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BÁÁHÁÁLÍ CHAPTER
PERSONNEL POLICIES AND PROCEDURES MANUAL

I. AUTHORIZATION  
A. Pursuant to 26 N.N.C., Section 101 (A), the Bááháálí Chapter is required to adopt and operate under a Five Management System to ensure accountability. The Chapter shall also develop policies and procedures for the Five Management System consistent with applicable Navajo Nation Law.
B.	Pursuant to Bááháálí Chapter Resolution BSPRG-06-07-10 and BHC-11-09-S01, the Personnel Policies and Procedures Manual is hereby approved. 
II. PURPOSE AND SCOPE OF POLICY
A.	This manual is a statement of policies and procedures designed to help and support managers and supervisors define and deal with human resource issues and to ensure that a decision made shall be in line with the Chapter governments overall plans and goals.
B.	The policies and procedures shall apply to all employees of the local Chapter government, except where they may be specifically excluded.  These policies do not create an employment contract by implication and the rights and privileges granted employees are only those specifically stated.
III. AMENDMENTS
A. Personnel Policies and Procedures can be amended based on recommendations from Chapter staff, officials, and Chapter membership; or external influences such as changes in applicable Navajo Nation laws, economy, and governmental structure; or through recommendations from consultants, audits or other reviews, which might cause a need for amendment to this policy.  If the policies and procedures warrant amendment, the proposed amendment(s) shall be presented at a regularly scheduled chapter meeting for approval or disapproval by a simple majority vote.
B. The basis to add/delete or to revise any section(s) or provision(s) of the Bááháálí Chapter Personnel Policies and Procedures Manual would be subject to the following condition(s):
1. Additional regular full-time staff positions have been added that would require further segregation of duties and responsibilities.
2. A change in the Chapter’s organizational structure.
3. The present Personnel Management Policies and Procedures Manual are no longer adequate to address the needs of the Bááháálí Chapter government.
C. Procedures and Requirements for Submitting Amendments:
1. Any proposed amendments to the Personnel Policies and Procedures Manual must be submitted in writing to the Chapter Manager.
2. The proposed amendments must be drafted in a legislative format. New language will be underlined and old language over-stricken.
3. The Chapter Manager in consultation with the Navajo Nation Department of Justice and the Office of the Auditor General will review the proposed amendments to assure compliance with applicable federal, state and Navajo Nation Laws.
4. If requirements 1, 2 & 3 above are met, the Chapter Manager will forward them to the Chapter Officials for review and discussion at a regular scheduled planning meeting.
5. The Chapter Officials may, depending on whether the amendments are substantial and sufficient to warrant a public hearing, direct the Chapter Manager to set a public hearing date, time and location.  
6. Based upon information received during the public hearing, the Chapter Officials will forward the recommendations to the Chapter membership for approval or disapproval at a regularly scheduled chapter meeting with a simple majority vote.
7. Upon approval, the Chapter Manager will make recommended changes to the manual with a supporting resolution.  

IV. ROLE OF CHAPTER OFFICIALS
A. The Chapter President shall work closely with the Vice President and the Secretary/Treasurer to ensure that the Chapter administration Administration is adequately complying with the Chapter established personnel policies and procedures as well as applicable Navajo Nation lawsLaws.
B. In the event, the Chapter Manager’s position is vacant; the Chapter President shall be responsible for the recruitment and is vested with the authority to make the final selection and offer of employment.
C. The Chapter President in consultation with the Vice President and Secretary/Treasurer shall prepare the job vacancy announcement for the Chapter Manager’s position pursuant to Section VI (B), Recruitment.
D. The Chapter President shall be the supervisor of the Chapter Manager; provided, the Chapter President shall delegate this or her supervisory authority over the Chapter Manager to the Vice President or the Secretary/Treasurer in the event the Chapter President has a conflict of interest, including but not limited to where the Chapter Manager is a relative of the Chapter President as “relative” is defined in Section V (D).
E. Direct Local Supervision shall mean:
a. Ensuring the Chapter Manager is carrying out day-to-day duties and responsibilities, implementing the Chapter’s Five Management System Policies and Procedures, approval of leave requests’, travel authorizations, conducting annual performance evaluations; and initiating disciplinary actions; and
b. Ensuring the Chapter Manager is adequately meeting the directive of Chapter membership regarding projects, proposals, and planning activities, and other local projects consistent with membership directives pursuant to duly approved Chapter resolutions.

V. EMPLOYMENT PRACTICES
A. Policy:
It shall be the policy of the Bááháálí Chapter to comply with all applicable Navajo Nation laws Laws when staffing positions within the organizations.  Should any provision of the employment policy conflicts with the Navajo Preference in Employment Act (NPEA), NPEA shall control.  Consistent with the provisions of applicable laws and policies, Bááháálí Chapter shall not improperly discriminate against any applicant or employee.
B. Navajo Preference:
The Chapter shall give preference in employment to enrolled members of the Navajo Nation, in accordance with the provisions of the Navajo Preference in Employment Act (15 N.N.C. Sections 601-619).
C. Navajo Veteran’s Preference:
When a Navajo Veteran applicant meets or exceeds the minimum qualification requirements of a classified position, the Chapter Manager shall give preference to qualified veterans based upon the established recruitment and hiring policies and procedures.
D. Hiring of Relatives: 
1. To promote consistency and equity in the treatment of all employees and to prevent breaches of confidentiality, improper influences in employment and the perception of favoritism, the Bááháálí  Chapter government shall not employ, in any position, the immediate relatives of current employee if:
a. Another relative shall directly supervise them.  For purposes of this policy, the term “relative” means an individual who is related by blood or marriage.  (Refer to Definition, Section XVIII (T)); or
b. They shall be working in the same office where such has the potential for creating an adverse effect on supervision, security, morale, or involve possible conflict of interest. 
2. If the relative relationship is established after employment, and a conflict arises due to the above paragraph; or if reorganization creates such a conflict, fifteen (15) working days shall be provided to resolve the matter voluntarily or by transfer of one of the employees.  If that is not possible, the Chapter Manager shall decide who is to be transferred, reassigned or terminated from employment. 
3. All elected officials of the Bááháálí Chapter, related and capable of influencing the hiring of immediate relatives shall be prohibited from participating in all decisions pertaining to the recruitment and selection process.
4. 
E. E.	Secondary Employment:
1. Policies:
a. Regular status employment with the Bááháálí Chapter shall generally be the sole employment of any employee.  However, it is recognized that personal situations do occur which might make it necessary for employees to seek secondary employment.
b. Any Chapter employee shall not engage in secondary employment without prior written approval from the Chapter Manager or the Chapter President in the event that the Chapter Manager is seeking secondary employment.
c. Any Chapter employee who secures secondary employment without written approval may be subject to dismissal, if not reported prior to employment.
d. An employee may not concurrently hold two full time positions with the Chapter Administration/Navajo Nation.
e. Additional employment should not impair job performance with the Chapter.  This includes conflict of interest, neglect of duty, absence from or tardiness to the workstation, and performing duties associated with secondary employment during normal working hours.
f. If any employee, during his/her official tour of duty, is absent from her/his job due to secondary employment, the employee shall be required to take annual leave for the time missed.
g. The Chapter Manager shall be responsible for determining whether secondary employment adversely affects job performance with the Chapter. In the event that the Chapter Manager is at issue, the Chapter President shall make that determination.
h. Honoraria and/or compensation received for occasional seminars, speeches, or presentations are not deemed to be second or outside employment and are not subject to these provisions. 
2.	Procedures for requesting secondary employment:
a. The Chapter employee will write a letter to his/her immediate supervisor requesting approval for secondary employment.
b. Upon receiving the request for secondary employment, the Chapter Manager will discuss the proposed request with the employee to ensure no conflict of interest or impairment of job performance exists.
c. The Chapter Manager/Chapter President will be responsible for approving/disapproving the request for secondary employment. 
d. If approved, the Chapter Manager will notify the employee in writing, within five (5) working days.
e. If the request is denied, the Chapter Manager will notify the employee, in writing within five (5) working days and shall state in writing the reasons for the denial.
f. In the event the Chapter Manager is requesting approval for secondary employment it will be the responsibility of the Chapter President to notify the Chapter Manager of the decision to approve or deny in writing within five (5) working days. 
F. Hiring of Relatives: 
1. To promote consistency and equity in the treatment of all employees and to prevent breaches of confidentiality, improper influences in employment and the perception of favoritism, the Bááháálí  Chapter government shall not employ, in any position, the immediate relatives of current employee if:
a. Another relative shall directly supervise them.  For purposes of this policy, the term “relative” means an individual who is related by blood or marriage.  (Refer to Definition, Section XVIII (T)); or
b. They shall be working in the same office where such has the potential for creating an adverse effect on supervision, security, morale, or involve possible conflict of interest. 
2. If the relative relationship is established after employment, and a conflict arises due to the above paragraph; or if reorganization creates such a conflict, fifteen (15) working days shall be provided to resolve the matter voluntarily or by transfer of one of the employees.  If that is not possible, the Chapter Manager shall decide who is to be transferred, reassigned or terminated from employment. 
3. All elected officials of the Bááháálí Chapter, related and capable of influencing the hiring of immediate relatives shall be prohibited from participating in all decisions pertaining to the recruitment and selection process.
4. All applications for positions with Bááháálí Chapter shall indicate on the official application form whether they are related to any employee. This information will be used to determine possible conflicts of interest involving the position. If an applicant knowingly answers questions untruthfully concerning the relationship, and this fact later becomes known, the employee will be terminated immediately.
G. Independent Contractors
1. According to the Internal Revenue Service, Bááháálí Chapter does not generally have to withhold or pay any taxes on payments to independent contractors.
2. As a general rule, the Bááháálí Chapter has the right to control or direct only the result of the work done by an independent contractor, and not the means and methods of completing the work.
3. Independent Contractors are not eligible to participate in the Navajo Nation Employee Benefits program. 
VI. RECRUITMENT AND SELECTION
A. Policy: 
The Bááháálí Chapter shall recruit qualified applicants for all vacant positions from within and outside the Chapter community work force in accordance with all applicable preference laws of the Navajo Nation.  The Chapter Manager shall be responsible for establishing, implementing and monitoring an effective recruitment and selection process.
B. Recruitment: 
1. The Chapter Manager shall be responsible for recruitment recruiting for qualified applicants by utilizing the job Job vacancy Vacancy announcements Announcement Form (Exhibit A) by posting on Chapter bulletin boards, local merchants, or local newspapers.  
2. All advertisement of position(s) must include position title, minimum qualifications for the position, work location, salary or compensation range, and closing date.  
3. All advertisements must also contain the statements Navajo Preference Employer and Veteran’s Preference, for a period of two weeks.
C. Employment Applications: 
1. Individuals applying for Chapter positions shall submit an official Chapter employment Employment application Application form Form (Exhibit B), a copy of their social security card, and a letter of interest.  The Chapter government relies upon the accuracy of other data presented throughout the hiring process and employment.  
2. Applicants are required to sign the application which includes a statement that they are certifying the truth and accuracy of all information provided therein and consenting to the required background check. An unsigned application shall be deemed incomplete and shall be returned to the applicant. 
3. Applications may be hand delivered, mailed, faxed, or emailed and must be received by the Bááháálí Chapter by the close of business on or before the closing date specified on the job vacancy announcement.
4. Any misrepresentations, falsifications, or material omissions in any of this information or data may result in the exclusion of the individual from further consideration for employment, or if the person has been hired, shall be sufficient just cause for termination of employment.
5. Procedures for accepting employment applications:
a. The Office Assistant SpecialistAdministrative Assistant, prior to the closing date, will receive all employment applications.
b. All employment applications will be time stamped to ensure that it was turned in by the closing date. 
c. Any employment application submitted after the closing date will not be accepted.
d. Upon completion of the recruitment process, the Chapter Manager/Administrative Assistant Office SpecialistAssistant will conduct qualification assessments on the applications received.  The applicants that meet the minimum educational and work experience qualifications will be referred to the Chapter Officials (Chapter President, Vice-President; and Secretary/Treasurer) for consultation and interview. The Chapter Manager will schedule the interview date, time and location.
e. The Office Assistant SpecialistAdministrative Assistant will notify in writing and/or by telephone, all qualified applicants of the scheduled interview date, time and location.
f. The Office Assistant SpecialistAdministrative Assistant will notify in writing all non-qualified applicants within five (5) working days. 
D. D. 	Qualification Assessments
1. The Department of Personnel Management shall conduct a qualification assessment on all applications received on or before the closing date specified on the job vacancy announcement. The qualification assessment is based on the information provided on the employment application and other appropriate documents. 
2. Applicants who have been determined not qualified may submit a written appeal to the Human Resources Director within ten working days from the date of the non-qualified notice.
3. The results of the appeal shall be considered the final administrative decision.
E. Selection and Offer of Employment:  
1. The Bááháálí Chapter shall select only applicants who possess the qualifications to fulfill and perform the duties of a vacant position.  This determination shall be made in accordance to applicable Navajo Nation lawsLaws.
2. Procedures for selection and offer of employment:
a. The Chapter Manager and Chapter Officials will conduct job interviews in person at the Bááháálí  Chapter houseHouse, using a set of standard questions which are job related, and which do not violate the provisions of the Equal Employment Opportunity Guidelines .
b. The Chapter Manager, in consultation with the Chapter Officials, will discuss the interview and based on the input from all the interview panel members, will recommend a selection for employment.
c. The Chapter Manager will be vested with the authority to make the final selection and offer of employment, except where specifically re-delegated. 
d. The selected and non-selected applicants will be notified in writing within five (5) working days. 
e. The Administrative Assistant Office Specialist will complete the Personnel Action Form (Exhibit C) with W-4 Form, New Mexico new hire form, exemption form, I-9 form, insurance form(s) and other necessary forms, and obtain a copy of valid driver’s license and/or state issued identification card and social security card on all new hires.  
3. Public Employment Program (PEP) and Student Employment Program (SEP) employee recruitment, selection and termination will be pursuant to the Bááháálí Chapter approved policies and procedures (Exhibits D & E).
4. Community Service Workers
a. The Community Service Worker (CSW) shall be referred to the Chapter house House by the court(s) in order to perform temporary jobs on the Chapter premises.
b. The CSW shall not leave the Chapter premises during the tour of duty (8:00 a.m. to 12:00 p.m. and 1:00 p.m. to 5:00 p.m.)
c. The CSW shall complete the hours specified by the courts consecutively, without missing or skipping days.
d. The CSW shall utilize the assigned time card to keep track of time worked.
e. The CSW shall obtain permission from his or her probation officer to be absent. The probation officer must give a written authorization.
f. The Chapter shall arrange or appropriate insurance coverage (i.e. Worker’s Compensation) for the CSW while performing temporary jobs while on the chapter premises.
g. The Chapter shall reserve the right to refuse any CSW if he or she is charged with felony crime, drug-related, assault-related, or theft-related charges.
h. The Chapter shall release the CSW if and when necessary with reasonable cause.
5. Volunteer Workers:
a. The Volunteer worker shall be authorized by the Chapter Manager and perform temporary jobs on the Chapter premises.
b. The Volunteer worker shall not leave the Chapter premises during the tour of duty (8:00 a.m. to 12:00 p.m. and 1:00 p.m. to 5:00 p.m.)
c. The Volunteer worker shall not be compensated for the work performed at the Chapter.
d. The Volunteer worker shall utilize the assigned time card to keep track of time volunteered.
e. The Volunteer worker shall inform the Chapter Staff if he or she is going to be absent or has completed the volunteer time.
f. The Chapter shall arrange or appropriate insurance coverage (i.e. Worker’s Compensation) for the Volunteer worker while performing temporary jobs while on the chapter premises.
g. The Chapter shall reserve the right to refuse any Volunteer worker if he or she is charged with felony crime, drug-related, assault-related, or theft-related charges.
h. The Chapter shall release the Volunteer worker if and when necessary with reasonable cause.
F. Re-employment Preference:
1. A regular status Chapter employee separated from employment due to a reduction-in-force shall be eligible for re-employment preference.
2. Re-employment preference shall not be granted to employees who have not attained regular status at the time of lay-off.
3. Re-employment preference shall continue for a period of six months from the date of lay-off, provided the employee does not decline Chapter employment when offered.
G. Background Check and Relevancy Assessment for Sensitive Positions
1. Policy
The policy of the Bááháálí Chapter is to provide a work environment that is free from risk to the health and safety of Bááháálí Chapter employees, volunteers, interns, and program participants and to protect the Chapters’ funds, property, and other assets by obtaining and verifying background checks and conducting relevancy assessments on those positions designated as sensitive. This policy shall be implemented in a manner that protects individuals’ right to privacy. Consistent with the provisions of applicable laws and policies, Bááháálí Chapter shall not discriminate against any applicant or employee.
2. Development and Implementation of Policies and Procedures
The Department of Personnel Management in collaboration with the Office of Background Investigations shall establish policies relating to obtaining and verifying background checks and conducting relevancy assessments. Procedures to implement these policies shall be developed and promulgated by the Department of Personnel Management.
3. Designation of Sensitive Positions
a. In consultation with the Chapter Officials, the Chapter Manager shall designate sensitive positions. 
b. Sensitive positions shall include but not be limited to those positions with the following job responsibilities:
1) Providing child care in a child care facility, or providing for the health, safety and security of children and youth, particularly where responsibility involves direct repetitive contact with children and/or youth or unsupervised access to children and/or youth; 
2) Providing patient care or providing for the health, safety and security of adults and elders; 
3) Having access to, or responsibility for money, receipts and/or disbursement of negotiable instruments, e.g., money, checks and property disbursements; 
4) Having access to, or responsibility for credit data, credit account records or credit transactions;
5) Carrying and using firearms; 
6) Having access to, and responsibility for the safety and security of Navajo Nation and Bááháálí Chapter Property; 
7) Having routine access to master control and key systems; 
8) Having access to, or responsibility for controlled substances or toxic, radioactive or other hazardous materials; 
9) Having access to or responsibility for confidential information or sensitive data, medical records, including data protected by federal, state, or Navajo Nation law, or to critical data processing systems. 
c. All sensitive positions shall be identified as such in their class specifications (job descriptions). All job vacancy announcements for sensitive positions shall include notice that background checks and relevancy assessments are required for the positions.
4. Applicability
These policies apply to all employees who are regular status, seasonal or temporary, applicants, volunteers, interns, and to employees who are assigned (i.e. transfer, promotion or position reclassification) to a sensitive position. 
5. Employment Application for Sensitive Positions
a. The initial application for a sensitive position must include the following documents:
1) A signed and completed Bááháálí Chapter employment application; 
2) A copy of a valid State Driver’s License or State Identification Card; and
3) A copy of the applicant’s Social Security Card.
A initial application that does not include all of the above documents shall be deemed to be incomplete and shall be returned to the applicant.
b. The following additional documents shall be submitted to the Office of Background Investigations by (1) an applicant being considered for offer of employment into a sensitive position or (2) an employee who is being assigned to a sensitive position:
1) Declaration and Consent Form
2) Acknowledgment of Understanding Form
3) Fingerprint Clearance Form
4) Background Check Release Form
6. Background Check
Every applicant, employee, volunteer or intern applying for or employed in a sensitive position must give written consent to the Navajo Nation to obtain a criminal background check. If an individual’s criminal history includes plea(s) of guilty to or no contest to or convictions of any offense under federal, state, and Navajo Nation or other tribal jurisdiction, the Office of Background Investigations shall determine, after verification of the criminal history, whether the offense(s) may bear upon the individual’s fitness to perform the duties of a sensitive position. An unfavorable result from a background check and relevancy assessment shall be grounds for nullifying an offer of employment or terminating employment. 
If an individual’s criminal history includes convictions that are identified by federal or Navajo Nation law as grounds for prohibition of employment in sensitive positions, a relevancy assessment shall not be conducted, and an offer of employment shall not be made or employment shall be terminated. 
a. If plea(s) of guilty to or no contest to or convictions of the following are included in an individual’s background check and have been verified, an employment offer shall not be made or employment offer shall not be made or employment shall be terminated for those sensitive positions specified under Subsection K.2.b.1:
1) Any felony;
2) Any offense involving a child including but not limited to sexual or physical abuse or neglect;
3) Any 2 or more misdemeanors involving crimes of violence, sexual assault, molestation, exploitation, contact or prostitution, crimes against persons or offenses committed against children.
b. If pleas(s) of guilty to or no contest to or convictions of the following are included in an individual’s background check and have been verified, an relevancy assessment shall be conducted of the individual’s fitness for being hired or assigned to a sensitive position, as specified under Subsection K.3.b.1:
1) Any offense involving controlled substances or cruelty to animals;
2) Any other conviction that may negatively bear on an individual’s fitness to have responsibility for the health, safety and well-being of children, youth, adults, and elders.
c. If the funding sources of Bááháálí Chapter require that arrests and charges also be considered relevant to fitness for child care responsibilities, the Office of Background Investigations shall apply such requirements in conducting relevancy assessments.
d. If pleas(s) of guilty to or no contest to or convictions of the following are included in an individual’s background check and have been verified, an relevancy assessment shall be conducted of the individual’s fitness for being hired or assigned to a sensitive position, as specified under Subsection K.3.b.2:
1) Any violent felony or drug felony;
2) Any offense involving sexual or physical abuse or neglect of a child; 
3) Any 2 or more misdemeanors involving crimes of violence, sexual assault, molestation, exploitation, contact or prostitution, crimes against persons or offenses committed against children; 
4) Any offense involving controlled substances or cruelty to animals; 
5) Any other conviction that may negatively bear on an individual’s fitness to have responsibility for the health, safety and well-being of adults and elders. 
e. If pleas(s) of guilty to or no contest to or convictions of the following are included in an individual’s background check and have been verified, an relevancy assessment shall be conducted of the individual’s fitness for being hired or assigned to a sensitive position, as specified under Subsection K.3.b.3, 4, 6, 7, 8, 9:
1) Any violent felony or drug felony;
2) Any misdemeanor involving moral turpitude, fraud, misrepresentation, embezzlement, theft, controlled substances;
3) Any other conviction that may negatively bear on an individual’s fitness to have responsibility for the sensitive positions in this Subsection.
f. If pleas(s) of guilty to or no contest to or convictions of the following are included in an individual’s background check and have been verified, an relevancy assessment shall be conducted of the individual’s fitness for being hired or assigned to a sensitive position, as specified under Subsection K.3.b.5:
1) Any violent felony or drug felony;
2) Any misdemeanor involving moral turpitude, fraud, misrepresentation, embezzlement, theft, controlled substances;
3) Any offense involving sexual or physical abuse or neglect of a child;
4) Any 2 or more misdemeanors involving crimes of violence, sexual assault, molestation, exploitation, contact or prostitution, crimes against persons or offenses committed against children; 
5) Any offense involving controlled substances or cruelty to animals;
6) Any other conviction that may negatively bear on an individual’s fitness to have responsibility for the sensitive positions in this Subsection.
g. As a condition of employment, a background check shall be conducted every three (3) years for each employee occupying a sensitive position, unless otherwise specified by funding source, laws, regulations, or pursuant to the Acknowledgement of Understanding form.
7. Relevancy Assessment
a. A relevancy assessment shall be conducted by the Office of Background Investigations on the results of a background check. A relevancy assessment determines whether any plea(s) of guilty to or no contest to or convictions may negatively bear on the performance of job responsibilities in a sensitive position. 
b. The Office of Background Investigations shall conduct relevancy assessment for applicants and for employees applying for or being assigned to a sensitive position. 
c. Bááháálí Chapter shall not offer employment to any applicant for a sensitive position until a background check and relevancy assessments have been completed. 
d. Pursuant to the Acknowledgement of Understanding an employee in a sensitive position consents to inform his/her supervisor and the Office of Background Investigations, in writing, within 72 hours of any arrest, criminal indictment, conviction, or any other information which may be relevant to continued employment with the Navajo Nation and Bááháálí Chapter.
e. Bááháálí Chapter shall treat all documentation related to background check and relevancy assessment in accordance with the Navajo Nation Privacy and Access to Information Act.
H. Offer of Employment
1. The offer of employment will be extended by the Chapter Manager (the Chapter President if employment is offered for the Chapter Manager) to the individual selected by the Interviewing Committee if the selection is consistent with existing policies and criteria established for the job, except where the authority to offer employment is specifically delegated. 
2. The Chapter Manager/President shall approve the proposed pay rote before an offer of employment is made to an applicant.
3. The Chapter Manager/President shall not offer or approve employment if selection was done contrary to the Personnel Policies or Navajo Nation Law.
4. The Employee shall renew their background check every two (2) years.
I. Chapter Certification Employment Transition
Upon Local Governance Certification, the Bááháálí  Chapter shall retain the current Chapter Administration staff and automatically convert the Community Services Coordinator to the Chapter Manager and the Office Specialist as the Administrative Assistant as regular status Chapter employees to avoid any lapse or delay in continuing chapter operations. The Community Services Coordinator and Office Specialist positions will be eliminated. An employee performance evaluation will be due after one year for the Chapter Manager and Administrative Assistant. 

