal paycheck.

Employee benefits will be affected by employmenttermination in the following manner. All
annual leave hours, that are due and payableat separationwill be paid at the next regular
payday.Sick leave may not be cashed-out.Medical/Dental/Visionbenefitsmay be continuedat
the employee’sexpenseif the employeechoosesCOBRA. The Human ResourcesDepartment
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will notify former employeesof the benefitsthat may be continuedand of the terms,conditions,
and limitations of sucha continuance.

Employeeswho have been laid off of work may be afforded re-employmentrights to the same
position. Re-employmentrights shall meanthat if a position with the samejob descriptionin the
samedepartmentis availablewithin the immediatesix (6) monthsof the lay off the employee
may be rehired outside of the normal Human Resourcesprocessand shall be given their
previoushire dateandjob status.

Employeeswho havebeen laid off of work may be allowed to keeptheir dateof hire if they are
able to find anotherposition within the immediatesix (6) months.

Once the employee’sseparationis fully processed,no other documentsmay be placed in the
employee’spersonnelfile, unlessit pertainsto legal or court documentsthatwere incompleteor
unavailableat the time of separation.In the eventthat documentsget placed in the personnel
file after the separationthe Human Resourcesdepartmentwill attemptto provide the employee
a copy of the document(s).
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503 Resignation
Effective Date: 08/01/00

Resignationis a voluntary act initiated by the employeeto terminateemploymentwith LIBC.
LIBC requestsat least2 weekswritten notice of resignationfrom nonexemptemployeesand 4
weeks’ notice from exempt employees.Failure to provide proper notice may result in the
employeenot receiving their accruedannual leave hours and only being paid through the last
day they actuallyworked, unlessotherarrangementsare madewith the employee’simmediate
supervisorand approvedby the appropriateexecutivedirector, CEO and the Human Resources
Di rector.

Prior to an employee’sdeparture,an exit interview will be scheduledto discussthe reasonsfor
resignationand the effect of the resignationon benefits.

An employeewho fails to call or show up for work for three (3) consecutivedays will be
interpretedasan employeeresignation.
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504CorrectiveDisciplinaryAction
Effective Date: 03/17/2008

The purposeof the Corrective Disciplinary Action policy is to administerequitable, fair and
consistentcorrective measuresin responseto unsatisfactoryconduct or performancein the
workplace.The purposeof a correctivedisciplinary action is to addressthe problem, prevent
recurrence,and preparethe employeefor satisfactoryconductor performance.Use of formal
correctivedisciplinary action can be avoidedthrough good leadershipand fair supervisionat all
employmentlevels.

In most instances,corrective disciplinary action will be handled through progressivesteps.A
first offense may result in a verbal warning, a next offense may be followed by a written
reprimand,and yet anotheroffense may lead to a suspensionor termination. If more than 18
monthspassesbetweencorrectivedisciplinaryactionsagainstan employee,the supervisorshall
restartthe stepsof progressivediscipline. The LIBC recognizesthat thereare certain instances
of employeemisconductseriousenoughto justify either immediatesuspension(either with or
without pay) or, in extremesituations,termination. While it is impossibleto list every type of
behavioror action warranting immediatesuspensionor termination, §501 (EmployeeConduct
and Work Rules) provides examplesof behaviorsand actions that may result in immediate
suspensionor terminationof employment.

It is the responsibility of supervisorsto overseethe actions and performanceof subordinate
employeesand, where necessary,to initiate corrective discipline. For each step of discipline
aboveverbal warning taken underthis section,the employeeshall receivewritten notice of the
discipline. This notice shall contain an explanationof the reasonfor the discipline and shall
statethat it will be placedin the employee’sOfficial PersonnelFile (OPF) at the HR department.
The employeeshall be askedto sign the notice, although refusal to sign will not invalidateany
action taken.
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504A AdministrativeLeave
Effective Date: 05/05/2009

Employeesmay be placedon Administrative Leave (either with or without pay) when they are
under criminal or administrativeinvestigationfor conductthat is relatedto the natureof their
job or the mission of their depaitmentand/or when their conduct or other circumstances
indicatethat their continuedpresencein the workplace:

. May impair the ability of their departmentto properlyand/orsafelyconductbusiness

. May be harmful to the employee,other employeesor otherspresentat the employee’s
worksite.

. May hamperan internal investigationinto allegedmisconductby the employee.

. May hamperan investigationbeing conductedby law enforcement

. May be appropriatein relation to the employer’sdutiesto the public or otheremployees.

The determinationof whetheradministrativeleavewill be with or without pay shall be madeby
the appropriatedirector in consultationwith the Human ResourcesDirector on a case-by-case
examination of the circumstancessurrounding the employee’s placementon administrative
leave. If there is reliable documentation(for example,but not limited to police reports,judicial
documentsor written first hand accounts)that the employee has engagedin conduct that
affects their ability or fitness to perform their job duties or carry out the mission of their
department,they shall be placedon administrativeleavewithout pay. If the documentationis
of a less reliable nature or further investigation is neededthe employeeshall be placed on
administrative leave with pay. Budget and departmentalpersonnel needs may also be
consideredwhen determining whether an employee’s administrative leave will be with or
without pay. Employeesshall not be eligible for paid administrativeleavewhile on orientation.

As an alternativeto administrativeleave, a supervisormay, in consultationwith the Human
ResourcesDepartment,temporarily changean employee’sduties to allow the employeeto
continue working until final resolution of the circumstancesresulting in the considerationof
administrativeleave. Employeeswho are on administrativeleave shall continueto have their
healthbenefitspaid for by the LIBC.
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505 GrievanceProcess
Effective Date: 10/23/2012

The grievanceprocedurescontainedin this section are availableto regular part-time and full-
time employeesof the LIBC. They are not availableto temporaryemployeesor employeeswho
have not completed their initial orientation period. The policy provides an overview of the
grievanceprocess.More detailedproceduralinformation is availablethroughHuman Resources.

An employeemay file a grievanceif they receivedan eligible disciplinary action, which consists
of: wrongfully termination, administrative leave without pay or suspensionwithout pay. A
grievanceregardingadministrativeleavewithout pay may only be filed after the employeehas
either been brought back to work or terminatedfrom employment. An employeewill have
three working days following their written notice of the disciplinary action to completeand
return to Human Resourcesa Notice of Grievanceform (available with Human Resources).
Grievanceswill be heard by a GrievanceReview Board (GRB) composedof three participants
chosenfrom threedifferent pools of employeesselectedby the LIBC. No departmentmay have
morethanoneemployeeparticipateon any given GRB.

The threepools of potential GRB memberswill include one pool of hourly employees,one pool
of exemptemployeesand one pool composedof all LIBC directors. (At will employees,Human
ResourcesOffice, the Office of the ReservationAttorney, the Public Defender’sOffice, and LIBC
Council Memberswho are also employeesshall be excludedfrom participation in the pools.)
Each departmentshall designateone hourly employeeand one exemptemployeeto participate
in the pools. Additionally, any employeewithin the samedepartmentas the grievant shall be
excludedfrom partici pation i n the grievanceprocess.

LIBC Human Resourceswill provide administrativeguidanceregardingthe Grievancepolicy and
procedures.

Throughoutthe grievanceprocessand in all proceedingsbeforethe GRB, the LIBC will provide
the grievantwith:

1. Adequatenoticeof all proceedings;and
2. A decisionby an independentdecisionmaker;and
3. A statementby the LIBC relating the basisfor the disciplinaryaction; and
4. The right to confrontand askquestionsof witnessesbeforethe GRB.

Roleof theGrievanceReviewBoard
The GRB’s sole purpose is to examine the facts surrounding the disciplinary action and
determineif it was clearly unsupportedand to then make a recommendationto the General
Manager.The GRB shall only recommendoverturning the supervisor’sdecision if it is clearly
unsupportedby the facts. Information not specific to the direct causefor the disciplinaryaction
may be consideredbut the GRB shall carefully weigh the reliability of such information.

PublicationDate: May 8, 2013 Page58



WitnessesBeforetheGrievanceReviewBoard
The LIBC and the grievantshall both be allowed to presenttheir caseto the GRB throughtheir
own statementsandthe presentationof witnesses.

After the hearing of the GRB, they shall have fifteen working days to make a final written
recommendationto the GeneralManager.

Roleof theGeneralManager
The GeneralManageror equivalentlevel supervisorshall review the decisionof the GRB andthe
facts supportingthe decision and make a final decision regardingthe disciplinaaction. The
GeneralManageror equivalentlevel supervisorshall delegatetheir authority if they believethey
cannotmakean unbiaseddecisionor they havebeeninvolved in the disciplinaryaction which is
being grieved. Jf the General Manageror the equivalent level supeisordisagreeswith the
decision of the GRB, they shall meet to discuss the matter. Within fifteen working days
following the GRB’s written recommendationthe General Managershall issue a final written
decision to all involved parties. This time frame may be extended due to unforeseen
circumstances Written notice of any time extensionshall be provided to the grievant. There
shall be no appeal, either administrative or judicial, from this decision. Written decisions
resultingfrom the grievanceprocessshall not createbinding precedentfor future grievance

If the GeneralManageris the direct supervisorof the grievant, the role of the GeneralManager
shall be filled by the Human ResourcesDirector.

Allegationsof Criminal Conductor SexualHarassment
For disciplinary actions based on allegations of criminal conduct or sexual harassmentthe
GeneralManageror equivalentlevel supeisor(or their delegate)shall sit in the place of the
GRB andtheir decisionshall be final.
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601 Safety
Effective Date: 03/15/2011

To assistin providing a safe and healthful work environmentfor employees,customers,and
visitors, LIBC hasestablisheda workplacesafetyprogram.

LIBC provides information to employeesabout workplace safety and health issues through
regular internal communicationchannelssuch as supervisor-employeemeetings,bulletin board
postings,memos,or otherwritten communications.

Each employeeis expectedto obey safety rules and to exercisecaution in all work activities.
Employeesmust immediately report any unsafecondition to his/hersupervisorand the Safety
Officer. Employeeswho violate safetystandards,who causehazardousor dangeroussituations,
or who fail to report an industrial injury, may be subject to disciplinary action up to and
including terminationof employment.

All injuries, regardlessof how insignificant the injury may appear,employeesshall immediately
notify his/hersupervisorand the SafetyOfficer. For specific procedurespertainingto this policy
employeesshould refer to the SafetyManual locatedon the LIBC Intranet.
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602Smoking
Effective Date: 03/15/2011

In keepingwith LIBC’s goal to provide a safe and healthful work environment,smoking in the
workplace is prohibited except in those out-of-door locations that have been specifically
designedassmokingareas.Smokingareasmust be a minimum of 25 feet from any public entry
or exit of a building. Smoking areasmust have a designateddisposalarea and must be kept
clean by the users.In situationswherethe preferencesof smokerand non-smokersare in direct
conflict, the preferenceof non-smokerswill prevail. Directors may designatesmoking areas
aroundtheir specific building, using guidelineslisted above.

Smokersmust only utilize the approvedbreak times outlined in Section 401 of this manual.
Smokersareencouragedto covertheir work attire while smokingto lessenthe impacton clients
and otheremployees.

It is prohibited to smokein a tribally owned/operatedvehicle. This policy appliesequally to all
employeesandvisitors.
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603 Drug andAlcohol Use
(LIBC Drug andAlcohol FreeWorkplacePolicy Resolution2000-088)
Effective Date: 05/05/2009

Lummi Indian BusinessCouncil
Drug-FreeWorkplacePolicy

1. Purpose

The Lummi Indian BusinessCouncil (LIBC) providesa variety of governmentaland community
services. The employeesof the LIBC are its most valuable resource,since it is through their
work that services are provided. When delivering services, the health and safety of the
communityand the healthand safetyof employeesareof paramountimportance.

The illegal useof drugsand the misuseof alcohol are problemsof seriousconcernto the LIBC
and affect all segmentsof the Lummi community, including the workplace. A recent health
surveyshowsthat our youth, the sameyouth who arestarting in the workplace,arethreetimes
more likely to drink to excessand to use illegal drugs than the general population. Our adult
population is 2.5 times more likely to drink to excess. Approximately 10 percentof the adults
surveyedstatedthat they drove after drinking too much at leastonce in the pastmonth. Such
behaviorposesrisks to membersof the public and to LIBC employees. Employeeshave the
right to work in an alcohol and drug-freeenvironment. Membersof the community have the
right to be free from the harmful effects of alcohol and drug abusein the provision of public
services.

The Lummi Nation GeneralCouncil had a seriesof meetingsin 1999 on drugsand alcohol in the
community. One of the actionsrecommendedfrom thesemeetingswas that the LIBC test all
employeesfor useof drugsand alcohol. This policy is, in part, a responseto that request.

The Lummi Nation valuesits employeesand the contributionsthey maketo the community. It
recognizes,however,that employeescan fall victim to drug and alcohol abuse. This policy is an
attemptto achievea drug and alcohol free workplacethrough drug testing. It also, however,
attemptsto recognizethe need to salvagevaluable employeesand allow for secondchances
through“Last ChanceAgreements.”

I .1 The LIBC strivesto maintaina safeand efficient workplacefree of drugsand alcohol.

I .2 LIBC desiresto help employeesbe free from abuseof, and addictionto, alcohol and drugs.
In this spirit, the LIBC will offer rehabilitationand treatmentoptionsto employeesthrough
referral sources.

I .3 The federal Drug-FreeWorkplaceAct holds employersreceiving federalgrantsor contracts
of $25,000or more, responsiblefor certifying that they maintain a drug-freeworkplace.
This policy is intendedto comply with the requirementsof the law.
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3.61 Employeeswho are arrestedfor drug relatedoffensesshall submit to a for causedrug
testadministeredunderthe procedurescontainedwithin this policy.

3.62 Employeeswho are arrestedfor drug relatedoffensesand who are in backgroundcheck
category 3, 4, 5 or 6 (Public Trust, High Public Trust, Working with Indian Children, Law
Enforcement)shall, at the discretionof the supervisor,either be placedon administrativeleave
or reassignedto a position with “non-sensitive”dutiesat the samerateof pay. If the employee
is placedon administrativeleave,the determinationof whetherthe leave is with or without pay
will be madeon a caseby casebasisdependingon the circumstancessurroundingthe arrest.
The administrativeleave or reassignmentshall continue until a judicial resolution of the drug
chargesis reached.

3.63 Employeeswho are chargedwith a drug related offenseand do not work in “sensitive
areas”shall be allowed to continue in their positionswhile their criminal matter is pending if
they submit to a drug testand enterinto a Last ChanceAgreement. If an employeerefusesto
enterinto a Last ChanceAgreementthey will be placedon administrativeleavewithout pay. A
final determinationregarding the employee’sstatuswill be made basedon the outcome of
criminal charges.

4. Drug andAlcohol Testing

Drug/alcohol testing will be conductedwith accuracyand reliability. The LIBC upholdsa high
regardfor privacy and dignity in specimencollection,testingand the notification process.

4.1 Employeesfound with the presenceof a covered substancein the body, alcohol at a
detectable level of 0.02 BAC or greater or a confirmed positive drug urine test, without
adequatemedicalexplanation,will be regardedto haveviolated the provisionsof this policy.

4.2 For the purposesof this policy, an employeewho testspositive for illegal drugsshall be
consideredunderthe influence. An employeewho tests0.02 — 0.039 BAC for alcohol is not fit
for duty and should be transportedsafely homeand placedon leavewithout pay. An employee
testof 0.04 BAC or greaterfor alcohol is considereda “positive” testand consideredunderthe
influence. The disciplinaryconsequencesof being “unfit for duty” shall be determinedon a case
by casebasisand may be asseriousas immediatetermination.