VII.	EMPLOYMENT STATUS
A. Four Eight Categories of Employment Status:
1. Regular status – Employees who are hired to work the regularly established 40-hour workweek and who remain regular status employees upon completion of the probationary period.
2. Regular Part-time – Employees who work less than the regularly scheduled 40-hour workweek but no less than 20 hours per week. and who remain employed part-time upon completion of the introductory period
3. Seasonal – Employees whose position description and/or funding level requires them to work less than full year on a full-or-part-time basis.  Seasonal employment is usually applicable to jobs that occur on a regular and seasonal basis.
4. Temporary – Employees who work for a temporary and specifically limited time period.  Temporary employees shall not be employed for more than ninety (90) calendar days.
a. Temporary employees are those who are hired as interim replacements or to supplement the work force, or to assist in the completion of a specific project.
b. Employment of a temporary to fill a vacant regular status position is limited to a maximum of six consecutive months in a program’s fiscal year. 
c. Employment of a temporary in a 6101 account may be extended as necessary, except that if a temporary is employed continuously for one year, the program must justify maintaining the position as temporary or budget the position as regular status. 
d. Employment of a temporary beyond any initially strat5ed period does not in any way imply a change in employment status. Temporary employees retain that status unless and until notified of a change. 
e. While temporary employees receive mandated benefits (such as worker’s compensation insurance and Social Security), they are ineligible for Navajo Nation benefit programs including annual and sick leave accrual. 
5. Public Employment Program (PEP) and Student Employment Program (SEP) employee recruitment, selection and termination will be pursuant to the Bááháálí Chapter approved policies and procedures (Exhibits D & E).
6. Community Service Workers
a. The Community Service Worker (CSW) shall be referred to the Chapter house House by the court(s) in order to perform temporary jobs on the Chapter premises.
b. The CSW shall not leave the Chapter premises during the tour of duty (8:00 a.m. to 12:00 p.m. and 1:00 p.m. to 5:00 p.m.)
c. The CSW shall complete the hours specified by the courts consecutively, without missing or skipping days.
d. The CSW shall utilize the assigned time card to keep track of time worked.
e. The CSW shall obtain permission from his or her probation officer to be absent. The probation officer must give a written authorization.
f. The Chapter shall arrange or appropriate insurance coverage (i.e. Worker’s Compensation) for the CSW while performing temporary jobs while on the chapter premises.
g. The Chapter shall reserve the right to refuse any CSW if he or she is charged with felony crime, drug-related, assault-related, or theft-related charges.
h. The Chapter shall release the CSW if and when necessary with reasonable cause.
7. Volunteer Workers:
a. The Volunteer worker shall be authorized by the Chapter Manager and perform temporary jobs on the Chapter premises.
b. The Volunteer worker shall not leave the Chapter premises during the tour of duty (8:00 a.m. to 12:00 p.m. and 1:00 p.m. to 5:00 p.m.)
c. The Volunteer worker shall not be compensated for the work performed at the Chapter.
d. The Volunteer worker shall utilize the assigned time card to keep track of time volunteered.
e. The Volunteer worker shall inform the Chapter Staff if he or she is going to be absent or has completed the volunteer time.
f. The Chapter shall arrange or appropriate insurance coverage (i.e. Worker’s Compensation) for the Volunteer worker while performing temporary jobs while on the chapter premises.
g. The Chapter shall reserve the right to refuse any Volunteer worker if he or she is charged with felony crime, drug-related, assault-related, or theft-related charges.
h. The Chapter shall release the Volunteer worker if and when necessary with reasonable cause.
8. Seasonal – Employees whose position description and/or funding level requires them to work less than full year on a full-or-part-time basis.  Seasonal employment is usually applicable to jobs that occur on a regular and seasonal basis.
D. New Employee Orientation
1. New employees are required to attend an employee orientation within 90 calendar days of employment date. All supervisors shall allow new employees to attend the orientation as scheduled. 
2. The new employee orientation shall include an overview of general operation policies and procedures, employee benefits, and an overview of the Navajo Nation organizational structure, and reporting relationships.
3. All employees are required to read and affirm in writing that they are familiar with the Personnel Policies Manual.
4. Supervisors are required to provide an employee orientation to newly hired and transferred employees. This orientation shall include program specific topics, such as work unit goals and objectives, office and workstation regulations, and job and performance expectations. 
E. Probationary Period:
1. The probationary period is intended to give new employees the opportunity to demonstrate their ability to achieve a satisfactory level of performance and to determine whether the new position meets their expectations.
2. All new regular status employees shall work on a probationary status for the first ninety (90) calendar days after their date of hire.  Any significant absence shall automatically extend the probationary period by the length of the absence.  If the Chapter Manager/Chapter President determines that the designated probationary period does not allow sufficient time to thoroughly evaluate the employee's performance, the probationary period may be extended for an additional thirty (30) calendar days.
3. If, during the probationary period the employee’s performance or conduct is found to be unsatisfactory, the Chapter Manager/Chapter President may terminate the employee, provided that the employee is given written notification with just cause. Employees terminated within the probationary period have no rights to grievance.
4. If, at the conclusion of the employee’s probationary period, the employee’s performance and employment conditions have been satisfactory in all respects, the employee shall be converted to regular status.
F. Procedures for Probationary Period Extension and Conversion to Regular Status:
1.	A written notification will be given to the employee fifteen (15) working days prior to the probationary period ending that an employee performance evaluation will be conducted by the Chapter Manager/Chapter President for the employee.
2. Five (5) working days prior to the probationary period ending, the Chapter Manager/Chapter President will conduct an employee performance evaluation.
3. Based on the employee performance evaluation and the Chapter Manager’s/Chapter President’s determination that the designated probationary period does not allow sufficient time to thoroughly evaluate the employee’s performance, he/she may extend the probationary period for an additional thirty (30) calendar days. The employee will be notified in writing of the reasons from the Chapter Manager/Chapter President for the extension within five (5) working days.
4. Based on the employee performance evaluation and the Chapter Manager’s determination that the employee’s performance has been satisfactory in all aspects of the employee’s assigned duties and responsibilities, the employee will be converted to a regular status. The employee will be notified in writing from the Chapter Manager/Chapter President of the conversion to regular status within five (5) working days.
5. In each case, whether the employee’s probationary period has been extended or converted to a regular status, the Office SpecialistAdministration Assistant will complete another personnel action form (PAF) to reflect the change.   
6. In the event that an employee’s performance evaluation has not been conducted on the 90th day by 5:00 p.m., the employee automatically becomes a regular status Chapter employee.
G. D.	Basic Tour of Duty:
1. Normal Basic tours of duty for all Chapter employees are 40 hours per week; working Monday through Friday, 8:00 a.m. to 12:00 noon, and 1:00 p.m. to 5:00 p.m. 
2. Employees are entitled to a midmorning and mid-afternoon break, each break time not to exceed 15 minutes. Employees cannot accumulate break time.
3. All employees shall utilize the time clock and/or daily sign-in sheets to record their arrival and departure from the workplace.
H. Alternative Work Schedules
1. Exceptions to the basic tour of duty may be approved by the Chapter Manager/Chapter President upon written request from the employee.
2. Alternative work schedules are generally dependent upon the specific working conditions and needs of the job.
3. The Administrative Assistant will be responsible for developing and issuing procedures on the types of alternative work schedules available. (flextime, compressed workweek, shift work, job sharing, and telecommuting)
VIII. VIII.	CLASSIFICATION OF POSITIONS
A. Policy:
It shall be the policy of the Bááháálí Chapter to establish and maintain a position Position classification Classification questionnaire Questionnaire (Exhibit F) that group jobs based upon similar duties, responsibilities and qualification requirements.  The Chapter Manager shall be responsible to design, develop and implement a classification plan.
1. Purpose:
To establish and classify positions by assigning official class titles, providing description of duties and responsibilities, determining qualification requirements, and setting pay rates based on duties and responsibilities.
2. Modifications:  
The Chapter Manager shall modify the position classification plan through establishing new classes, revising or abolishing existing classes, setting new entry level rates and other related criteria, as necessary.  Any modification to the position classification plan shall be approved by the Chapter membership at a regularly scheduled chapter meeting. 
3. Coverage and Exclusions:
All positions, regardless of the source of funding, are covered by the classification plan except those designated as temporary.
B.	Classification of New Position:
1. A position must be officially classified before the Chapter Manager can take any personnel action with respect to employment, transfer, promotion, demotion or salary adjustment.
2. The Chapter Manager shall be responsible for evaluating and classifying each position to the appropriate class.  Consideration shall be given to the general duties, tasks, responsibilities, and qualification requirements.
3. The approved class title, as designated by the Chapter Manager, shall be                                                                                                                                                                                                                                                                                                        utilized for all official records.
C.	Reclassification of Existing Positions: 
The Chapter Manager can reclassify a position whenever a material and permanent change in the duties and responsibilities of the position occurs.
1. A position must be officially reclassified before the Chapter Manager can take any personnel action with respect to employment; transfer, promotion, demotion, or salary adjustment.  The Chapter Manager shall be responsible for evaluating and reclassifying positions.
2. Reclassification shall not be used as a means to resolve performance-related problems, grievance issues, or to take the place of disciplinary actions.
3. A Chapter employee occupying a reclassified position shall be entitled to continue to serve in the reclassified position, if the employee meets the qualification requirements.  If the employee is a regular status employee, he/she shall retain that status.
D.	Procedures for Classification of New Position and Reclassification of Existing Position: 
1. The Administrative Assistant Office SpecialistAdministrative Assistant /Chapter Manager may request a classification of a new position or reclassification of an existing position by filling out a Position Classification Questionnaire (Exhibit F) and submitting to the Chapter Manager/Chapter President.
2. The Chapter Manager/Chapter President will review the Position Classification Questionnaire (PCQ) to determine completeness and accuracy of statements and on a separate attached sheet may clarify or give additional information concerning the duties and responsibilities.
3. The Chapter Manager will determine that funds are available to finance increased cost(s) for this the current fiscal year without additional legislative appropriations for the new position or reclassification of the existing position.
4. The Bááháálí Chapter membership at a regularly scheduled chapter meeting will approve any modification to the position classification plan by a simple majority vote.
5. The Chapter Manager will modify the Position Classification Plan to reflect the Bááháálí Chapter’s approval and set the pay for the new or reclassified positions. The Chapter Manager will ensure that the change will be reflected in the employee’s personnel file.
E.	Effective Date of Classification or Reclassification Decisions
The effective date of classification or reclassification decisions shall be the beginning date of the pay period following the date of approval by the Chapter Manager/Chapter President and shall not be retroactive.
IX. SALARY AND WAGE ADMINISTRATION
A. Policies: 
1. It shall be the policy of Bááháálí Chapter to pay wages and salaries commensurate with the type of work and degree of responsibility required for each job and/or comparable to rates being paid for similar work within the Navajo Nation and in other organizations. 
2. Applicability:
These policies shall apply to positions and employees regardless of the funding source, except employees whose rates of pay are specifically set by Chapter approval.
3. Salary and Wage Limits:  
The Chapter Manager/Chapter President shall review each position to classify and assign a pay grade, which establishes the value of the position relative to other positions.  The assigned pay grade shall be used on all official documents.
4. Appointment Rates:
a. Entry Level Rate:  Applicants who meet the qualification requirements for a position shall be hired at the first step of the pay grade assigned to that position.
b. Below Entry Level Rate:  Applicants whose qualifications are less than those required for the position shall be hired at a rate below the first step of the applicable pay grade commensurate with the individual’s qualifications.  An applicant shall not be hired if he/she possesses qualifications, which would result in payment of a rate more than two grades below the assigned pay grade.
c. Above Entry Level Rate:  Applicants with qualifications greater than those required at entry level may be hired at a rate not to exceed the fourth step of the pay grade.
5. The Chapter Manager/Chapter President shall be responsible for evaluating the qualifications of applicants and employees to determine an appropriate pay rate and adjust the Salary Schedule (Exhibit G) accordingly.
XI. 
A. 
B. Salary Adjustments:  
It shall be the policy of Bááháálí Chapter that all salary adjustments are subject to the availability of budgeted funds and final approval by the Bááháálí Chapter membership at a regularly scheduled chapter meeting.  Employees paid from contract funds are eligible for the same adjustments as employees paid from other funds. Salary adjustments shall not be retroactive.
1. Pay increase resulting from promotion, transfer, or reclassification of position:  An employee assigned to a position with a higher pay grade shall receive a salary adjustment subject to the following:
a. An employee who meets the minimum qualification requirements of a position shall receive the entry-level rate.
b. Notwithstanding 1.a. above, when an employee’s current rate of pay is equal to or above the first step of the pay grade of a new position, a one stepone-step promotional increase shall be granted based on fund availability.
c. An employee who exceeds qualification requirements may be assigned a rate above the first step of the pay grade but no more than the fourth step.
2. Within Grade Increase:  An employee may be granted a within grade increase subject to the following:
a. The employee must have completed at least one year in his/her current position.
b. The employee must not have received an increase, other than the General Wage Adjustment, within the past year.
c. The employee’s rate of pay shall not exceed the maximum step of the pay grade assigned to his/her position.
3. Reduction in pay resulting from demotion, transfer, reclassification:  An employee assigned to a position with a lower pay grade shall have his/her rate of pay decreased to the same step in the lower pay grade or the entry level rate of the lower pay grade.
4. Acting Status Assignments:  An employee on acting status assignment may be eligible for additional compensation when:
a. Recommended by the Chapter Manager/Chapter President, or supervisor, for the acting status assignment; and
b. Budgeted funds are available.
5. Cost of Living:  The Chapter Manager shall recommend a General Wage Adjustment (GWA) for Chapter employees subject to availability of funds and based on the following; : 
a. General wage adjustment may be consistent with the Navajo Nation Council’s budgeted appropriation. 
b. The Consumer Price Index Information of the National Economy.
c. Must have final approval at a regularly scheduled chapter meeting.
6. Merit Pay:  Merit pay may be given to eligible employees who have consistently demonstrated outstanding performance during the applicable rating period, within thirty (30) days after the performance evaluation.  The Chapter Manager/Chapter President is responsible for developing and issuing procedures for merit pay.  Employee performance evaluations shall be the measure and support for any merit pay adjustments, subject to availability of funds. 
7. C.	Procedures for Salary Adjustments:
a. The Administrative Assistant Office SpecialistAdministrative Assistant will complete a new PAF with reference to Section IX (B).
b. The Administrative Assistant Office SpecialistAdministrative Assistant will forward the PAF to the Chapter Manager for review and signature.
c. The Chapter Manager will submit the PAF to the Chapter Officials for discussion, recommendation, and forward the packet to a Regular the Chapter meeting for approval or disapproval.
d. The Bááháálí Chapter membership may approve or disapprove the salary adjustments, including amendments if not budgeted in the fiscal year Chapter operating budget, at a regularly scheduled chapter meeting by a simple majority vote.
e. Once the decision has been made to either approve or disapprove the salary adjustments, the Administrative Assistant Office SpecialistAdministrative Assistant  will file the paperwork in the individual’s personnel file.
B. 
C. D	Payroll Deductions:
1. Mandatory Deductions:  Deductions required by government regulations such as the Navajo Nation, State and/or Federal government, or other court ordered deductions such as child support.
2. Other Deductions:  If eligible for an approved plan, an employee may authorize additional voluntary deductions for participation in such plans (i.e. housing, Navajo Nation Arts & Crafts Enterprise, 401k, life insurance, etc.).
3. The Chapter Manager shall monitor payroll deductions during each payroll period.
D. E	Payroll Advance: 
1. 1.	Under certain circumstances, employees may receive an advance against their salary.  Advances shall be given under the following conditions:
a. a.	Serious Illness or Death in the immediate family (i.e. self, spouse, children, parents, spouse’s parents, siblings, and spouse’s siblings).
b. b.	Traditional Healing Ceremonial purposes (such requests shall be dealt with on a case-by-case basis). 
c. c.	A case-by-case analysis by the Chapter Manager/Immediate Supervisor based upon the extenuating circumstances.
2. 2.	Only regular status employees are eligible to request for salary pay advance. Temporary employees are not eligible for any pay advance.
3. 3.	Advances against employee’s salaries must be requested by completing a Payroll Advance Form (Exhibit H) at the Chapter administration. It shall be deducted from the employee’s next payroll check.
4. 4.	An employee can only have one outstanding pay advance at any one time.
5. It shall be the policy of Bááháálí Chapter to advance up to seventy-five percent (75%) of net pay.
6.                                                                                                                                                                                                                                                                                                                                                                                                                                                                                      Payroll Advance procedures:
a. A Chapter Payroll Advance Form will be completed by the requesting party and submit to the Administrative Assistant.
b. 2.	The Administrative Assistant Office Specialist will stamp the form and check for completeness and if there is an existing Payroll Advance. If not, then the Administrative Assistant will forward the form to the Chapter Manager. 
c. 3.	The Chapter Manager will review, approve or disapprove the request. In the event the Chapter Manager is the requestor, the Chapter President will review, approve or disapprove. 
d. Upon approval, the Administrative Assistant Office Specialist Administrative Assistant will process the check and obtain appropriate signatures for disbursement to the requestor. 	
e. In the event the Payroll advance is denied, the Chapter Manager/Chapter President will notify the requestor with the and reason(s)with the reason(s) for denial.
f. The Administrative Assistant Office SpecialistAdministrative Assistant will make the necessary deductions from the requestor's next pay period ending payroll.
g. The Chapter Manager/Chapter President will monitor employee’s payroll advance for repayment.
F. Early Payroll
1. Early payroll may be granted to Regular Status Employees when circumstances prevent the Administrative Assistant from processing payroll in a timely manner according to the payroll schedule. 
2. Circumstances include
a. Attending a meeting/conference/work session/training
b. Family situation or emergency
c. Holiday
3. Early Payroll Procedures
a. Chapter Manager must submit a memorandum to the Administrative Assistant indicating an Early Payroll be completed by a certain date.
b. The Administrative Assistant will process the payroll on the given date and include a copy of the memorandum with the Fund Approval Packet.
c. Payroll will be issued according to the Fiscal Management Policy and Procedures Manual.
X. OVERTIME
A. Policy:
It shall                                                                                                                                                                                                                                                                                                    be the policy of Bááháálí Chapter to authorize overtime when necessary to meet essential operating needs of the Bááháálí Chapter subject to availability of funds.
1. Exempt/Non-Exempt Classification:  All positions shall be classified as either exempt or non-exempt to determine eligibility for overtime compensation.
a. Exempt:  Managerial, professional, and administrative positions.  Employees assigned to exempt positions are not eligible for paid overtime compensation, but allowed compensatory times.
b. Non-Exempt:  Non-supervisory or office staff positions.  Employees assigned to non-exempt positions are eligible for overtime compensation.
2. The Chapter Manager is responsible for determining the exempt or non-exempt status of each position and which shall be stated on the job description form.
B. Authority to Approve Overtime: 
The Chapter Manager/Chapter President may authorize overtime consistent with these policies.
C. Employee Notification: 
1. The Chapter Manager shall notify the employee in advance that overtime is necessary and the employee is expected to work.  
2. In assigning overtime, the Chapter Manager shall take into account employee preference for overtime assignments.  
3. To the extent feasible, overtime shall be distributed equally among regular status employees of the same classification.
4. Prior to working overtime, the employee must agree to the type of compensation preferred, be it cash payment, compensatory time-off, or a combination of the two.
D. Compensation for overtime work:
1. Cash Payment:
a. Non-exempt employees may be compensated for the overtime at the rate of one and one-half times their regular rate of pay for hours worked which exceeds forty (40) hours of actual work in a work week.
b. Non-exempt employees may be compensated at their regular rate of pay when the actual hours worked is equal to or less than forty (40) hours in a work week.
c. Non-exempt employees may be compensated for any accrued and authorized overtime including accrued compensatory time, by the work unit in which the overtime was worked, upon transfer, change in funding source, or termination.
2. Compensatory Time-off:  In lieu of payment, an employee may be   compensated for overtime through compensatory time off subject to the following:
a. Compensatory time shall be calculated in the same manner as cash payment in Section (D) (1) (a) above.
b.	Prior to working overtime, the employee must agree to the type of compensation preferred, be it cash payment, compensatory time-off, or a combination of the two.
b. The employee and the Chapter Manager shall arrange compensatory time-off.  The supervisor shall properly account for compensatory time earned and taken.
c. Compensatory time off must be taken within thirty (30) days of the time it was earned. 
d. An employee may not accrue more than sixty (60) hours of compensatory time, unless the employee is engaged in essential public safety activities, or emergency response activities.  These employees may accrue up to two hundred forty (240) hours of compensatory time. All hours in excess of 60 or 240 hours will be forfeited. Forfeited hours shall not be paid.
3. Reporting of overtime:  All accrued and authorized overtime must be recorded on the official time sheet.  Only time reported will be paid.All authorized and earned overtime and compensatory time must be recorded on the official time sheet. Only hours reported on the time sheet will be accepted and approved for cash payment or compensatory time off.
E. Procedures to Utilize Compensatory Time:
1. The Chapter Manager/Chapter President will authorize any and all over time hours and pay. 
2. The Chapter Manager/Administrative Assistant/Office Assistant Specialist Administrative Assistant will be responsible for the recording of all compensatory time upon completion of assignment. 
3. The Chapter Manager/Chapter President will acknowledge and verify time earned with a signature on the Compensation Time Form (Exhibit I) prior to next pay period ending. 
4. The Chapter Manager/Chapter President will monitor and ensure all employees adhere to the policies in accordance to Section (D) (2) (d) & (e), each pay period ending.
5. The Chapter Manager/Chapter President will approve all use of compensatory leave requests by signing the compensatory time form and leave Leave request Request form Form (Exhibit J).
6. The Administrative Assistant Office SpecialistAdministrative Assistant will update all compensatory time forms by deducting hours for compensatory time utilized at the end of each pay period. 
XI. XI.	EMPLOYEE BENEFITS
The Bááháálí Chapter shall participate in the Navajo Nation Employees Insurance Services including but not limited to the following: medical, dental, vision, Life, Accidental Death and Dismemberment (ADD), and disability insurance, as well as a Retirement Plan, for its employees.
The Bááháálí Chapter views employees’ benefits as an important part of overall compensation.  The following are brief descriptions of the benefits offered and guidelines for their application.
A. Paid Holidays:
1.	Eligibility:  All active regular status and probationary employees are eligible for paid holidays for which they shall receive 8 hours straight time pay.  Temporary employees do not receive paid holidays.
2.	The following days shall be recognized as Chapter paid holidays:
New Year’s Day	January 1
Martin Luther King Day	Third Monday in January
President’s Day	Third Monday in February
 	Navajo Nation Sovereignty	Fourth Monday in April
Memorial Day	Last Monday in May
Navajo Nation Memorial Day	June 1
Independence Day	July 4
Navajo Code Talkers Day	August 14
Labor Day	First Monday in September
Veteran’s Day	November 11
Thanksgiving Day	Fourth Thursday in November 
Family Day (in Lieu of Columbus Day) 	Fourth Friday in November
Christmas Day	December 25
3.	In addition, holidays shall include any day designated as a holiday by federal statute, Executive Order of the President of the United States, or action of the Navajo Nation Council or the President of the Navajo Nation. The Chapter ManagerAdministrative Assistant shall be responsible to notify the Chapter Staff and Officials of any additional holiday designation and to document such day(s) on the employees’ timesheet and payroll.
4.	Holiday falling on a Saturday shall be observed on the preceding Friday and holiday falling on a Sunday shall be observed on the following Monday.
5.	To be eligible for holiday pay, an eligible employee must work the last regularly scheduled workday preceding the holiday and first regularly scheduled workday following the holiday, unless the Chapter Manager/Chapter President approved the absence.  Should a holiday occur when an eligible employee is on approved leave of absence, the employee shall receive credit for the number of hours of work they were regularly scheduled per day at their regular rate and the absence shall not be charged against their accrued annual or sick leave hours.
6. An employee, who is scheduled to work on a holiday, or is on a scheduled day off when holiday is observed, shall be granted equivalent time off with pay, either before or following the holiday.
7. An employee scheduled to work on a designated holiday that does not report to work and is not excused, shall forfeit the holiday pay.  Further, an employee with an unexcused absence on a normal workday prior to or after a designated holiday, or equivalent day off, shall not be paid for the holiday.
B. B.	Leave of Absence:  Employee benefits include leaves of absence. See Section XII for discussion on the types of leave.
C. Staff Development and Training: Employees are encouraged to participate in job related training to enhance job performance, develop and strengthen skills, and to keep current on specific developments and trends. The Staff Development and Training Program is responsible for monitoring and administering training activities. 