4.3 Job applicantsmust successfullypassan initial employmentdrug screenand will be so
notified. Testing will be requestedfor the final applicantsconsideredfor the job offer during
the last stageof the application process. Applicantswho fail the drug screencan, at their own
expense,completea confirmation drug test at an approvedtesting facility. All confirmation
testsmust be performedwith a sampletakencontemporaneouslywith the original testsample.
Additionally, if an applicantfails a drug test, and they are not applying for a “safety sensitive”
position, they will be eligible for hire if they provide proof that they are participating in a drug
and/oralcohol recoveryprogramand havebeenin compliancewith the programfor a minimum
of 12 weeks. Failure to take or to pass the test meanswithdrawal from the employment
application process. Job applicantswho fail a pre-employmentdrug testwill not be eligible for
hire nor will they be eligible for a Last ChanceAgreement. Job applicantsnot be hired due to a
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2. Scope

This policy applies to all full and part time LIBC employeesand volunteers.This policy also
appliesto all individuals selectedfor hire by the LIBC or by a tribally owned enterpriseunless
the enterpriseshaveadoptedtheir own personnelpolicies.

2.1 Employee work areas and LIBC-issued equipment, containers and vehicles under
employee’scontrol are subject to searchand surveillanceat all times while on the Lummi
Reservationor while conductingLIBC businessoff-reservation. Private vehicles usedfor LIBC
businessshall only be subjectto searchand surveillancewhile being usedfor suchbusiness.

3. ProhibitedBehaviors

The violation of any of the following policesmay lead to disciplinary action up to, and including
termination.

3.1 The useof, or being underthe influenceof alcohol during working hoursis prohibited.

3.2 The use, purchase,possessionor transferof illegal drugs, or having illegal drugs on the
LIBC premises,work sitesor vehiclesis prohibited.

3.3 The manufactureor saleof illegal drugs. If it is discoveredthat an employeecoveredby
this policy is in possessionof illegal drugs or is involved in the manufactureof sale of
illegal drugs,appropriatelaw enforcementauthoritieswill be notified.

3.4 While representingthe Lummi Nation, employeesunderthe influencedrugsor alcohol who
engagein behavior reflecting poorly on the LIBC may be subject to disciplinary action.
(This section is not to be interpretedas in any mannerallowing the use of illegal drugs.
The useof illegal drugs is, regardlessof whetherit leadsto behaviorreflecting poorly on
the LIBC, a violation of thesepolicies that shall be groundsfor disciplinaryaction.)

3.5 The off-work hour use of alcohol is prohibited when such activities adverselyaffect job
performanceor job safety.

Taking or using lawful prescriptionsconsistentwith standarddosagerecommendationsis not
prohibited behavior, but employeestaking prescribeddrugs which can causedrowsinessor
haveother behavioralside effectsmust inform their supervisorwhen they begin and when they
stoptaking such medication. Violations may lead to disciplinaryaction.

3.6 EmployeesArrestedfor Drug RelatedOffenses

RegularEmployeeswho are arrestedfor drug relatedoffensesshall be subjectto the following
policiesand conditionsof employment.

zzz:z:zi:zzzzz:zz::z:::z:zJzz:z:z::E
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. Opiates(heroin,opium, codeine,morphine)

. Phencyclidine(PCP,angeldust)

. Barbiturates(phenobarbitat,butalbital, secobarbital,downers)

. BenzodiaZePines(tranquilizerslike Valium, Librium, XanaX)

. ethaqualOne(Quaaludes)

. Methadone(often usedto treatheroin addiction)

. propoxyphene(Darvon compounds)

5. TestingProcedUre5/Adm5tI’ation

5.1 DesignatiOnof Testing Facilities. A Human ResourcesRepresentativeshall designate
certified testing facilities, collection sites, and laboratories to be used by the LIBC in
mini5tering all testing for LIBC employees.The Human ResourcesRepresentativeshall work
with thesefacilities to develop a testing protocol and to ensurethat all testing procedures
comply with the requirementsof this policy.

5.2 Alcohol/Drug Officers. LIBC Directors and Human Resourcesstaff will be designated
alcohol/drugofficer(s) (ADO5). ADO5 shall be fully trained in the detectionof alcohol/druguse
and the LIBC Drug Policy. ADO5 will presideover, and manageto completion,any situation
where testing may be required. All employeeswho have witnessedan on-the-job injury or
situationin which they believealcohol or drugsmay be involved shall repoftthat situationto the
ADO with in their departmentor to HumanResources.

5.3 Alcohol/Drug Officers ResponsibiliW. It is the responsibiliW of LIBC Human Resources
Departmentto provide notice of proceduresand possibleonsequence5to employee(s),obtain
employeeconsentto testing, arrangefor testing and transportationto the collection site or
testing faciliW, give notice of right to fuher testing at employeeexpense,give notice of any
pending disciplina action, and documentany refusalsto test. Throughoutthe process,the
HumanResourcesDepartmentmustensurethatemployeeconfidentialiW is maintained.

5.4 EmployeeConsent. No alcohol test may be administered,urine samplecollected, nor
any drug test administeredwithout first giving notification of the right to refusesuch testing,
the nsequence5of a refusal, the nsequence5of a positive result, and then obtaining the
written consent of the person being tested. It is the ADO’S or Human Resourcestaff’s
responsibilito ensurethe notice is provided and the employee’sconsentis obtainedprior to
testing.

Testing. The LIBC is responsiblefor
initial employeetesting. All samples
drugs, exceptjob applicants,will be
The LIBC shall pay for the costsfor

own expense,can have confirmation

At the time of testing, an employeemay have a contemporaneoussampledrawn and
it independentlytestedat a facility of the employee’schoosing. This testing shall be at

5.5 Cost and Availabilit’! of Initial and subsequent
funding the testing policy and shall assumethe costsfor
that initially test positive for the presenceof alcohol or
automaticallysubjectto confirmation testing procedures.
employeeconfirmation testing. Job applicants,at their
testingcompletedat an approvedlaboratOrl.

5.6
have
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positive drug test may not reapply for employmentfor three (3) months,and only after the
applicanthascompleteda drug and alcohol assessment.

4.4 All employeescoveredby this policy shall submit to a drug and/oralcohol test following
any on-the-jobinjury requiring an injury reportor following an on-the-jobvehicle accidentwhen
the supervisoror the law enforcementon the sceneof the accidentreasonablybelievesthe
employeecausedor contributedto the injury or accident.

4.5 Whenevera supervisorreasonablybelievesan employeeshowsobvious signs of being
unfit for duty (for cause)or has documentedpatternsof unusual or unsafework behavior
(reasonablesuspicion), the supervisor(s) shall consult with an LIBC Human Resources
Representativeto determinewhether the employeeshould be referred for alcohol and drug
evaluationand/ortestedfor drugsand alcohol.

4.6 All employeesare subjectto randomdrug and/oralcohol testing. Unannouncedtesting
is required at least annually for bus drivers, employeesof the Tribal Gaming Agency, CHR
drivers, youth transporters,police officers, heavy equipmentoperators,staff working with
children or elders, chemical dependencycounselors, those working with cash (or cash
equivalents, those who require bonding and those having direct access to drugs or
pharmaceuticalsi n their workplace..

4.7 As soon as practicableafter receipt of a verified positive test result from the testing
laboratory, a Human ResourcesRepresentativewill attempt to inform the employeeof the
positive test results, the consequencesof the test results, and the options available to the
employee. A copy of the test result will be furnished to the employeeupon request. The
employee’ssupervisorwill alsobe notified of the result.

4.8 Employeeswho have a positive drug test will be immediately placed on administrative
leavewithout pay if they are eligible for a “Last ChanceAgreement.” If they are not eligible for
a “last chanceagreement,”they will be immediatelyterminated. Employeesmay useannualor
sick leavein placeof leavewithout pay.

4.9 Refusal to submit to a drug and/or alcohol test required under this policy will result in
immediatetermination.

4.10 The drug and alcohol test under this policy is a urinalysis, an oral strip test, or a
breathalyzertest or any other medically acceptedtest for detecting drugs and/or alcohol
administeredunderapprovedconditionsand proceduresfor the sole purposeof detectingdrugs
and alcohol. The test will be conductedby trained LIBC personnel or a certified facility,
approvedby and paid for by LIBC.

At a minimum,the Lummi Nation drug testsshall testfor thefollowing substanCes

. Amphetamines(meth,speed,crank,ecstasy)

. THC (cannabiflOids,marijuana,hash)

. Cocaine(coke, crack)
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the emplOYeescosL However, the faciiW must be a ceifled facility approvedby the LIBC.
The Human ResourcesRepre5efltatshall estabiisha list of such approvedfaciitie5 and shall
makethat llst avallableat the time of testing.

5.7 Testingprocedures.

a. New Hires All job applicantssubjectto this policy shall be given full notice of testing
requirementsand proceduresand the05equencesof refusal or a positive resu’t. Those
personsshall then be given a place, dateand time at which to appear,by the useof their own
transP0aon,for the purposesof samplecollection. All personsshall be requiredto present
photo idenficati0nbeforea samplecan be taken. In caseswhen an applicantfor employment
doesnot residewithin WhatcOmCounW, anotherceified testcollection site, convenientto the
applicant,shall be locatedby HumanResourcesand usedat no costto the applicant.

b. Job Inju/Rea50nableCause Where it is determinedthat testing must be conducted;
the employeeto be testedshall be informed by the ADO or HumanResourcesof the reasonfor
testingand the05equencesof refusalor a positive result. Onceconsenthasbeenobtainedin
accordancewith section5.4, the employeeshall be nspoed,at LIBC expense,to the testing
faciliW. Under no circumstancesshall an employeebe permiedto tran5POhim/herselfto the
testing faciliW. If an employeerefusesto accepttransportationsuch refusal will be construed
as refusalto takethe test.

(1) ReasonableCause. Reasonablecause for drug and alcohol testing mean facts,
circumstances, physical evidence, physical signs and symptoms or a pattern of
performanceand/or behavior that would causea supei50rto reasonablyconcludean
employeemay have engagedin on the job drug or alcohol use, or may be under the
influenceof someg/sub5tancenciuding alcohol.
(2) Examplesof reasonablecauseincludebut arenot limited to:

(a) Unsati5fact0work perfOrmancei cluding accidents and incidents, adequately
documented,and where some drug related documentationindicates a linkage or a
changein an mplOyee’5 prior paern5of work performanceand where somedrug or
alcohol performancerelateddocumentationindicatesa linkage.

(b) Physicalsymptomsconsistentwith drug or alcohol use.

(c) Evidenceof illegal substanceuse,possessionisaleor deliver’!.
(d) Fights (to meanphysical contact)and assaults,erraticor violent behavior,or severe
mood swingsresultingin angryoutbursts.

c. RandomTestiflg On a periodic basis,a Human ResourcesRepre5entativwill randomly
selectemployeesfor testing. All selectedemployeeswill be informed by Human Resourcesthat
they will be requiredto take a randomdrug test. The depamefltADO5 will be notified of the
namesof employeesin their areathat are requiredto submitto randomtesting. mployee5on
personaltime off or travel are excused,but will be included in the next random test cycle.
employeeSare requiredto sign a consentform for the test. If they refuseto sign the consent
form or to completethe test, they will be referredto the Human ResourcesRepresentativeto
providethe employeetheir rights and05equencesof a refusal.



58 PreCoiieCti0nInteMeWS Having arrived at the testing collection site and prior to the
administrationof an alcohol and drug test, an emp’oYee is to be inteiewedby the testing
faciliW’s staff to determinewhetherhe/shehastakenany form of medicationthat may resu’t in
a positivetestresuL

5.9 Samp’e Collection. The ting/cOl1ection faciiiW’s staff shall conduct all sample
collection. Such personnelshall be trained and shall perform all test/collectionsin accordance
with standardclinical/medicalprocedures.

5.10 The5ing/collecti0n faciliW shall take all stepsneces5ato ensureemployeeprivacy
and confidentiaUW. After collection, the sampleis to be properly sealedand labeledto reflect
the employee’sidenti as well asthe time/dateof collection. The samplemust be storedin a
secure/lockedplace until it can be transportedto the testing laboratO. The time between
collection and transPoftationshould be minimized, and the storage area must be climate
controlledin orderto insurethatthe sampledoesnot degrade. In the eventthat it is neces5a
to handle or take possessionof the sample betweencollection and transportation,a record
must be kept of eachinstance(including the identiW of the personwho takessuch action, the
date, time, place, and purposeof such action) in order to insure that the proper chain of
custodyis maintained. An appropriatecarrierto the testing laboratOmustthentransPOthe
sample. Recordsmustbe kept by the testingfacilities at all stagesof the process.

5.11 All drug testing recordsheld by the LIBC shall be treatedas medical information and
maintainedseparatelyfrom standardpersonnelfiles.

Where,upon first analysis,a sampleis determinedto be positive for the presenceof alcohol or
drugs, the laborato shall tomatically subject that sample to confirmation testing. The
testing laboratOshall retain all samplesconfirmed positively for alcohol or drug for at least
oneyear.

5.12 Medical Review Officer. The Medical Review Officer (MRO) is a physicianfl0wledgeable
about drugs and alcohol. The MRO will be the sole recipient of positive testing laboratO
results. The MRO will veri thatthe resultsare reasonable.That review may include

a. Review of the information providedby the employeeat the collection interview.

b. ffording the individual employeean oppOuniW to discussthe test resultswith the
MRO.

c. Requesting,as needed and after patient authorization, medical records to verify
information obtained.

d. eterminingwhetherthereis a legitimate medical explanationfor the results,including
legally prescribedmedication.

5.13 Notification.
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a. The MRO will report eachtest result (after review) exclusivelyto a Human Resources
Representative.The namesof LIBC contactswill be on file with the MRO.

b. The MRO may releasethe resultsto a party other than the LIBC Human Resources
Representativeonly when the employeetestedsigns an authorizationfor the release
to an identified person.

c. A Human ResourcesRepresentativeshall notify all employeeswith positive test
results of their rights and responsibilitiesimmediately upon their availability of the
test.

6. LastChanceAgreement

6.0 RegularEmployeeswith a positive verified drug and/oralcohol testwill not be dismissed
solely becausethey have had a positive test. However, a positive test, in combinationwith
othercircumstances,may lead to discipline, including termination.

6.1 Ordinarily, an employeewith a positive test will be allowed to retain employmentby
signing a “Last ChanceAgreement”and being referred to a drug and alcohol program. The
“Last ChanceAgreement”is attached. By signIng this Agreement,the employeeagreesto all of
its requirements. Failure to sign or to adhereto the requirementsof the Agreementwill result
in immediatetermination.

6.2 Certain safety- and security-sensitive positions are not eligible for “Last Chance
Agreements.” These positions include police officers, bus drivers, CHR drivers, youth
transporters,heavy equipment operators, child care staff, elder care workers, chemical
dependencycounselors,constructionworkers, thosewho handle money or requiring bonding,
and those having direct accessto drugs or pharmaceuticalsin their workplace and the
requirementto dismissis addressedin thejob description.

6.3 Law enforcementofficers, bus drivers, any employee who is required to have a
Commercial Drivers License,who works with children, seniorsor vulnerableadults, and those
employeeshaving director accessto prescriptiondrugs in their workplaceare not eligible for a
“Last Chance Agreement.” If they violate this policy, they may be terminated or
demoted/placedin a light duty position if one is available.

6.4 The Last ChanceAgreementrequires:

(1)the employeeto obtain an appointmentfor a chemical dependencyassessmentand
appropriatetreatmentplan within 24 hoursof receivingtheir positivedrug testresult.;

(2)the employee to sign a release of information to the employer regarding the
recommendationsfor treatmentand the“fitness for duty” of the employee;

(3)theemployeeto starta treatmentplan immediatelyupon its formation;
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(4)the employee to comply with all of the recommendationsfor treatmentand the
treatmentplan;

(5)the employeeto agreeto periodic random testing by the LIBC (in addition to regular
randomemployeetesting)for two yearsfollowing treatment.

6.5 Individuals will be responsible for paying for the assessmentand treatment, not
withstanding health insurance, Medicaid, or Lummi CHS for those eligible. LIBC is only
responsiblefor the costof two year randomtesting.