XII. LEAVE ADMINISTRATION
A. General Leave Policies: It shall be the policy of Bááháálí Chapter to authorize leave of absences with or without pay granted to an employee to take time off from work to attend to important personal matters. The Chapter recognizes that its employee should be permitted time off for rest, recreation, personal and family affairs, confinement, illness, and military duty.  Maximum efficiency and productivity can be maintained only by safeguarding the health and welfare of employees. The type of leave granted shall depend upon the reason for the employee’s absence and type of leave benefits available to the employee as provided herein.
1. Use of Leave 
Employees will earn annual and sick leave, however, when and how these leave benefits are used is subject to supervisory approval. Employees should keep in mind that the use of leave is granted as a privilege rather than a right. It should also be clearly understood that leave is granted to employees at such times as they can be conveniently spared from work. Use of leave may be subject to verification and improper use of leave may be denied. Leave may be denied due to the requirements of the workload, except as provided herein.
2. 1.	Request for Leave: 
Request for leave of any kind or duration must be initiated by the employee on a Request for Leave Form (Exhibit J) and presented to the Chapter Manager/Chapter President for approval prior to taking leave. 
3. 2.	Approval Authority:
Employees have the right to earn annual and sick leave; however, when and how these leave benefits are used is subject to the Chapter Manager’s approval.  Employees should keep in mind that any leave of absence is granted as privilege rather than an employee right.  It should also be clearly understood that leaves of absences are granted to employees at such times as they can be conveniently spared from work on which they are engaged.  Usage of leave privileges may be subject to validation and verification to insure its proper usage and may be denied prior to or withdrawn after it has been granted.  Further, a leave of absence may be denied due to the requirements of the workload, except as provided herein.
4. 3.	Leave Year:  
The leave year for purposes of accrual and usage is established as that period which commences with the beginning of the first complete pay period occurring in the calendar year and ends at the close of the last complete pay period which begins in that calendar year.
The leave year shall consist of 26 pay periods and shall begin with the first complete pay period in any given calendar year and end with the 26th pay period.
5. 4.	Employee Leave Schedule:  
Although Chapter employees are entitled to earn annual and sick leave, the scheduling of leave should be a mutual process between the employee and the supervisor with due consideration for the needs of the employee and the workload, which may override the employee’s leave request on occasions to warrant a rescheduling of the leave requested, except for unforeseen illness, or emergencies beyond the employee’s control, or as authorized herein.
B. C.	Paid Leave
1. Annual Leave:
a. Policy:
Annual leave is an accrued and authorized absence for rest, recreation or other purposes when approved by the Chapter Manager/Chapter President.
b. Eligibility:
Regular status employees are eligible to earn and accrue annual leave. Temporary employees, those suspended from duty and employees on leave without pay status are not eligible to earn and accrue annual leave.
c. Use of Annual Leave:
Annual leave shall be approved and granted after its accrual and not in advance of accrual.
d. Accrual Rate: 
Regular status employees shall accrue annual leave at the following rates:
	