6.6 Employees must use their annual leave, sick leave, or leave without pay to attend
requiredtreatment.All leaveshall be taken in accordancewith the LIBC PersonnelPolicies.

6.7 Employeeswho enterinto a Last ChanceAgreementshall be not be allowed to return to
work until they havestartedthe treatmentprogramrecommendedby their assessment.

6.8 A secondverified positive drug or alcohol test or any violation pertaining to the LIBC
drugs and alcohol policy will result in immediatetermination. During treatment,the two year
random testing or at any time during employment. An exception shall be made in casesof
positive tests for marijuana. If an individual in a Last ChanceAgreementtests positive for
marijuana,they will only be terminatedif the levels of marijuanaremain unchangedor increase
when comparedto their most recentprevioustest.

7. Confidentiality

7.1 All drug and alcohol testing, information regarding a specific individual, interviews,
reports, statements,memoranda,and test results, written or otherwise, will remain strictly
confidential. Releaseshall be only in accordancewith federal confidentiality statutesand in
accordancewith this policy.

7.2 Any communicationsbetweenLIBC Human Resourcesand the drug and alcohol testing
program(s)regardingspecificemployeeswill be kept confidentialand will be restrictedto issues
of compliance.

7.3 All test resultswill be regardedas medical data and will not be filed in an employee’s
personnelfile. The statusof an employee’sdrug testwill be communicatedwithin the LIBC on
a strict need-to-knowbasis.

8. Employee& SupervisorSubstanceAbuseTraining & Education

8.1 Every employeewill be requiredto read this policy and sign a statementto that effect.
The employerwill conductan orientationto the policy for all new hires,will includethis policy in
the LIBC PersonnelPolicy Manual, and will continueto publicize the program throughoutthe
organization.
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8.2 The LIBC shall annually provide supervisorytraining through the HR Department.This
training shall include: the connection betweenjob performancedeficienciesand impairment
through drug and alcohol abuse; the importance of documentationof work performance
deficienciesand impairment; how to refer impaired employeesto evaluation and treatment;
circumstancesand proceduresfor post-injury testing or incident; supervisorresponsibilitiesin a
last chanceagreement,and employeeconfidentiality.

8.3 The LIBC shall annually provide educationto all employeesregardingsubstanceabuse
and its effectson the workplacethroughthe Human ResourcesDepartment.
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604SexualandOtherUnlawful Harassment
Effective Date: 08/01/00

LIBC is committedto providing a work environmentthat is free of discrimination and unlawful
harassment.Actions, words, jokes, or commentsbasedon an individual’s sex, race, ethnicity,
age, religion, or any other legally protectedcharacteristicwill not be tolerated.As an example,
sexualharassment(both overt and subtle) is a form of employeemisconductthat is demeaning
to another person, underminesthe integrity of the employment relationship, and is strictly
prohibited.Thereshall be no harassmentor abusivetreatmentof any employeefor any reason
by anyone. Any employee that harasses,disrupts, or interferes with another’s work
performanceor which createsan intimidating, offensive, or hostile environmentwill not be
tolerated.

Any employeewho wants to report an incident of sexual or other unlawful harassmentmust
promptly report the matterto his or her supervisoror anyonein a supervisorcapacitywhom
they trust. If the supervisoris unavailableor the employeebelievesit would be inappropriateto
contact that person, the employee should immediately contact the Human Resources
Departmentor any othermemberof management.Employeesshould be awarethat any person
of supervisorycapacitythat they report an incident to is responsiblefor reporting that incident
to their supervisor and/or the Human ResourcesDirector to ensure that the concern is
addressedin a timely and effective matter. Employeescan raise concernsand make reports
without fear of reprisal.

Any supervisor or manager who becomes aware of possible sexual or other unlawful
harassmentshall promptly advise the Human Resources Director or any member of
managementwho will handlethe matterin a timely and confidential manner.

Anyone engagingin sexual or other unlawful harassmentwill be subjectto disciplinary action,
up to and including terminationof employment.

ComplaintProcedure

The following complaint procedurewill be followed in order to addressa complaint regarding
harassment.

1) A personwho feels harassedmay initiate the complaint processby filing a written and
signed complaint with the Human ResourcesDirector. No formal action will be taken
againstany person under this policy unless a written and signed complaint is on file
containing sufficient details to allow the Human ResourcesDirector to determineif the
Policy may have beenviolated. If an employee,supervisoror managerbecomesaware
that harassmentor discrimination is occurring, either from personalobservationor as a
result of any employeecoming forward, the employee,supervisoror managershould
immediatelyreport it to the Human ResourcesDirector.

2) Upon receiving the complaint,or being advisedby a supervisoror managerthatviolation
of this policy may be occurring, the Human ResourcesDirector will notify the CEO and
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review the complaint with legal counsel and the appropriateExecutive Director of the
departmentin which the allegedharassmentor discriminationis occurring.

3) Within five (5) working days of receiving the complaint, the Human ResourcesDirector
will:

a) Providea copy of the complaintto the person(s)charged(hereafterreferredto as
“respondent(s));and

b) Initiate the investigation to determinewhether there is a reasonablebasis for
believing that the allegedviolation of this policy occurred.

4) During the investigation,the Human ResourcesDirector, togetherwith Legal Counselor
other managementemployee,will interview the complainant,the respondentand any
witnesses,to determinewhetherthe conductoccurred.

5) Within fifteen (15) working days of the complaint being filed (or the matter being
referred to the Human ResourcesDirector) the Human ResourcesDirector or other
personconductingthe investigationwill concludethe investigationand submita reportof
his or her findings to the CEO, with copies to the appropriate Executive Director,
complainant,and respondent.

6) If it is determinedthat harassmentin violation of this policy has occurred,the Human
ResourcesDirector will recommendthat appropriatedisciplinary action be taken. The
appropriateaction will dependon the following factors: (1) The severity, frequencyand
pervasivenessof the conduct; (2) Prior complaintsmade by the complainant;(3) Prior
complaints made againstthe respondent;(4) The quality of the evidence(first hand
knowledge,crediblecorroborationetc).

7) If the investigationis inconclusiveor it is determinedthat therehasbeenno harassment
in violation of this policy, but some potentially problematic conduct is revealed,
preventativeaction may be taken.

8) Within five (5) working days after the investigationis concluded,the Human Resources
Director will meetwith the complainantand the respondentseparately,in order to notify
them in personof the findings of the investigationand to inform them of the action being
recommended.

9) The complainantand the respondentmay submit statementsto the Human Resources
Director challenging the factual basis of the finding. Any such statementmust be
submittedno later than five (5) working days after the meetingwith the HR Director in
which the findings of the investigationwerediscussed.

10) Within ten (10) working days from the date the Human ResourcesDirector meetswith
the complainantand respondent,the CEO will review the investigative report and any
statement submitted by the complainant or respondent, discuss results of the
investigationwith the Human ResourcesDirector and appropriateExecutiveDirector and
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decidewhat action, if any, will be taken.The Human ResourcesDirector will report the
CEO’s decision to the complainant, the respondentand the employee’s immediate
supervisor.The CEO’s decision will be in writing and will include finding of fact and a
statementfor or againstdisciplinaryaction. The CEO’s decisionshall be final.
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605Visitors in theWorkplace
Effective Date: 08/01/00

To provide for the safety and security of employeesand the facilities at LIBC, only business-
related visitors are allowed in the workplace. Restricting visitors helps maintain safety
standards, protects against theft, ensures security of equipment, protects confidential
information, safeguardsemployeewelfare, and avoidspotentialdistractionsand disturbances.

Becauseof safetyand security reasons,family and friends of employeesare discouragedfrom
visiting Visits should be for a minimal time period, and preferablyduring the employee’slunch
or break periods. In casesof emergency,employeeswill be called to meetany visitor outside
their work area. If a needfor an extendedvisit exists, employeesshall ask their supervisorfor
permission.

All visitors shouldenterat the Division’s Main Entrance.Authorizedvisitors will receivedirections
or be escortedto their destination.Employeesare responsiblefor the conduct and safety of
their visitors.

If an unauthorizedindividual is observedon LIBC’s premises,employeesshould immediately
notify their supervisoror, if necessary,direct the individual to the Division’s Main Entrance.
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606WorkplaceViolence
Effective Date: 08/01/00

The LIBC provides a safe workplace for all employees.To ensurea safe workplace and to
reducethe risk of violence, all employeesshould review and understandall provisions of this
workplaceviolencepolicy.

Prohibitedconduct
We do not tolerate any type of workplace violence committed by or against employees.
Employeesare prohibitedfrom making threatsor engagingin violent activities.

This list of behaviors,while not inclusive, providesexamplesof conductthat is prohibited.

, Causingphysical injury to anotherperson;
, Making threateningremarks;
, Aggressiveor hostile behaviorthat createsa reasonablefear of injury to anotherpersonor

subjectsanotherindividual to emotionaldistress;
, Intentionallydamagingemployerpropertyor propertyof anotheremployee;
, Possessionof a weaponwhile on companypropertyor while on companybusiness;
, Committing actsmotivatedby, or relatedto, sexualharassmentor domesticviolence.

ReportingProcedures
Any potentiallydangeroussituation must be reportedimmediatelyto a supervisoror the Human
ResourcesDepartment.Reports shall be made in writing and all reported incidents will be
investigated.Reportsor incidentswarranting confidentiality will be handledappropriatelyand
information will be disclosedto othersonly on a need-to-knowbasis. All parties involved in a
situationwill be counseledandthe resultsof investigationswill be discussedwith them.

Risk ReductionMeasures
Individual Situations:While we do not expectemployeesto be skilled at identifying potentially
dangerouspersons,employeesare expectedto exercisegood judgment and to inform the
Human ResourcesDepartmentif any employeeexhibits behaviorwhich could be a sign of a
potentiallydangeroussituations.Such behaviorincludes:

, Discussingweaponsor bringing themto the workplace;
, Displaying overt signsof extremestress,resentment,hostility, or anger;
, Making threateningremarks;
, Suddenor significantdeteriorationof performance;
, Displaying irrational or inappropriatebehavior.

Dangerous/EmergencySituations
Employeeswho confront or encounteran armed or dangerouspersonshould not attemptto
challengeor disarm the individual. Employeesshould remain calm, make constanteye contact
and talk to the individual. If a supervisorcan be safely notified of needfor assistancewithout
endangeringthe safety of the employeeor others, such notice should be given. Otherwise,
cooperateand follow the instructionsgiven.
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Enforcement
Threats,threateningconduct,or any other actsof aggressionor violence in the workplacewill
not be tolerated.Any employeedeterminedto have committed such acts will be subject to
disciplinary action, up to and including termination.Non-employeesengagedin violent actson
LIBC’s premiseswill be reportedto the properauthoritiesand fully prosecuted.
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701 ComputerandE-mail Usage
Effective Date: 08/01/00

Computers,computerfiles, and the e-mail system,and software furnished to employeesare
LIBC property intended for business use. Employees should not use another employee’s
password,accessa file, or retrieveany storedcommunicationwithout authorization.

For specific questionsand/orconcernson propercomputerand e-mail usageemployeesshould
refer to the IS computerand e-mail Policy locatedon the LIBC Intranet.

LIBC strives to maintain a workplace free of harassmentand sensitiveto the diversity of its
employees.Therefore,LIBC prohibits the useof computersand the e-mail systemin ways that
are disruptive, offensive to others, or harmful to morale. For example, the display or
transmissionof sexually explicit images, messages,and cartoonsis not allowed. Other such
misuseincludes,but is not limited to, ethnic slurs, racial comments,off-color jokes, or anything
that may be construedas harassmentor showingdisrespectfor others.

E-mail may not be usedto solicit othersfor commercialventures,religious or political causes,
outsideorganizations,or othernon-businessmailers.

LIBC purchasesand licensesthe use of various computersoftwarefor businesspurposesand
doesnot own the copyright to this softwareor its relateddocumentation.Unlessauthorizedby
the softwaredeveloper,LIBC doesnot have the right to reproducesuch softwarefor use on
morethanonecomputer.

Employeesmay only usesoftwareon local areanetworksor on multiple machinesaccordingto
the softwarelicenseagreement.LIBC prohibits the illegal duplication of softwareand its related
documentation.

Employeesshould notify their immediatesupervisor,or the IS Departmentor any memberof
managementupon learning of violations of this policy. Employeeswho violate this policy may
be subjectto disciplinaryaction, up to and including terminationof employment.
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702 Personalusesof Telephone,Fax MachineandMail Systems
EffecUve Date: 08/01/00

To ensureeffective telephonecommunications,employeesshould always speakin a courteous
and professionalmanner.Pleaseconfirm information receivedfrom the caller and hang up only
after the caller hasdoneso.

Extendedand repetitive personaluse of the telephones,etc. is prohibited. No personaluse of
phones/faxare allowed unlessabsolutelynecessary.Employeesare to use their own calling
card for personalcalls that are long distance.

The useof LIBC-paid postagefor personalcorrespondenceis not permitted.
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703 Returnof Property
Effective Date: 08/01/00

Employeesare responsiblefor all LIBC property, materials, or written information issued to
them or in their possessionor control. Employeesmust return all LIBC property immediately
upon requestor upon terminationof employment.Wherepermittedby applicablelaws, policies,
or agreementsLIBC may withhold from the employee’scheckor final paycheckthe cost of any
itemsthat are not returnedwhen required.LIBC may alsotakeall action deemedappropriateto
recoveror protectits property.
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704 BusinessTravel Expenses
EffecUve Date: 08/01/00

LIBC will reimburse employeesfor reasonablebusinesstravel expensesincurred while on
assignmentsaway from the normal work location. The DepartmentDirector must approveall
businesstravel in advance.The CEO mustapproveall out of statetravel.

Employees whose travel plans have been approved should make all travel arrangements
through LIBC’s designatedtravel agencyand follow the LIBC Travel Policy, which can be found
on the LIBC Intranet.

When approved, the per diem rate for travel, meals, lodging, and other expensesdirectly
relatedto accomplishingbusinesstravel objectiveswill be reimbursedby LIBC. Employeesare
expectedto limit expensesto reasonableamounts.

Advancesto cover reasonableanticipatedexpensesmay be given to employeesafter travel has
been approved. Employeesshould submit a written requestto their supervisorwhen travel
advancesareneeded.

With prior approval,a family memberor friend may accompanyemployeeson businesstravel
when the presenceof a companionwill not interfere with successfulcompletion of business
objectives.Expensesincurred by the family memberor friend shall not be the responsibilityof
LIBC.

Generally, employeesare also permitted to combine personaltravel with businesstravel, as
long as time away from work is approved.Additional expensesarising from such non-business
travel arethe responsibilityof the employee.

When travel is completed,employeesshould submit completedtravel expensereportswithin 5
working days.All receiptsshouldaccompanyreportsfor Hotel and allowableexpenses.

Employeesshouldcontacttheir supervisorfor guidanceand assistanceon proceduresrelatedto
travel arrangements,travel advances,expensereports,reimbursementfor specific expenses,or
any otherbusinesstravel issuesand refer to the LIBC Travel Policy (seeLIBC intranet)

Abuse of this businesstravel expensespolicy, including falsifying expensereports to reflect
costsnot incurred by the employee,can be groundsfor disciplinary action, up to and including
terminationof employment.
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705 Driving For Work Purposes
Effective Date: 04/19/2011

Many positions with LIBC require an employeeto drive a motor vehicle. If an employee is
requiredto drive a vehicle for work purposes,whetherit be their own vehicle or a tribal vehicle,
they must submit a copy of their valid driver’s license and driving abstractto the Human
ResourcesDepartment in order to ensure that the employee is insurable through LIBC’s
insurancecarrier. If an employee has an out-of-statedriver’s license, they must obtain a
WashingtonStatedriver’s licensewithin thirty (30) days.