Years of Services
	Non-Exempt Employees
Per Pay Period
	Exempt Employees
Per Pay Period

	  Less than 3 years 
	4 hours
	6 hours

	  3 years to 8 years
	6 hours
	8 hours

	  More than 8 years 
	8 hours
	10 hours


e. If an employee is on leave without pay status anytime during a pay period, the employee shall earn and accrue sick leave on a pro-rata basis.
f. New Employee Probationary Period:  
Employee serving a new employee probationary period can earn and accrue annual leave but cannot use accrued annual leave until after they have successfully completed their probationary period and have been converted to regular status.
g. Extension of Sick Leave: 
Annual leave may be approved as an extension of sick leave upon exhaustion of accrued sick leave.
h. Carryover:  
At the end of each leave year, all annual leave hours accrued in excess of 320 hours shall be forfeited. Forfeited hours shall not be paid. 
i. Change of Employment Status: 
A regular status employee who is transferred, promoted or demoted to another position in which they shall not be eligible to accrue annual leave shall be paid for their accrued leave to date.  Payment is computed by multiplying the employee’s current rate of pay by the number of accrued annual leave hours.
j. Change of Funding Source: 
An employee who is transferred, promoted, or demoted to another position funded by a different funding source shall not be eligible to transfer their annual leave. An employee who is transferred, promoted or demoted to another position funded by a different funding source shall be paid for all accrued annual leave earned in his/her prior position.
k. Transfer within Same Funding Source:
An employee who is promoted or transfer to another position within the same funding source may be able to transfer their annual leave (within 320 hours).
l. Liquidation of Annual Leave: 
Upon termination of employment with the Chapter, accrued annual leave shall be paid in full at the employee’s current rate of compensation and included in the final paycheck. This provision is not applicable to Chapter employees on probationary status and Public Employment Project and Student Youth Employment Program employees. 
2. Sick Leave:
a. Policy: 
Sick leave is authorized time off from work by an eligible employee for medical purposes.  This includes but is not limited to an incapacitating or contagious illness, pregnancy-related medical needs, and a chronic illness that requires treatment, or visits to a license practitioner, medicine man or health-related counselor. Employees referred by Employee Assistance Program for treatment, counseling, or to other resources may also be eligible for sick leave. 
b. Eligibility:  
All regular status employees, including those serving a probationary period, are eligible to earn and accrue sick leave.  Temporary employees, those suspended from duty and employees on leave without pay status are not eligible to earn and accrue sick leave.
c. Use of Sick Leave: 
An employee for absence for an illness or other medical reasons shall use sick leave.  Employees serving a new employee probationary period can earn and accrue sick leave but cannot use accrued sick leave until after they have successfully completed their probationary period and have been converted to regular status. Illnesses or medical conditions, which exhaust an employee’s sick leave, may require that annual leave and leave without pay be used.
d. Accrual Rate:
1) a.	Eligible regular status employees shall accrue sick leave from the date of employment at the following rates:
Employee Status: Accrual Rate Per Pay Period:
Regular/Full Time		4 Hours
2) If an employee is on leave without pay status anytime during a pay period, the employee shall earn and accrue sick leave on a pro-rata basis.
e. Physician’s Release upon Return:
An employee who is absent due to illness for three consecutive days or more days shall submit a written release from the attending physician to return to work.  An employee may be required to submit a written proof where the employee’s sick leave record warrants.
f. Traditional Healing Ceremonies:
An employee who shall be absent due to a traditional healing ceremony must request and obtain prior approval for the absence.  The leave request should include the actual days the traditional ceremony shall be conducted including the traditional four days observance period following the ceremony.  A statement to return to work is normally not required if prior approval was obtained.  However, the employee may be required to submit a written statement from the medicine man performing the ceremony if the employee’s absences due to traditional healing ceremonies warrant verification.
g. Carryover:
Maximum accrual or carryover of sick leave is one hundred twenty (120) hours per leave year.
Eligible employees may carry over an unlimited number of unused sick leave hours from leave year to leave year. However, no employee shall be paid for unused sick leave upon termination.
h. Change of Funding Source: 
An employee who is transferred, promoted, or demoted to another position funded by a different funding source shall not be eligible to transfer their accrued sick leave.
i. Transfer within Same Funding Source:
An employee who is promoted or transfer to another position within the same funding source may be able to transfer their sick leave (within 120 hours).
j. Reinstatement of Sick Leave
Sick leave hours shall only be restored when a former employee with reemployment preference is rehired within six months of separation from employment. 
k. Forfeiture of Sick Leave:
All regular status employees, including those serving a probationary period, shall forfeit all accrued sick leave hours upon resignation or termination.
C. Approved Leave without Pay:
Leave without pay not to exceed fifteen (15) consecutive working days may be granted by the Chapter Manager, or Supervisor.  Requests for leave without pay, which exceeds fifteen (15) working days, must be supported by a written recommendation of the supervisor, and approved by the Chapter Officials.  Except for family and medical leave, annual or sick leave, if applicable, must be exhausted before entering approved leave without pay status.  Consideration shall be given to the merits and circumstances together with the Bááháálí Chapter operations.
D. F.	Administrative Leave with Pay:
Administrative leave with pay may be declared by executive order, or an appropriate authority documented by the Bááháálí Chapter in the following situations:
1. Early Release
a. Early release of employees due to: extreme weather conditions, or any other reason determined by the President, Speaker or their designees.
b. Early release shall not apply to employees on leave, travel or whose tour of duty does not cover the period of the early release.
2. Extreme weather conditions
3. Temporary closure of employee worksites or facilities, due to State, County, Special Election, or environmental health hazards.  Administrative leave shall not be granted when affected employees can reasonably be assigned to alternative worksites.
4. Investigations
a. Immediate written notice shall be given to the employee of the leave, its purpose and duration, and specific reasons therefore. The employee shall be required to leave the premises immediately.
b. Upon conclusion of the investigation or the end of the administration leave, whichever occurs first, if no disciplinary action is taken, the employee shall be allowed to return to work. 
c. When disciplinary action is deemed necessary, it shall be taken in conformance with the appropriate provisions of Sections herein. 
d. Extensions may be granted by the Chapter Manager/Chapter President, but total administrative leave for investigatory purposes shall not exceed 20 working days. 
5. Witness Summons
a. An employee summoned or subpoenaed by any party or tribunal to be a witness in an official capacity shall not be required to take leave since the employee shall be representing the Chapter, or the Navajo Nation.  However, the employee must immediately inform the supervisor of the proposed absence.
b. If an employee is summoned to be a witness as a private citizen, the employee shall be authorized annual leave.  If annual leave is exhausted, leave without pay shall be used.
6. Jury Duty
a. Employees are required to notify their supervisor promptly upon receipt of a jury summons and subsequent notice to serve as a juror.  Employees summoned for jury duty shall receive their regular rate of pay for normal work hours, provided the employee submits evidence of summons and selection notice.
b. Fees received, as compensation for jury duty shall be paid to the Bááháálí Chapter except when an employee voluntarily requests annual leave for the period of absence.  Employees shall be allowed to retain any reimbursements for transportation, lodging, meals, etc., paid by the respective court jurisdiction.
7. Time Off for Voting
a. Registered voters may receive authorization for up to two hours paid absence from work to vote in a tribal, local, state or federal election.  The length of absence shall be granted at the discretion of the Chapter Manager/Chapter President.
b. Employees required to vote at a poll remote from their work station may request an extension of the two-hour limit.  The extension, if granted, shall be charged to the employee’s annual leave.  This extension includes travel time to the poll but may not exceed eight hours.
8. Professional Licensure and Certification
a. An employee may be authorized administrative leave to obtain appropriate job related professional licensure or certification or to satisfy continuing education requirements to retain such licensure or certification. 
b. An employee will be given two opportunities to obtain licensure or certification. Thereafter, he/she will be required to take annual leave or leave without pay. 
c. Any special conditions regarding the length of leave, payment of expenses, reimbursement, grades, employment status, service to the Navajo Nation, etc. will be arranged between the Chapter Manager/Chapter President and the employee. 
G.	Witness Summons:
1.	.
2.	.
H.	Jury Duty:
1. .  
2. .
I.	Time off for Voting:
.
.
E. Unpaid Leave
1. Approved Leave Without Pay
Leave without pay not exceed 15 working days may be granted by the supervisor. Requests for leave without pay exceeding 15 working days must be supported by a written recommendation of the supervisor and approved by the Chapter President. Except for family and medical, annual or sick leave, if applicable, must be exhausted before entering approved leave without pay status. Consideration shall be given to the merits and circumstances together with the programmatic operations. 
2. Unauthorized Absence
When an employee is absent without authorization, the employee will be charged with absence without approved leave and may be subject to the disciplinary action. If the absence is later approved, the charge to absence without approved leave may be changed to the appropriate leave.
3. Disciplinary Actions
An employee placed on suspension is generally considered to be on leave without pay status: however, a supervisor may place an employee on a working paid suspension. Annual and sick leave do not have to be exhausted. 
4. Educational Leave
Educational leave may be granted when an employee enrolls as a full-time student in an accredited educational institution. 
a. The purpose of educational leave is to enhance an employee’s job performance and therefore must be job related. All requests shall be approved by the Chapter Manager.
b. Educational leave shall be without pay unless the Chapter Manager and employee agree that annual leave may be used.
c. Regular full-time employees are eligible for educational leave up to one semester (or equivalent) per academic year provided they have three years continuous employment with Bááháálí Chapter. 
d. An employee on approved educational leave shall maintain regular full-time status. 
e. Upon completion of educational leave, an employee shall return to his/her position.
F. J.	Leave of Absence for Military Training:
1. A regular status employee, who is ordered to participate in field training or other activities in any branch of the Armed Forces of the United States or the National Guard, shall be granted a leave of absence with pay not to exceed a period of fifteen (15) working days in any calendar year.
2. The employee shall be entitled to receive pay only for those days which he/she is regularly scheduled to work.
3. Leave of absence for military training in excess of the fifteen (15) working days in any calendar year shall be charged against the employee’s accrued annual leave or leave without pay, whichever is applicable.
4. Employees requesting a leave of absence for military training must submit a copy of their military orders for field training or other activities.
5. Upon return from leave of absence for military training, the employee is entitled to return to the position occupied prior the beginning of the leave.
6. While on leave of absence for military training, the employee continues to accrue sick and annual leave at his/her regular status.
G. K.	Family and Medical leave:
Family and Medical leave of absence is approved unpaid leave available to eligible employees for up to six (6) months per year under particular circumstances that are critical to the life of a family.
1. Family and medical leave may be taken only in the following situations:
a. Upon the birth of the employee’s child;
b. Upon the placement of a child with the employee for adoption or foster care;
c. When the employee is needed to care for his/her child, spouse or parent who has a serious health condition; or
d. When the employee is unable to perform the functions of his/her position because of a serious health condition.
2. Limitations:
a. The first three (3) months of leave are non-discretionary if the leave requested is consistent with these policies. The supervisor must approve the leave.
b. The second three (3) months period is discretionary.  The supervisor has the authority to approve/disapprove the leave.  Reason(s) for the additional leave requested must meet the criteria herein and be based on Section XI (K) (1) (a-d) above.
3. Eligibility:
Regular status employees who have been employed for one year are eligible for family and medical leave.
4. Basic Regulations and Conditions:
a. Employees are required to submit medical certification to support a claim for leave for an employee’s own serious health condition or to care for a seriously ill child, spouse or parent.
b. Spouses who are both employed by the Bááháálí Chapter may take a total of six (6) months of leave (rather than six (6) months each) for the birth or adoption of a child or the care of a sick parent, subject to the limitations in Section XI (K) (2) above.
c. When the need for leave is foreseeable, such as the birth or adoption of a child, or planned medical treatment, the employee must provide notice as far in advance as practicable, and make efforts to schedule leave so as not to disrupt program operations.
d. In cases of illness, the employee shall be required to report periodically to the Chapter Manager/Chapter President on his/her leave status and intention to return to work.  A medical certification is required to resume work.
e. Upon return from family and medical leave, an employee shall return to the same position.
f. During the employee’s absence, his/her position may be filled on a temporary basis.
g. An employee’s failure to return to work after the duration of approved family and medical leave, and any other authorized leave, shall be deemed a resignation.
h. The Chapter Manager is responsible for developing and issuing procedure(s) on family and medical leave.
5. Status of Employee Benefits during Leave of Absence:
a. Any employee who is granted an approved leave of absence under the Family and Medical Leave shall provide for the retention of group insurance coverage by arranging to pay his/her premium contributions during the period of unpaid absence.
b. An employee shall not lose service credit with the Bááháálí Chapter as a result of the family and medical leave, but he/she shall not accrue annual or sick leave and is not eligible for paid holidays.
XIII. XII.	EMPLOYEE PERFORMANCE EVALUATION
A. A.	Policies:  
1. It shall be the policy of Bááháálí Chapter to encourage and promote optimal employee performance on the job through a systematic approach to reviewing employee work based on supervisor and employee interaction.  The performance appraisals should identify the employee’s strengths and weaknesses with the goals of improving overall performance.
2. The appraisal period for all new employees on probationary period shall begin with date of employment and continues through the date of completion of the probationary period.
3. The annual appraisal period shall extend from the date of the employee’s hire date.
4. Performance Evaluations shall be conducted by the Chapter Manager for all Chapter employees and the Chapter President shall conduct the performance evaluation for the Chapter Manager.
B. Procedures for Employee Performance Evaluation:  
1. These procedures are applicable to all regular status, part-time and probationary period employees.  The supervisor will determine if an Employee Performance Evaluation Form (Exhibit K) will be completed for individuals employed less than four (4) months during the appraisal period.
2. The Chapter Manager/Chapter President will establish a date when the Employee Performance Evaluation will be completed for all regular status, part-time, and probationary period employees. 
3. 3.	All affected employee(s) will be given a written notification of the date, time and location for the appraisal, fifteen (15) working days prior to the scheduled appraisal date.
4. The Chapter Manager/Chapter President will provide a blank copy of the Employee Performance Evaluation Form to the employee(s) at least ten (10) working days prior to the evaluation date for the purpose of a self-evaluation. At the same time, the employee(s) will be provided the instruction of the evaluation forms.
5. For Probationary Employee(s), the Chapter Manager/Chapter President will conduct the employee appraisal at least five (5) working days prior to the probationary period ending. 
6. For regular status employee(s), the Chapter Manager/Chapter President will conduct the employee appraisal at least five (5) working days prior to the annual anniversary hire date for the employee.
7. In each case regarding the employee’s self-evaluation the Chapter Manager/Chapter President will provide an opportunity to review the self-appraisal with the employee(s) and together agree on the outcome. 
8. The Chapter Manager/Chapter President will ensure that each employee is provided an opportunity to review the performance appraisal and together establish performance objectives for the next appraisal period.
9. Upon completion of the performance appraisal, the Chapter employee(s) will acknowledge the performance appraisal and sign and date the employee’s performance evaluation form. The Chapter Manager/Chapter President will do likewise.   
10. The Administrative Assistant Office SpecialistAdministrative Assistant will file the original copy under the employee’s personnel file and provide the employee with a copy of his/her employee performance evaluation. 
11. Upon receiving a satisfactory performance appraisal, the employee may be entitled to a merit bonus (Section IX (B) (6)) or one-step salary adjustment (Section IX (B) (1)). 
12. Upon receiving an unsatisfactory performance appraisal, the employee shall be provided a six-month period in which they may improve their job performance. If in the event no job improvement occurs at the end of six months, disciplinary action will be pursued by the designated supervisor in accordance to Section XIII.
XIV. XIII.	DISCIPLINE OF EMPLOYEES
A. Policy:
1. The Bááháálí Chapter seeks to maintain standards of employee conduct and supervisory practices, which support and promote effective and efficient operations.  This includes the administration of fair and consistent employee discipline. All disciplinary action shall be with just cause.