In order for an employeeto be insurableand drive for work purposesthey must meet the
criteria of the current LIBC insurancecarrier and be placed on the LIBC driver’s list. For a
complete list of the disqualifying criteria, go to the Human ResourcesDepartment. If an
employeechoosesto drive their own vehicle for work purposes,they must be on the LIBC
driver’s list, any reimbursementfor mileagewill not occur until the employeeis on the driver’s
list.

Employeeswho are involved in an accidentwhile traveling on companybusinessmust promptly
report the incident to their immediate supervisorupon return. Vehicles owned, leased,or
rented by LIBC may not be used for personaluse. For accidentreports involving and motor
vehicle, the employee’ssupervisorshould forward a written report to the LIBC assetsmanager.
If personalinjuries are also involved the report should be forwardedto the Human Resources
Department.

Employeeswho receivetraffic violation and/or parking tickets while on companybusinesswill
be responsiblefor paying their violations without the use of tribal funds. Employeeswho
receive a parking violation or moving violation of any kind while using a tribal vehicle shall
report this to the Human ResourcesDepartmentand the Planning Departmentwhen returning
the vehicle to the motor pool. Failure to report the violation will result in disciplinary action up
to and including terminationof employment.

Smoking in tribal vehiclesis prohibited per Section602.
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706 BackgroundChecks/AppealsProcess
Effective Date: 05/07/2013

Applicants and employees(including commission/board/committee(CBC) members)within the
LIBC shall be subjectto backgroundchecksin order to protect the peopleand assetsof the
Lummi Nation.

All positions within the LIBC shall be placed into one of the following categorieswhich then
details what would disqualify them from potential or ongoing employmentand how often a
backgroundcheck shall be conducted. If Lummi agencieslicensedby other jurisdictions have
employmentcriteria more restrictive than those detailed in this policy, the more restrictive
criteria shall apply to applicants/employeesworking within theseagencies.

Categories
1. Warrants,Driving and LIBC Debt Check
2. Public Trust
3. RegularContactor Control Over Children
4. Law Enforcement

Dependingon the position applied for or held, backgroundchecks may include any federal,
stateor tribal recordsincluding, but not limited to: both adult and juvenile (whereapplicable)
criminal histories,aswell asvulnerablepopulationabuseand neglectreporting records.

Applicants
An applicantmust undergoa backgroundcheckprior to being hired into any position or moving
to a position that requiresa different backgroundcategory. If a pre-employmentbackground
check showsthat the applicant is not eligible for the position, they will receivean ineligibility
determinationletter from Human Resources.However, if the ineligibility is not mandatedby
law, the direct supervisor,the departmentdirector and the Human ResourcesDirector may
agreeto amendthe position’s job dutiesto accommodatethe applicant. If the ineligibility is not
mandatedby law, the applicantmay also file an appealbasedon the ineligibility determination.
SeeAppilcantsAppealsectionbelow.

If an applicant has a pending criminal charge or open Child or Adult Protective Services
investigationthat may result in a disqualifying conviction, the applicantshall not be hired and
are not eligible to appealto the AppealsBoard until the pendingchargesare resolved.

Employees
If a backgroundcheckon a currentemployeeshowsthat the employeeis not eligible for the
position they occupy, the departmentdirector and Human ResourcesDirector shall meet to
review the findings andjob descriptionto seeif accommodationscan be madeby modifying the
job description.If the job descriptionis not able to be modified or the modification will cause
undue hardship to the department,the employee shall be terminated immediately. If an
employeeis arrestedor chargedwith a criminal offenseduring employment,the employeeor
someoneon their behalf shall report the arrestor charge(s)within threebusinessdaysto their
immediatesupervisorwho shall then forward this notice to the departmentdirector and Human
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ResourcesDirector. Failure to report an arrestor criminal chargewithin three businessdays
shall be causefor immediatetermination. Further, if the Human ResourcesDepartmenthas
good causeto believe an employee has a criminal charge or conviction which the Human
ResourcesDepartmentdoes not have documented,they shall conduct a backgroundcheck
outsideof the normal timeframeS.

BackgroundCheckCategoriesandCriteria
CategoryL Warrants,Driving
A. Applicants/employeesin all categoriesshall be subject to a backgroundcheck for any

outstandingwarrants(from any jurisdiction) and past-duedebt to the LIBC per Resolution
96-93. outstandingwarrantsand past-duedebt to the LIBC shall disqualify an individual
from employment until the warrants are cleared and debts eliminated or payback
arrangementsmade.

B. Applicants/employeesin all categoriesshall be subjectto a driving abstractcheckif their job
description requiresthem to drive for work purposes.They must meet the criteria of the
currentLIBC insurancecarrierand be placedon the LIBC driver’s list.

This backgroundcheckwill be conductedat the time of hire and at leastonceeverythreeyears
thereafter.

Category2: PublicTrust
A. Applicable to applicants/employeeswho haveaccessto: cash(work orders,purchaseorders,

checks,etc.), confidential records,medical recordsand tribal financial data.

Must not havebeenconvicted,pleadguilty or plead“no contest”within the previoustwo
yearsto a crime of:

. Theft; or

. Crime of dishonestyor

. Any drug relatedcrime

B. Applicable to applicants/employeeswho have accessto prescription drugs or who have
regularcontactwith eldersor vulnerableadults.

Must not havebeenconvicted,pleadguilty or plead“no contest”within the previousfive
yearsto one or more felony offenses,or within the previousthreeyearsto one or more
misdemeanoroffensesinvolving:

. Theft; or

. Crime of dishonesty or

. Crime againsta person;

. Crime of violence

Must not have been convicted, plead guilty or plead “no contest” to any felony drug
offensemore seriousthan possessionwithin the previousfive yearsor any misdemeanor
drug relatedcrime within the previousthreeyears.
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Must not have been convicted, plead guilty, plead “no contest,” or been found
responsiblefor a founded report of abuseor neglectwithin an adult protectiveservices
reportingsystemwithin the previousfive years.

This backgroundcheckwill be conductedat the time of hire and everythreeyearsthereafter.

Category3: RegularContactor Control over Children
Applicable to all applicants/employeeswho haveregularcontactwith or control over children.

Must not havebeenconvicted,pleadguilty or plead“no contest”to onefelony offenseor
two misdemeanoroffensesinvolving:

. A crime of violence;or

. Sexualassault;or

. Molestation;or

. Exploitation; or

. Contactor prostitution;or

. A crime againsta persons;or

. An offensecommittedagainsta child(ren)

Must not havebeenconvicted,plead guilty or plead“no contest”to any offenseinvolving
any of the abovenotedtypesof crimeswithin the previousthreeyears.

Must not have been convicted, plead guilty or plead “no contest” to any felony drug
related crime within the previous five years or any misdemeanordrug related crime
within the previousthreeyears.

Must not have been convicted, plead guilty, plead “no contest,” or been found
responsiblefor a founded report of abuseor neglectwithin a child protective services
reportingsystemwithin the previousfive years.

This backgroundcheck will be conductedat the time of hire and at least once every twelve
monthsthereafter.

Category4: LNPD Employees
Applicable to all applicants/employeeswhom are commissionedor certified law enforcement
officials.

Law EnforcementOfficials shall be disqualifiedfrom employment:

(1) if they have beenconvicted in any court of a crime punishableby imprisonmentfor a term
exceedingoneyear;

(2) if they are a fugitive from justice;
(3) if they arean unlawful userof or addictedto any controlledsubstance(asdefined in section

102 of the ControlledSubstancesAct (21 U.S.C. 802));
(4) if they havebeenadjudicatedas a mentaldefectiveor who hasbeencommittedto a mental

institution;
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(5) if they arean alien
(A) who is illegally or unlawfully in the United States;or
(B) exceptas provided in subsection(y)(2), who hasbeenadmittedto the United States

under a non-immigrantvisa (as that term is defined in section iO1(a)(26) of the
Immigration and NationaliW Act (8 U.S.C. i1O1(a)(26))

(6) if they havebeendischargedfrom the Armed Forcesunderdishonorableconditions;
(7) if, having beena citizen of the United States,hasrenouncedcitizenship;
(8) if they aresubjectto a court orderthat

(A) was issuedafter a hearing of which such person receivedactual notice, and at
which suchpersonhad an opportunityto participate;

(B) restrainssuch personfrom harassing,stalking, or threateningan intimate partner
of such personor child of such intimate partneror person,or engagingin other
conductthat would placean intimate partnerin reasonablefear of bodily injury to
the partneror child;

(C) (i) includesa finding that such personrepresentsa credible threatto the physical
safetyof such intimate partneror child; or (ii) by its termsexplicitly prohibits the
use, attempteduse, or threateneduse of physical force againstsuch intimate
partneror child thatwould reasonablybe expectedto causebodily injury

(9) if they havebeenconvictedin any court of a misdemeanorcrime of domesticviolence.

Juvenilerecordswill also be reviewed.

All of the abovedisqualifiersare mandatedby the“Brady Bill” —18 U.S.C. §922.

This backgroundcheckwill be conductedat the time of hire and at leastonceeverythreeyears
thereafter.

JuvenileBackgroundChecks
A. Juveniles who work with other juveniles, elders or vulnerable adults, or in law

enforcementshall be subjectto the samebackgroundcheckasadults.

B. Juvenileswho do not work with other juveniles,vulnerableadultsor in law enforcement
shall only be subjectto the backgroundcheckrequirementsof Category1.

If the backgroundcheck revealsa disqualifying juvenile conviction, the Appeals Board shall
makea case-by-casedeterminationof their eligibility for employment.

TemporarYEmergencyHiring
LIBC understandsthat, at times, staffing emergenciesarise from uncontrollablecircumstances.
Departmentdirectors may requestto hire a temporaryemployeeon an emergencybasiswith
written approval from the Human ResourcesDirector and the General Manager. Emergency
hires must first go to the Human ResourcesDepartmentto completetheir backgroundcheck
forms and drug test. No individualswho work with juveniles,eldersor vulnerableadults,or who
work in law enforcement,areeligible to be hired on an emergencybasis.

ApplicantsAppealof Ineligibility dueto Criminal Background



Applicants who are deemedineligible for employmentin a certain categorydue to findings in
their pre-employmentcriminal background check may request to appeal the denial to an
AppealsBoard,as long asthe ineligibility is not mandatedby law.

Pre-employmentcriminal backgroundchecksare performedafter a writlen job offer has been
madeand accepted.If an applicantis deniedemploymentbasedon the resultsof the criminal
backgroundcheck, they may appealthe denial by submitting a completedRequestfor Appeal
form. Completion of this form requiresthe position’s immediate supervisorand department
directorto supportthe hiring of the applicantdespitehis or her criminal background.

To qualify for an appeal,you must be an enrolled memberof a federally recognizedAmerican
Indian tribe.

An applicantwill have five businessdays from issuanceof the letter informing them that they
are ineligible basedon the findings of the criminal backgroundcheck to appeal the ineligible
determinationthrough submission of a completed Requestfor Appeal form to the Human
ResourcesDepartment. If the applicant is unable to obtain the required signatureson the
Requestfor Appeal form due to the supervisorsand/ordepartmentdirectorsabsence,this time
frame may be extended.Failure to timely submita completedform endsall rights to appealand
waivesthe applicant’sright to a hearingor any furtherappeal.

An AppealsBoard shall be formed in the samemannerand from the samegroupsof employees
asthe GrievanceReview Board identified in Section505 of this manual.

Human Resourceswill provide administrativeguidanceregardingthe Appeals Board policy and
procedures.

Role of the AppealsBoard
The Appeals Board’s sole purpose is to examinethe facts surroundingthe determinationof
ineligibility and determinewhetheror not to granta waiver. The AppealsBoard may only grant
a waiver if both of the following conditionsare met. 1) The AppealsBoard finds that the facts
and evidencemore likely than not supportthe position of the applicant; and 2) the Appeals
Board determinesthat having the applicant in the position will not jeopardizethe health and
safetyof otheremployees,clients and studentsand/ortheir confidential records.Following the
hearing,the AppealsBoard shall makea written decisionwithin threedaysto approveor deny
the requestfor a waiver. This timeframe may be extendeddue to unforeseencircumstances.
Written notice of any time extensionshall be provided to the applicant. The Appeals Boards’
decisionis final and thereshall be no appeal,eitheradministrativeor judicial, from this decision.
Decisions resulting from the appealsprocessshall not create binding precedentfor future
appeals.

Initial Implementation
All provisions of this policy will be immediatelyeffective upon its adoption. If, however, an
initial background check on an individual employed prior to this policy’s adoption reveals
information that would otherwise make them ineligible for employment, their eligibility for
employmentshall be examinedon a case-by-casebasisby the departmentdirector, the General
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Managerand the Human ResourcesDirector. However, there shall be no exceptionsallowed
regardingthe policy’s eligibility rules relatedto individuals who work in law enforcementor who
work with children,eldersandvulnerableadults.
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707 Nepotism
Effective Date: 08/01/00

No member of an immediate family or a cohabitantwill participate in the selection of an
applicantfor employment.Immediatefamily is defined in the BereavementSection308 of this
policy. It also includesco-habitantsand their immediaterelatives.

No employeemay be assignedto a unit supervisedby a memberof the immediatefamily.
Discretionaryexceptionsmay be permittedupon approval of the appropriateexecutivedi rector
and Human ResourcesDirector when no other qualified applicantsare available. In the event
the supervisoryrelationship is brought into existenceby the promotion of an employee,the
Human ResourcesDirector shall make a decision as to the proper personnelaction to take on
an individual casebasis.

However, no employeeshall be denied a position on the basis of their family relationshipto
anotheremployeein the samedepartment.
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708 PersOnnelRecOrdSIEmpIOYm’t Verification
Effective Date: 08/01/00

Personnelrecordsfor employeesshall be maintainedin order to documentemploYmentrelated
decisioflS The Human ResourcesDepamentwill maintain the official PersonnelFile of all
emploYees.

EmploYeeshavea respon5bto makesuretheir personnelrecordsare up to dateand should
noti the HumanResourcesDepamentin writing of any changesin the following

4 NameChange
4 AddressChange
, TelephoneNumberChange
, Marital Status
4 Numberof dependants
4 Address& Telephonenumberof former depefldants
4 BeneficiaYesignat10ns
4 person(s)to be notified in caseof emergencY

EmploYeesmay inspect their own personnelrecords,and may requestcopies of documents
containedwithin their file (at their expense),but may not removedocumentsfrom their file.
Such an inspectionmustbe requestedin writing to the Human ResourcesDepamefltand will
be scheduledat a mutually convenienttime. All inspectionsmust be done in front of a Human
ResourcesRepresentative.

Employeesare to refer all outside(nonemPloYeesfoutsidecompanies,banksetc) requestsfor
personnel information ncerfling applicants,employeesand past employeesto the Human
ResourcesDepament.The Human Resourcesdepamefltwill only veri datesof employment
position, title and wage information and only with written authorization from that person.
Failure of an employee to forward these requeststo the Human ResourcesDepament
regardinga former or currentemployeemay resultin correctiveaction.
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Thefollowing sectionshavebeenamendedandincorporated:

Section105
Sections203, 504, 505
Section203-Suspensionof ChallengePolicy
Section206
Section207
Section302
Section303
Section303, 304, 305, 306, 504A, 603
Section308
Section404
Section502
Section505
Section601
Section602
Section705
Section706
Section706

Approved6/21/2011
Approved3/17/2008
Approved8/4/2009
Approved6/21/2011
Approved6/21/2011
Approved3/15/2011
Approved 5/7/2013
Approved 5/5/2009
Approved7/10/2012
Approved2/24/2009
Approved7/6/2011
Approved 10/23/2012
Approved3/15/2011
Approved3/15/2011
Approved4/19/2011
Approved5/6/2008
Approved 5/7/2013

RESO#2011-097
RESO#2008-031
RESO#2009-126
RESO#2011-095
RESO#2011-099
RESO#2011-028
RESO#2013-058
RESO#2009-047
RESO#2012-103
RESO#2009-038
RESO#2011-098
RESO#2012-147
RESO#2011-032
RESO#2011-033
RESO#2011-068
RESO#2008-063
RESO#2013-054
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