B. Guide for Disciplinary Action
Supervisory Chapter Official and Chapter Manager shall have the authority and responsibility to administer appropriate disciplinary action for violations of Chapter policies, practices, rules and regulations.
1. Employees, including supervisors, whose job performance or conduct are unsatisfactory, or who violate the law, Nation policies, practices, rules, or regulations are subject to disciplinary action consistent with the Table of Penalties.
2. Supervisors should refer to the Table of Penalties or the Department of Personnel Management for assistance in initiating disciplinary action.
C. Documentation
1. All disciplinary actions shall be documented in writing by the supervisor.
2. All forms of disciplinary action, formal or informal, must be documented by the Chapter Manager/Chapter President.
3. All disciplinary documents are confidential between the employee and the Chapter Administration.  The Chapter Administration shall not release, either verbally or in writing such information, except as allowed through the grievance process, by written consent of the employee, or as directed by the Office of Navajo Labor Relations, the Navajo Nation Labor Commission or other empowered investigative, administrative or judicial bodies.
4. Documents of a disciplinary action shall become part of the employee’s personnel record.
D. Notice 
All notification of disciplinary actions shall be hand delivered whenever practicable or sent by certified mail. The written notification shall cite just cause.
E. All disciplinary notice shall contain the following:Contents of Disciplinary Notice
The disciplinary notice shall be in writing, directed to the employee, and shall contain:
1. An appropriate identification of the party, including position title and department; and
2. Date(s) on which the violation(s) occurred, or where such acts are of a continuing nature and are the basis for disciplinary action, the period of time when the acts occurred; and
3. A reference to the Table of Penalties (Exhibit L) regarding the offense(s) committed and the penalty imposed; and
4. A clear and concise statement of the facts constituting the alleged violation(s); and
5. An explanation of the employee’s right to appeal the disciplinary action pursuant to Section XIV, Employee Grievance; and
6. If hand delivered, the employee’s acknowledgement of receipt of the notice, or if employee refuses to acknowledge the notation that employee refused to sign and date.
7. Before employee is served with disciplinary notice, the proposed disciplinary actions will be reviewed by the Navajo Nation Department of Justice (DOJ) to ensure that disciplinary action have merits; are supported by the evidence provided; and can withstand scrutiny under Chapter’s personnel policies manual and the Navajo Preference in Employment Act (NPEA). The Chapter will adhere to the DOJ established review process including the completion of standard DOJ forms.
F. B.	Disciplinary Action:  
Employees whose job performance or conduct is unsatisfactory, or who violate policies, or regulations can be disciplined. In the interest of administering justice as uniformly as possible in accordance with the policies stated, a Table of Penalties is incorporated herein as Exhibit L. Depending on how serious it is, the disciplinary action may result in:
1. Progressive discipline: The purpose of progressive discipline is to provide a reasonable response to violations of policies or work performance standards.
2. Voluntary termination after negotiations, or
3. Immediate removal.
G. Authority to Administer Disciplinary Action:  
The Chapter Manager/Chapter President shall have the authority to administer appropriate disciplinary action for a violation of policies, practices, rules and regulations according to the Table of Penalties.
H. Failure of Supervisor to do Disciplinary Action:  
If the Supervisor fails to conduct disciplinary action as outlined by the personnel policies, the Chapter Officials may take the necessary disciplinary action.
I. Documentation:
1. All forms of disciplinary action, formal or informal, must be documented by the Chapter Manager/Chapter President.
2. All disciplinary documents are confidential between the employee and the Chapter Administration.  The Chapter Administration shall not release, either verbally or in writing such information, except as allowed through the grievance process, by written consent of the employee, or as directed by the Office of Navajo Labor Relations, the Navajo Nation Labor Commission or other empowered investigative, administrative or judicial bodies.
3. Documents of a disciplinary action shall become part of the employee’s personnel record.
XV. XIV.	EMPLOYEE GRIEVANCE
A. A.	Policy:  
The policy of Bááháálí Chapter is to provide a method through which eligible employees can correct any job-related concern.  Any eligible employee, who feels that they have been unfairly dealt with as a result of disciplinary action, suspension, and reduction in pay, termination, etc., or feel they are in an unsafe and hazardous working condition, has a right to file a grievance.
B. Eligibility:  
All regular status employees are eligible to file a grievance.  Part-time, temporary, seasonal, and probationary employees are not entitled to file a grievance.
C. Freedom from Retaliation:
Proper challenges to disciplinary actions shall be without fear of reprisal or retaliation.  Retaliation is an adverse employment action taken by a supervisor or manager, which links the employee’s challenge to the disciplinary action taken.
D. Grievance Process:
The employee must file a written request to meet with the Chapter Manager. In the event that the Chapter Manager is the grievant party, he/she shall file a written request to meet with the Chapter President to try to resolve the problem using the following process:
1. The employee must file within five (5) working days of the receipt of the written disciplinary action.
2. The employee must supply a copy of the disciplinary action to the Chapter Officials.
3. 3.	The Chapter Manager/Chapter President (or other delegated Chapter Official) should attempt to correct the problem with the employee within five (5) working days after receiving the request.
4. If the employee is not satisfied with the outcome of the meeting with the Chapter Manager/Chapter Officials, then the employee must file a written grievance with the Administrative Hearing Officer. This must be done within ten (10) working days after the end of the meeting with the Chapter Manager/Chapter Officials.  The written grievance shall include the following:
a. The name and position of the employee-filing grievance.
b. A statement of the facts with dates and information of what happened and the events or conditions which caused the grievance.
c. The name of the person thought to be responsible for causing said events or conditions.
d. A general statement of the nature of the grievance.
5. Written grievances shall be filed directly with the Chapter Manager or the Chapter President (or other delegated Chapter Official).
6. Within five (5) working days after the receipt of the grievance, the 
a. Administrative Hearing Officer shall determine:  
b. If the written grievance is submitted on a timely basis;
c. If the Administrative Hearing Officer has subject matter jurisdiction; and
d. If a supervisor/employee conference has been conducted.
e. Grievance determined untimely filed, not subject to the jurisdiction of the Administrative Hearing Officer, or not properly processed shall be denied by the Administrative Hearing Officer and not accepted for formal grievance.
7. Upon acceptance of the grievance, the Administrative Hearing Officer shall set the matter to be heard within twenty (20) calendar days at an appropriate place convenient to the parties.  Within five (5) working days upon acceptance of the grievance, the Administrative Hearing Officer, shall in coordination with the Chapter Administration notify the aggrieved individual by certified mail of the date, time and place of the hearing location.
8. The Administrative Hearing Officer may compel the appearance of witnesses. Such witnesses shall be the responsibilities of the affected parties.
9. Failure of the grievant to appear at schedule grievance hearing without good cause shall be deemed a withdrawal of the grievance.
10. Failure of the respondent to appear at scheduled grievance hearings without good cause shall result in the Administrative Hearing Officer rendering a default judgment against the respondent.
11. The Administrative Hearing Officer will render a decision within ten (10) working days.  Decisions of the Administrative Hearing Officer shall be the final administrative decision and that such decision is not appealable to any other administrative hearing body (i.e. Office of the Navajo Labor Relation and/or the Navajo Labor Commission).
E. E.	Right to Representation by Counsel:  
The due process clause of the Navajo Nation Bill of Rights gives the grievant the right to representation in all grievance proceedings by counsel at his/her own expense. “Counsel” shall be a member of the Navajo Nation Bar Association. The Chapter Officials may assign counsel for the representation of management when the grievant obtains own counsel.
F. The Administrative Hearing Officer:
1. An Administrative Hearing Officer shall hear all administrative hearings. Individual(s) serving in the capacity of Administrative Hearing Officer or Qualified Third Party shall be selected by the Chapter Manager and Chapter Officials, and shall not be from the Chapter.
2. The Administrative Hearing Officer who hears and decides disputes filed before the Chapter shall be licensed to practice law in the courts of the Navajo Nation.
3. The services of an Administrative Hearing Officer shall be used only as needed.
4. The Administrative Hearing Officer shall be compensated for his or her services and expenses incurred in connection with the performance of duties. All Administrative Hearing Officer’s expenses shall be paid from the budget of the Chapter at a negotiated rate.
XVI. XV.	TERMINATION OF EMPLOYMENT
A. Policy: 
It is the policy of the Bááháálí Chapter to remove terminated employees and/or Chapter Manager from the payroll upon effective date of termination.
B. B.	Resignation:  
An employee wishing to voluntarily terminate employment with Bááháálí Chapter may resign from their position by submitting a letter of resignation, which shall include a reason for the resignation.
1. The Chapter employees must submit written notice of their intent to resign to the Chapter Manager/Chapter President at least ten (10) working days before leaving unless the supervisor agrees to a shorter period.
2. An employee who resigns in writing may, with the Chapter Manager/Chapter President’s approval, withdraw the resignation and be restored to the vacated position provided the request for withdrawal is made prior to the effective date of resignation.
C. C.	Discharge:  
Discharge is an involuntary employment termination initiated by the Chapter Manager/Chapter President for just cause. The Chapter Manager/Chapter President must provide a personnel action form to the employee including pertinent documentation to support the termination action.
D. D.	Termination at End of Temporary Employment:  
A temporary employee whose employment has a time limitation shall be subject to termination at any time with just cause, and the employee is not entitled to re-employment preference.
E. E.	Release of Probationary Period: 
An employee on probationary period may be terminated during the probationary period for just cause, and shall have no recourse to appeal the termination.
F. F.	Death:  
Upon notification of an employee’s death, the Chapter Manager/Chapter President shall notify the Bááháálí Chapter.  The Chapter Manager shall ensure that proper arrangements are made ensuring all benefits the deceased employee is entitled to be processed.  The effective date of employment separation shall be the date of death and unless the employee was on leave without pay status, the employee shall be considered on pay status.
G. G.	Layoff:  
An employee who is to be laid off shall be given fifteen (15) calendar days written notice.  Notice of layoff may be less than the fifteen (15) calendar day requirement if stoppage of work results from circumstances which are beyond the control of the Chapter, i.e., program funding is terminated, positions are not funded, or funds are not available to continue program operations.  Subject to applicable law, a regular status employee who is laid off shall be entitled to re-employment preference.
H. H.	Procedures for Termination:
1. 1.	The Administrative Assistant Office SpecialistAdministrative Assistant will prepare a PAF for the affected employee attached with the proper supporting documentations, (i.e. resignation letter, employment termination notification, etc.). 
2. 2.	The employee should sign the PAF and the Administrative Assistant Office Specialist Administrative Assistant will forward the PAF to the Chapter Manager/Chapter President for signature. 
3. 3. 	The Chapter Manager/Chapter President will ensure that all Chapter property or funds owed to the Chapter are returned or satisfied. The Bááháálí Chapter may withhold the final paycheck for deduction if any unsatisfied debts are owed. Authorization to withhold final paycheck for deduction form will be filled out prior to termination
4. 4.	The Administrative Assistant Office SpecialistAdministrative Assistant will remove the employee from the payroll on the effective date of termination. A copy of the signed PAF will be mailed to the employee.
5. The Administrative Assistant Office SpecialistAdministrative Assistant will file documents accordingly.
6. 6.	In the event that the terminating party is the Chapter Manager, the Chapter President shall sign the PAF and ensure that all Chapter property or funds owed to the Chapter are returned or satisfied. The Chapter President shall then proceed to find a temporary replacement until a qualified applicant is hired.
XVII. EMPLOYEE CONDUCT GUIDE
A. A.	Policy:  
The Bááháálí Chapter employees are expected to comply with all applicable laws of the Navajo Nation, Federal and State governments with respect to their conduct in performance of the duties of employment.
B. Appointment to Election Board, Commissions, Committees, or Other Non-Tribal Entities:
An employee who has been appointed or elected to serve on a board, commission, or committee shall be required to take annual leave whenever the employee has to be absent from his or her position to attend to appointed or elected duties.  If the employee has exhausted their annual leave, then leave without pay shall be used.
C. Employee Seeking Political Office Within or Outside the Chapter:
1. An employee who decides to run for a political office may be granted a leave of absence up to sixty (60) calendar days prior to any election, upon request to the Chapter Manager/Chapter President.
2. Annual leave may be utilized for campaign purposes until exhausted; then leave without pay shall take effect.
3. Employees are prohibited from campaigning during normal work hours unless they are on approved annual leave.
4. Employees elected as the Chapter President, Vice-President, Secretary-Treasurer, or to the Navajo Nation Council, must resign from Chapter employment as of the day they are sworn in.
5. Employees who are elected to any other political office may be allowed to retain their employment provided the elected office is not a full time position and does not involve payment of a salary. If the political office is a full time position or involves a salary, then the employee must obtain permission from the Chapter Officials to retain their Chapter employment.  Request must be submitted in accordance with the policy on secondary employment. 
D. D.	Unlawful Acts:  
It is the Bááháálí Chapter policy that any unlawful act committed by an employee of the Bááháálí Chapter while on or off the job or on Bááháálí Chapter premises, can affect an employee’s employment status. 
E. E.	Drug and Alcohol Use:
1. 1.	It is the Bááháálí Chapter policy to provide a drug-free, healthy, and safe workplace.  To promote this goal, employees are required to report to work in an appropriate mental and physical condition to perform their jobs in a satisfactory manner.
2. 2.	While on the Chapter premises, conducting business-related activities of the Bááháálí Chapter, employee shall not use, possess, distribute, sell, or be under the influence of alcohol or illegal drugs.
3. 3.	The legal use of prescribed drugs by a licensed physician is permitted on the job only if it does not impair an employee’s ability to perform the essential functions of the job effectively and in a safe manner that does not endanger other individuals in the workplace.
4. 4.	Violation of this policy may lead to disciplinary action, up to and including immediate termination of employment, and/or required participation in a substance abuse rehabilitation or treatment program.
F. F.	Sexual and Other Unlawful Harassment:
1. 1.	The Bááháálí Chapter is committed to providing a work environment that is free of discrimination and unlawful harassment.
2. An employee must report an incident of sexual or other unlawful harassment promptly to his or her immediate supervisor.
3. Any supervisor or manager who becomes aware of possible sexual or other unlawful harassment shall promptly advise the Chapter Officials who shall handle the matter in a timely, appropriate, and confidential manner.
XVIII. PERSONNEL RECORDS
A. Policy:
The Chapter ManagerAdministrative Assistant shall establish personnel records pertaining to Chapter employees or as applicants for the Chapter positions, pursuant to the Bááháálí Chapter’s Records Policies and Procedures Manual. Personnel records are considered protected and confidential records and will be safeguarded accordingly.
B. Location of Records:  
Personnel records shall be physically maintained in the Bááháálí Chapter administration office, labeled confidential, and shall be kept under lock and key.
C. Contents of Personnel File:  
Personnel records shall include information pertaining to employment such as employment applications, typing test, copy of driver’s license, copy of social security card, I-9 form, letters of reference, background checks, pay and benefits, training and education, performance evaluation, disciplinary actions, and other relevant or necessary information as specified by the Chapter Manager.
D. Updating Personnel Files:  
Employees are encouraged to keep their personnel file current by submitting to the Chapter Manager’s office, update information on their experience, education, skills, training, awards and recognition on an annual basis.
E. Confidentiality of Personnel Files:   
Information in an employee’s personnel file is considered protected and confidential in accordance to the Navajo Nation Privacy and Access to Information Act. However, it may be disclosed in compliance with a lawful investigation or subpoena. In any case, access to and release of information contained in the personnel records shall be limited to authorized personnel only as determined by the Chapter Manager.
F. Examination of Personnel File by Employee: 
An employee may examine his/her personnel file upon written request by the employee and in the presence of the Chapter Manager, or other authorized person in the administration office.  However, records protected by recognized legal privilege and records exempt from disclosure by law may be withheld from the individual.
G. Release Pursuant to Authorization:  
Upon written authorization from the employee, information from the employee’s personnel records, other than material which is exempt from disclosure, shall be released.
H. File Retention:  
Upon termination, an employee’s personnel records shall be deemed “inactive” but shall be maintained in the Chapter Administration office files for a period of five (5) years beyond the date of termination.


XIX. XVIII.	DEFINITIONS
The following definitions apply in these policies:
A. Administrative Employee - any employee whose primary duties consist of non-manual work concerning management policies, guidelines or business operation, and who exercises discretion and independent judgment in assisting managerial employees, and in fulfilling special tasks assigned.
B. Annual Leave Pay Out - the amount of accumulated annual leave for which an employee may be paid at the time of separation from Chapter employment.
C. Chapter Manager - the executive-level professional that is hired by the Chapter Officials to oversee the management of the local Chapter government.
D. Chapter Officials - the Chapter President, Chapter Vice-President, and the Secretary/Treasurer.
E. Class Specifications - the official written position description, which defines the class work, lists the duties, training, education, and experience standards required for the class or position.
F. Compensatory Time - time off for hours actually worked in excess of the standard 40-hour workweek.
G. Disciplinary Action – employee(s) whose job performance or conduct is unsatisfactory or who violate Navajo Nation Law are subject to disciplinary actions. The disciplinary action may include written warning, written reprimand, suspension, or termination.
H. Grievance - written complaint filed by an employee in accordance with the Bááháálí Chapter Personnel Policies and Procedures, Section XIV.
I. Managerial Employee - primary duties consist of managing a program, project or office thereof; and who directs the work of one or more employees.
J. Mandatory Deductions - deductions that normally include federal income taxes, Medicare, contribution to Social Security and/or group care plans or those imposed by special purpose regulatory bodies and courts.
K. Nepotism - preferential treatment of a person on the basis of blood or marriage relationship pursuant to the degrees set forth in the Bááháálí Chapter Personnel Policies in Section V (C).
L. Personnel - Bááháálí Chapter Government employees.
M. Position - a classified job title within the Bááháálí Chapter government.
N. Position Description - the official written description of the typical duties and responsibilities, training, education, and experience standards required for a job title.
O. Pro Rata – to count on amount of the time that has passed out of the total time.
P. Probationary Period – trial period for a new employee for the first 90 days of new employment.
Q. Professional Employee – any employee whose primary duties consists of:
1. Work requiring knowledge of a specific field including, but not limited to teaching, architectural, accounting, planning, animal science, range management and engineering; or
2. Work that is original and artistic in character, the result of which depends on the talent of the employee; and
3. Work requires the exercise of discretion and judgment in its performance.
R. Progressive Discipline - a process which provides an employee a reasonable opportunity to improve performance, following a step by step process and guidance, beginning with a written warning, written reprimand, etc., prior to termination, unless the act of the employee warrants severe action, including termination.
S. Promotion - the upgrading of an employee to a higher pay range with increase duties.
T. Reclassification - the reassignment of a position from one job class to another job class based upon a substantial and permanent change in position duties.
U. Relative  - an individual who is related by blood or marriage to the employee as a father, mother, son, daughter, brother, sister, grandmother, grandfather, uncle, aunt, cousin, nephew, niece, husband, wife, father-in-law, mother-in-law, son-in-law, daughter-in-law, sister-in-law, brother-in-law, step-father, step-mother, step-son, step-daughter, step-sister, step-brother, half-brother, or half-sister.
V. Reprimand - oral or written statements to an employee citing a deficiency in the employee’s work performance or conduct and requiring improvement. 
W. Salary Schedule -the pay ranges applied to positions within the Bááháálí Chapter Government.
X. Sexual Harassment - any unsolicited and/or unwelcome sexual advance, or conduct either verbal or physical, which has the purpose or effect of unreasonably interfering with an individual’s work performance or creates an intimidating, hostile, or offensive working environment.  Sexual harassment of non-employees or member of the public during the course of performing job duties is included in this definition.  Sexual harassment includes, but is not limited to:
1. Repeated sexual flirtations, gestures, advances, or demands for sexual favors; and
2. Continued or repeated verbal abuse of a sexual nature, sexually-related comments and joking, degrading comments about an employee’s appearance, or the display of sexually-suggestive objects, picture, or materials; and
3. Any uninvited physical contact or touching such as patting, pinching, or constant brushing against another’s body; and
4. Any demand for sexual favors that are accompanied by either a promise or suggestion of favorable job treatment or a threat concerning the individual’s employment.
Y. Supervisor - the immediate person to whom an employee reports and/or from whom an employee receives official assignments or supervision.
Z. Termination - the discharge of an employee from Chapter employment.
XX. 
XIX.	APPENDIXES
A. Job Vacancy Announcement Form	Exhibit A
B. Employment Application	Exhibit B
C. Personnel Action Form (PAF)	Exhibit C
D. Public Employment Project (PEP) Policy Manual	Exhibit D
E. Student Employment Program (SEP) Policy Manual		Exhibit E
F. Position Classification Questionnaire (PCQ)	Exhibit F
G. Salary Schedule	Exhibit G
H. Payroll Advance Form	Exhibit H
I. Direct Deposit Form	Exhibit I	
J. Compensatory Time Form	Exhibit IJ
K. Request for Leave	Exhibit JK
L. Employee Performance Evaluation 	Exhibit KL
M. Table of Penalties	Exhibit LM


EXHIBIT A
BAAHAALIBÁÁHÁÁLÍ CHAPTER

JOB VACANCY ANNOUNCEMENT

DATE POSTED: 						CLOSING DATE: 			

POSITION TITLE: 											

WORKSITE LOCATION: 					

WORKS DAYS/HOURS: POSITION TYPE:  PERMANENT:     TEMPORARY:	  PART-TIME:   
	DAYS: 					
	HOURS: 				 		$		  PER HOUR

DUTIES AND RESPONSIBILITIES:









QUALIFICATION REQUIREMENTS:
EDUCATION AND TRAINING:



EXPERIENCE:



SPECIAL KNOWLEDGE, SKILLS, AND ABILITIES:



LICENSE/CERTIFICATION REQUIREMENTS:



THE BAAHAALI CHAPTER GIVES PREFERENCE TO ELIGIBLE AND QUALIFIED APPLICANTS IN ACCORDANCE WITH THE NAVAJO PREFERENCE IN EMPLOYMENT ACT.	

EXHIBIT B
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EXHIBIT D

BAAHAALIBÁÁHÁÁLÍ CHAPTER 
PUBLIC EMPLOYMENT PROJECT
POLICIES AND PROCEDURES

I. PURPOSE
The purpose of the Public Employment Project Policies and Procedures is to:

A. Provide short-term employment for chapter residents to work on prioritized chapter projects,
B. Reduce the unemployment rate at the chapter and Navajo Nation level, and
C. Provide on-the-job training to selected chapter residents so they may obtain permanent employment with non-chapter employers.

II. DEFINITIONS
A.  
B. “Chapter Administration” means the employee of the chapter, which includes, but is not limited to, the Chapter Manager and Administrative Assistant. 
C. “Chapter Manager” means a chapter employee who performs the duties prescribed in 26 N.N.C. 1004 (B), 1004 (C), and 2003 (B), and includes those employees referred to as Community Service Coordinators.
D. “Local Governance Act” means 26 N.N.C. 1-2005.
E. “Participants” means a chapter member participating in chapter-approved Public Employment Project(s).
F. “Pay Period” means that projects shall begin on a Monday and end on the 10th day.
G. “Primary Residence” means the house/home in which an individual eats, sleeps, and lives in.
H. “PEP Project Applicant” means the person for which the work is being completed for.

III. SELECTING, APPROVING, EXTENDING, ACCOUNTING, EMPLOYING, AND POSTING REQUIREMENTS
A. Bááháálí Chapter has discretion in selecting which Public Employment Project (PEP) to pursue, subject only to applicable tribal laws.  The chapter has the discretion to determine the length of each project and when to begin.
B. All projects shall be duly approved on a quarterly basis by the chapter membership and set out in the annual budget. Project (s) will begin upon project readiness.
C. All projects shall be completed within the annual budget cycle, or an extension shall be reflected in the ensuing year’s budget and approved by the chapter membership.
D. The Administrative Assistant shall make proper accounting and bookkeeping entries for all PEP allocations.
E. For each project, the Chapter Administration may employ one or more participants subject to the availability of funds. 
F. The Chapter Manager may not hire members of the same household family such as parent and child or siblings for the period involved in one approved chapter project, unless there are extenuating circumstances.
G. The Chapter Manager shall develop an exact job description for each of its participants.
H. Due to insurance liabilities, no one other than a chosen project participant may work on a project.
I. The Chapter Manager shall select chapter supervisors and skilled participants based on experience, skill, and qualifications for the designated project.  The chapter can utilize the Navajo Nation pay scales where they exist, to pay these supervisors and skilled employees an appropriate wage.
J. Chapter Managers will replace participants if they fail to show up at work by 8:30 a.m.
K. The Bááháálí Chapter Personnel Policy Manual is binding on the selection, hiring, and all other aspects of the employment process.
L. Participants shall not work more than eight (8) hours per day, 40 hours per week, or 80 hours per pay period.  Additionally, participants can make up for hours missed provided a compensation time and leave forms are submitted to the Chapter Manager three days in advance.
M. The chapter may allow participants to receive on–the-job training with an employer other than the chapter, so long as the chapter has entered into an agreement with the employer that describes the employer’s intent to hire the participant on a permanent basis, the employer’s contribution to the participant’s wage, and the term of the training period.
N. For each project, the Administrative Assistant shall post notice that the chapter is accepting applications.  That notice shall be made available two (2) weeks in advance and may be carried out as follows:

1. By posting on the chapter bulletin board(s).
2. By announcement in the media.
3. By announcement at planning and chapter meetings.
4. By posting in public and/or business sites within the area.
5. By other means the chapter deems appropriate.

IV. PARTICIPANT QUALIFICATIONS AND EMPLOYMENT NOTICES
A. Adult participants shall be registered voters of the chapter and not employed by another chapter.
B. Qualifications will be pursuant to the Bááháálí Chapter Personnel Policies and Procedures Manual.
C. Specified qualifications for projects will be developed as needed.
V. PROJECT APPLICATION AND PROCEDURES
A. For each project, the Administrative Assistant shall properly complete, date, and obtain signatures for the project application, personnel roster, and employment and termination notice(s).  
B. The Administrative Assistant shall also include a copy of the chapter resolution, and a copy of each participant’s social security card.  The Administrative Assistant shall keep all of the above-mentioned documents on file.  All documents shall be completed and finalized prior to commencing the project.
C. The project application shall include:
1. The name of the project
2. The name of the project supervisor.
3. The project location.
4. The projects start and end dates.
5. The total number of project days.
6. The total estimated cost of the project.
7. The total amount of PEP funds to be utilized.
8. The total number of personnel to be employed.
9. The contact person (usually the Chapter Manager).
10. The chapter telephone number.
11. The description of the project.  This should include a description of the benefits to be derived from the project, the tasks to be performed under the project, the resources required for the project, the project readiness, a description of how the project will be monitored, and a description of any alternate projects the crew will work on should they finish before the designated date of completion.
D. Prior to commencing any work, the Chapter Manager shall prepare a Statement of Work to be undertaken which lists the construction expenditures and a brief description of the construction plan. The applicant must read and sign this Statement of Work before any construction begins to ensure clarity between both parties of the construction.
E. Upon completion of the work, the Chapter Manager shall prepare a Performance Report briefly describing the accomplishments as they relate to the Statement of Work.
F. PEP project applicant must attend a project orientation and sign the application before project begins.
1. If the project is a bathroom addition, the Project Applicant must get approval and directions from the Chapter Manager before the project begin.



VI. PAYROLL, TIMESHEETS, AND DEDUCTIONS
A. At the end of each pay period, project supervisors shall submit to the Office Assistant timesheets, and weekly progress reports.
B. Upon receipt of the timesheets and before 5:00 p.m. on Thursday, the Administrative Assistant shall check and verify the hours worked.
C. For each participant, the Administrative Assistant shall prepare the payroll; make the proper deductions, which include FICA, Medicare, Federal Income Tax, Navajo Nation Worker’s Compensation, and Unemployment Insurance.
D. After payroll checks are completed, the Chapter Manager and Secretary/Treasurer must sign the checks. If the Secretary/Treasurer is not available, the Chapter Manager and an alternate check signer must sign the checks.
E. Payroll checks shall be distributed by 3:00 p.m. on the Project Ending Date.
F. Payroll checks shall be distributed according to the payroll schedules as set by the Chapter Administration, and the Administrative Assistant shall have participants sign the chapter signature page indicating they received their checks.
G. Payroll checks may be dispensed to the participant-payee only, unless the participant-payee has signed a written authorization designating another person to pick up the check(s).
H. At the end of each month, or as instructed by the Internal Revenue Service, the Administrative Assistant shall deposit the payroll deductions into the bank.
I. By the dates set by the federal and state agencies, the Administrative Assistant shall pay the state unemployment taxes.
J. By the end of each calendar year, the Administrative Assistant shall issue W-2’s to the participants who worked during the year, and shall submit W-3’s to the Social Security Administration.

VII. EXPENDITURE REPORTING
A. At the end of each month, the Administrative Assistant shall prepare a written expenditure report, which includes the beginning balance, wages, payroll journal, payroll deductions, IRS and Worker’s Compensation fees, and the ending balance.  The Administrative Assistant shall keep this report in its records.
B. At the end of each quarter, the Administrative Assistant shall prepare a written expenditure report, which includes the types of projects, and numbers of workers covered in that quarter and submit the report to its Local Governance Support Center.
C. At the completion of each project, the Chapter Vice President shall prepare a final project evaluation report describing the completed project and have that report signed by the Chapter Manager.

VIII. OVERSIGHT
A. The Chapter Manager shall have the day-to-day oversight responsibility for the administration of all Public Employment Project activities carried out by the chapter.
B. The Local Governance Support Center shall have expenditure oversight and ensure that allocations are expended in accordance with Navajo Nation law.
C. The Transportation and Community Development Committee of the Navajo Nation Council shall have the oversight responsibility for the operation of the Public Employment Project and the Local Governance Support Center’s activities.

IX. AMENDMENTS
A. The Bááháálí Chapter may amend these policies and procedures as deemed necessary.


Forms: 
1. Application
2. W-4 form
3. PEP Project Request Form
4. PEP Project Application
5. Weekly Progress Report Form
6. Job Description for Bathroom Addition
7. Final Project Evaluation Sheet
8. Drugs and Alcohol in the workplace 


PURPOSE
The purpose of the Public Employment Project (PEP) Policies and Procedures is to:

B. Provide short-term employment for Chapter residents to work on prioritized Chapter projects.
C. Reduce the unemployment rate at the Chapter and Navajo Nation level.
D. Provide on-the-job training to selected Chapter residents so they may obtain permanent employment with non-Chapter employers.

X. DEFINITIONS
A. “Chapter Administration” means the employee of the Chapter, which includes, but is not limited to, the Chapter Manager and Office Specialist.
B. “Chapter Manager” means a Chapter employee who performs the duties prescribed in 26 N.N.C. 1004 (B), 1004 (C), and 2003 (B).
C. “Local Governance Act” means 26 N.N.C. 1-2005.
D. “Participants” means a Chapter member participating in Chapter-approved Public Employment Project(s).
XI. SELECTING, APPROVING, EXTENDING, ACCOUNTING, EMPLOYING, AND POSTING REQUIREMENTS
A. Bááháálí Chapter has discretion in selecting which Public Employment Project to pursue, subject to applicable personnel policies and procedures and Navajo Nation laws.  The Chapter has the discretion to determine the length of each project and when to begin.
B. All projects shall be duly approved on a quarterly basis by the Chapter membership and set out in the annual budget. Project (s) will begin upon project readiness.
C. All projects shall be completed within the annual budget cycle, or an extension shall be reflected in the ensuing year’s budget and approved by the Chapter membership.
D. The Chapter Administration shall make proper accounting and bookkeeping entries for all PEP allocations.
E. For each project, the Chapter Administration may employ one or more participants subject to the availability of funds.
F. The Chapter Administration may not hire members of the same household family such as parent and child or siblings for the period involved in one approved Chapter project.
G. The Chapter Administration shall develop an exact job description for each of its positions.
H. Due to insurance liabilities, no one other than a chosen project participant may work on a project.
I. The Chapter Administration shall select project supervisors and skilled participants based on experience, skill, and qualifications for the designated project.  The Chapter will utilize the Chapter pay scales schedule to pay the supervisors and skilled employees’ appropriate wages.
J. Chapter Manager may replace participants when they fail to show up at work.
K. The Bááháálí Chapter Personnel Policies and Procedures Manual is binding on the selection, hiring, and all other aspects of the employment process. Accordingly, the Chapter will comply with the Navajo Nation Preference in Employment Act.
L. Participants shall not work more than eight (8) hours per day, 40 hours per week, or 80 hours per pay period.  Additionally, participants can make up for hours missed provided a compensation time and leave forms are submitted to the Chapter Manager three days in advance. Make up hours cannot be extended past the ending project date.
M. The Chapter may allow participants to receive on–the-job training with an employer other than the Chapter, so long as the Chapter has entered into an agreement with the employer that describes the employer’s intent to hire the participant on a permanent basis, the employer’s contribution to the participant’s wage, and the term of the training period.
N. For each project, the Chapter Administration shall post a notice that the Chapter is accepting applications.  The notice shall be made available two (2) weeks in advance and may be carried out as follows:

1. By posting on the Chapter bulletin board(s).
2. By announcement in the local media.
3. By announcement at planning and Chapter meetings.
4. By posting in public and/or business sites within the area.
5. By other means the Chapter deems appropriate.

XII. PARTICIPANT QUALIFICATIONS AND EMPLOYMENT NOTICES
A. Adult participants shall be registered voters of the Chapter and not employed by another Chapter.
B. Qualifications of personnel shall be determined based upon the type of project being advertised. Those qualifications will be listed on the Job Vacancy Announcement and attached to the application packet.
XIII. PROJECT APPLICATION AND PROCEDURES
A. For each project, the Chapter Administration shall properly complete, date, and sign the project application (Attachment A), personnel roster (Attachment B), and Personnel Action Forms (Exhibit C of Personnel Policies and Procedures Manual).  
B. The Chapter Administration shall also include a copy of the Chapter budget resolution approving the project on a quarterly basis, and a copy of each participant’s social security card and driver’s license/identification card.  The Chapter Administration shall keep all of the above-mentioned documents on file.  All documents shall be completed and finalized prior to commencing the project.
C. The project application shall include:
1. The name of the project
2. The name of the project supervisor.
3. The project location.
4. The project starts and end dates.
5. The total number of project days.
6. The total estimated cost of the project.
7. The total amount of PEP funds to be utilized.
8. The total number of personnel to be employed.
9. The contact person (usually the Office Specialist or Chapter Manager).
10. The Chapter telephone number.
11. The description of the project.  This should include a description of the benefits to be derived from the project, the tasks to be performed under the project, the resources required for the project, the project readiness, a description of how the project will be monitored, and a description of any alternate projects the crew will work on should they finish before the designated date of completion.
D. PEP project applicant must attend a project orientation and sign the applicable employment related documents before the project begins.
E. At times community members may request for assistance with PEP labor force using the PEP Request Form (Attachment D). Based upon availability of labor force, the chapter shall meet such requests. 
XIV. PAYROLL, TIMESHEETS, AND DEDUCTIONS
A. At the end of each pay period, project supervisors shall submit to the Chapter Administration timesheets (Attachment C), weekly progress reports, and daily sign-in sheets.
B. Upon receipt of the timesheets and before 5:00 p.m. on Thursday, the Chapter Administration shall check and verify the hours worked.
C. For each participant, the Chapter Administration shall prepare the payroll; make the proper deductions, which include FICA, Medicaid, Federal Income Tax, Navajo Nation Worker’s Compensation, and Unemployment Insurance.
D. After payroll checks are completed, the Chapter Manager and Secretary/Treasurer must sign the checks. If the Secretary/Treasurer is not available, the Chapter Manager and an alternate check signer must sign the checks.
E. Payroll checks shall be distributed by 5:00 p.m. on the Project Ending Date.
F. Payroll checks shall be distributed according to the payroll schedules as set by the Chapter Administration, and the Office Specialist shall have participants sign the chapter signature page indicating they received their checks.
G. Payroll checks may be dispensed to the participant-payee only, unless the participant-payee has signed a written authorization designating another person to pick up the check(s).
H. At the end of each month, or as instructed by the Internal Revenue Service, the Chapter Administration shall deposit the payroll deductions into the bank.
I. By the dates set by the federal and state agencies, the Chapter Administration shall pay the state unemployment taxes.
J. By the end of each calendar year, the Chapter Administration shall issue W-2’s to the participants who worked during the year, and shall submit W-3’s to the Social Security Administration.

XV. EXPENDITURE REPORTING
A. At the end of each month, the Chapter Administration shall prepare a written expenditure report, which includes the beginning balance, wages, payroll deductions, IRS and Worker’s Compensation payments, and the ending fund balance.  The Chapter Administration shall keep this report in its records.
B. At the end of each quarter, the Chapter Administration shall prepare a written expenditure report, which includes the types of projects, and numbers of workers covered in that quarter and submit the report to the Local Governance Support Center.
C. At the completion of each project, the Chapter Vice President shall prepare a final project evaluation report describing the completed project and have that report signed by the Chapter Manager.

XVI. DISCIPLINARY ACTIONS AND TERMINATION PROCESS OF PUBLIC  EMPLOYMENT PARTICIPANTS
A. Public  Employment Program participants may be disciplined and/or terminated for the following reasons:
1. Being late for work repeatedly or excessively.
2. Leaving the work site during designated work hours without permission of a supervisor.
3. Unacceptable work site conduct as contained in the work site’s personnel policies and procedures.
4. Inadequate performance of job duties.
5. Insubordination
6. Using drugs or alcohol at the work site, or under the influence of drugs or alcohol at the work site.
XVII. OVERSIGHT
A. The Chapter Manager shall have the day-to-day oversight responsibility for the administration of all Public Employment Project activities carried out by the Chapter.
B. The Local Governance Support Center shall have expenditure oversight and ensure that PEP allocations are expended in accordance with Navajo Nation law.

XVIII. AMENDMENTS
The Bááháálí Chapter may amend these policies and procedures as deemed necessary. Any amendments will require Chapter membership approval.
XIX. ATTACHMENTS
A. Public Employment Program Application
B. Personnel Roster
C. Weekly Progress Reports
D. Public Employment Program Request Form

Attachment A
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Attachment C
Bááháálí Chapter
Public Employment Project Request Form

REQUESTOR INFORMATION

Name: 								Date: 				

Rural Address: 							Phone #: 			


PROJECT INFORMATION

Project Description: 																																																															

Material(s) Provided (lumber, nails, sheetrock, cement, etc.):																																													

Equipment needed (saws, hammers, etc.): 																																															

Project Length: 		  Proposed Project Dates: 						
Number of individuals needed: 		

Heavy Equipment Needed:
	   Tractor (Rental fees: $20.00/hour or $100.00/day plus tax from Chapter)
	   Cement mixer (Rental fees: $30.00/2 days and $10.00/additional day plus tax 	  	   from Chapter)


**FOR ELECTRICAL WIRING OR PLUMBING, YOU ARE REQUIRED TO HIRE A LICENSED PROFESSIONAL TO DO IT. THE BÁÁHÁÁLÍ CHAPTER DOES NOT HAVE A LICENSED PLUMBER OR ELECTRICIAN EMPLOYED.


ADMINISTRATION OFFICE ONLY: 					Date Received: 			

Intake person: 							Title: 					
Approved: 							Date: 					
Project Number: 						Project Date: 				
Attachment D
BÁÁHÁÁLÍ CHAPTER
PUBLIC EMPLOYMENT PROGRAM (PEP)

PROJECT APPLICATION
============================================================================
Project Application:  				Project Number: 			
Agency:  	     Total Estimated PEP project cost: $			
Start Date:    		 Total PEP funds requested:  $			
End Date: 		 No. of Project Personnel: 		
Total Project Days: 	(days) 	    Contact Person: 				
============================================================================

DESCRIPTION OF PROJECT AND WORK PLAN

A. PROBLEM:




B. SOLUTION:




C. ACTIVITIES:




D. PROJECT READINESS:



E. ALTERNATE PROJECTS: (if the project should get completed before actual date of completion, what other projects will the crew work on.)







NOTE:  List any and all duty individuals will be assigned to.  Only approved projects will be covered by insurance and workmen’s comp.  The alternate project should be stated in each current resolution.

PEP PROJECT APPLICATION (Page 2)


BREAKDOWN OF PROJECT COSTS AND BUDGET

A. BREAKDOWN OF TOTAL PROJECT COSTS:

1)	Total amount of funding requested from Public Employment Program	$		
2)	Total Chapter in-kind contributions (equipment, etc.)		$		
3)	Total matching others (Value of assistance from other sources)		$		
4)	Total project costs: (Add lines 1+2+3=4)		$		



B:	       PROJECT BUDGET:

		     x rate x 80 = 	$
 		     x rate x 80 =	$			
                  	Total		$
		     x fringe%  = 	$			
$









The Bááháálí Chapter hereby assures and certifies that the Chapter will comply with all applicable regulations, policies, guidelines, and requirements as they relate to the use of Tribal funds for this period. The Chapter assures not to commence and project activities funded through the Public Employment Program until the work plan and budget has been reviewed and approved by the Chapter Manager. Insurance coverage will also not be effective until project is approved by Worker’s Compensation Program. ALL DOCUMENTS ARE TO BE SUBMITTED TO THE CHAPTER MANAGER’S OFFICE (5) WORKING DAYS PRIOR TO DATE OF EMPLOYMENT.

REVIEW/DATE

												
Chapter Manager						 Date

												
Chapter Official Signature    				    Approval/Date

 
Attachment CE
Bááháálí Chapter
PEP Project
Weekly Progress Report

Project Name: 						Project No.: 			
Beginning Date: 					Ending Date: 					
Planned Activities (objectives of the project): 																																												
Description of Problems (anything relevant to the project): 																															

Description of work needed to complete project: 																																	
Recommendations: 																								

Description of Specific Work Performed:
Week One: 
Day One: 																									
Day Two: 																									
Day Three: 																									
Day Four: 																									
Day Five: 																									


Week Two: 
Day One: 																									
Day Two: 																									
Day Three: 																									
Day Four: 																									
Day Five: 																									

Conclusions:
The project is: (  ) Complete	(  ) Incomplete, if so, explain what needs to be completed.
																																																																														

# OF PROJECTS WORKED ON 		
NAMES OF THOSE INDIVIDUALS:
													
													

Report Prepared By: 							Date: 			
				Project Supervisor 

Reviewed By: 							Date:  			
				Chapter Manager

Attachment DF
Job Description for Bathroom Additions Projects


Attachment G
Final Evaluation for Projects

Attachment H
Job Application Evaluation to meet Minimum Requirements Form


Bááháálí Chapter
Public Employment Project Request Form

REQUESTOR INFORMATION

Name: 								Date: 				

Rural Address: 							Phone #: 			


PROJECT INFORMATION

Project Description: 																																																															

Material(s) Provided (lumber, nails, sheetrock, cement, etc.):																																													

Equipment needed (saws, hammers, etc.): 																																															

Project Length: 		  Proposed Project Dates: 						
Number of individuals needed: 		

Heavy Equipment Needed:
	   Tractor (Rental fees: $10.00/hour or $80.00/day plus tax from Chapter)
	   Cement mixer (Rental fees: $30.00/2 days and $10.00/additional day plus tax 	  	   from Chapter)


**FOR ELECTRICAL WIRING OR PLUMBING, YOU ARE REQUIRED TO HIRE A LICENSED PROFESSIONAL TO DO IT. THE BÁÁHÁÁLÍ CHAPTER DOES NOT HAVE A LICENSED PLUMBER OR ELECTRICIAN EMPLOYED.


ADMINISTRATION OFFICE ONLY: 					Date Received: 			

Intake person: 							Title: 					
Approved: 							Date: 					
Project Number: 						Project Date: 				
EXHIBIT E
BAAHAALIBÁÁHÁÁLÍ CHAPTER
YOUTH EMPLOYMENT FUNDS
POLICIES AND PROCEDURES

I. PURPOSE
The purpose of the Baahaali Chapter Youth Employment Funds Policies and Procedures is to provide guidance in administering Youth Employment Funds.

II. DEFINITIONS
A. 
B. Chapter Administration means the employee of the chapter, which includes, but is not limited to, the Chapter Manager  and Administrative Assistant-. 
C. Chapter Manager means a chapter employee who performs the duties prescribed in 26 N.N.C §1004 (B), 1004(C), and 2003(B), and includes those employees referred to as Community Service Coordinators.
D. Local Governance Act means 26 N.N.C § 1-2005
E. Participant means students awarded Youth Employment funding for temporary employment opportunities or internships.
F. Youth Employment Funds means appropriations made by the Navajo Nation Council and referred to in the chapter disbursement line items as Youth Employment Funds. 

III. DUTIES, RESPONSIBILITIES, AND AUTHORITY OF CHAPTER AND STAFF
A. Bááháálí Chapter
1. The chapter has discretion in identifying a work site. This discretion includes the ability to select from chapter, tribal, county, state, federal, or private work sites.
2. The chapter has discretion in determining the process it will utilize for making participant selections. The process may utilize a system based on first-come first-served, selection committee, or other methodology.
3. All expenditures shall be duly approved by the chapter membership and set out in the budget.
B. Chapter Administration
1. The Administrative Assistant shall make proper accounting and bookkeeping entries for all Youth Employment expenditures.
2. At the end of each month, the Administrative Assistant shall prepare a written expenditure report, which includes the beginning balance, wages, payroll journal, payroll deductions, IRS, and Worker’s Compensation fees, and ending balance. The chapter shall keep this report in its records.
3. At the end of each quarter, the Administrative Assistant shall prepare a written expenditure report, which includes a brief description of where the participants were placed and how many participated. 

C. Chapter Manager
1. The Chapter Manager shall ensure all documents have been properly completed, dated, and signed by the applicant. The Office Assistant  shall keep the Youth Employment Application and accompanying documents, along with the W-4 form, in a confidential personnel file pursuant to the chapter’s personnel and records management manuals.
2. The Chapter Manager shall work with the work site supervisor to determine the duties of the participant(s), the skills to be learned, the hours to be worked, and the nature and extent of manual labor involved. The Chapter Manager shall prepare a worksite description that fully describes the above-mentioned information. 
3. At the end of each pay period, the Administrative Assistant will review the timesheets, weekly progress reports, and daily sign-in sheets submitted by the supervisor.
4. Upon receipt of the timesheets and before 5:00 p.m. on Thursday, the Chapter Manager must verify the hours worked
5. For each participant, the Administrative Assistant shall prepare the payroll; make the proper deductions, which include FICA, Medicare, Federal Withholding Tax, and Unemployment Insurance. 
6. After payroll checks are completed, the Chapter Manager and Secretary/Treasurer must sign the checks. If the Secretary/Treasurer is not available, the Chapter Manager and an alternate check signer must sign the checks.
7. Payroll checks shall be distributed according to the payroll schedules as set by the Chapter Administration, and the Office Assistant shall have participants sign the chapter signature page indicating they received their checks.
8. Payroll checks may be dispensed to the participant-payee only, unless the participant-payee has signed a written authorization designating another person to pick up the check(s).
9. At the end of each month, or as instructed by the Internal Revenue Service, the Administrative Assistant must deposit the payroll deductions into the bank.
10. By the dates set by the federal and state agencies, the Administrative Assistant must pay the applicable federal and state taxes.
11. By the end of each calendar year, the Administrative Assistant must issue W-2s to the participants who worked during the year, and must submit W-3s to the Social Security Administration.

IV. DUTIES OF THE WORKSITE SUPERVISOR
A. Supervisors shall work with the Chapter Manager to determine the duties of the participant(s), the skills to be learned, the tools that will be utilized (if any), the hours to be worked, and the nature and extent of manual labor involved.
B. Supervisors shall prepare a document telling the participant(s) where the work site’s personnel policies and procedures can be found and have the participant sign the document indicating receipt of this information.

V. ELIGIBILITY CRITERIA FOR PARTICIPATING IN THE CHAPTER’S YOUTH EMPLOYMENT PROGRAM
A. Community Youth participants are eligible but the following conditions shall be met:
1. A member of the Navajo Nation with a census number;
2. Between the ages of 15 and 24; 
3. Enrolled in a mid-school, high school, college, university, vocational or technical institution;
4. Unemployed at the time of applying;
5. In possession of a Social Security Card;
6. A legal resident of the chapter community.
7. Parental consent is obtained using a standard consent form, prior to the date of employment. 
B. The applicant must submit:
1. A Youth Employment Application;
2. A Letter of Interest which describes career goals;
3. A copy of the applicant’s Social Security Card.

VI. EMPLOYMENT STATUS, WORK HOURS, AND REPORTING REQUIREMENTS FOR YOUTH EMPLOYMENT PARTICIPANTS
A. All Youth Employment participants are considered temporary status employees of the chapter. 
1. As temporary status employees, participants shall not earn annual leave, sick leave, or holiday pay. 
2. Additionally, participants cannot make up for hours missed unless a leave form is submitted three days in advance and a compensatory time sheet is completed to indicate when time will be made up.
a. Time to be made up cannot exceed project end date.
3. All unexcused absences from the worksite will be without pay. 
4. Participants shall receive worker’s compensation and unemployment insurance coverage.
B. Participants are prohibited from any work-related travel unless adequately insured through their worksites.
C. Work hours will be set by the Chapter Manager and worksite supervisor and be defined in the work site description.
D. Student participants may work up to 32 hours per week and shall not perform duties, which requires specialized skills or certification.
E. Prior to receiving a final paycheck, the participant shall submit a written report to the Chapter Manager describing her/his experience in the Chapter Youth Employment Program.

VII. DISCIPLINARY ACTIONS AND TERMINATION PROCESS OF YOUTH EMPLOYMENT PARTICIPANTS
A. Youth Employment Program participants may be disciplined and/or terminated for the following reasons:
1. Being late for work repeatedly or excessively.
2. Leaving the work site during designated work hours without permission of a supervisor.
3. Unacceptable work site conduct as contained in the work site’s personnel policies and procedures.
4. Inadequate performance of job duties.
5. Insubordination
6. Using drugs or alcohol at the work site, or under the influence of drugs or alcohol at the work site.

VIII. PROGRAM OVERSIGHT
A. The Work Site Supervisor shall have the day-to-day oversight responsibility of the participant and his/her activities
B. The Chapter Manager shall have the day-to-day oversight responsibility for the administration of all Youth Employment duties carried out by the chapter.
C. The Local Governance Support Center shall have expenditure oversight and ensure that allocations are expended in accordance with applicable Navajo Nation, State, and Federal law.
D. The Resource and Development Committee of the Navajo Nation Council shall have the oversight responsibility for the Chapter Youth Employment activities.
IX. AMENDMENTS
The Chapter Youth Employment Funds Policies and Procedures may be amended as deemed necessary by Bááháálí Chapter.


Forms: 
1. Application
2. W-4 Form
3. Letter of Interest
4. Parental Consent Form
5. YEP Project Application
6. Worksite Agreement
7. Worksite Description Form
8. Travel Form
9. Evaluation Form
10. Alcohol and Drug in the Work Place Form

PURPOSE
The purpose of the Bááháálí Chapter Summer Youth Employment Funds Policies and Procedures is to provide guidance in administering Summer Youth Employment Funds.

X. DEFINITIONS
A. Chapter Administration means the employees of the Chapter which includes, but is not limited to, the Chapter Manager and Office Specialist.
B. Chapter Manager means a Chapter employee who performs the duties prescribed in 26 N.N.C §1004 (B), 1004(C), and 2003(B).
C. Local Governance Act means 26 N.N.C § 1-2005
D. Participant(s) means students participating in Summer Youth Employment for temporary employment opportunities or internships.
E. Summer Youth Employment Funds means appropriations made by the Navajo Nation Council and referred to in the Chapter disbursement line items as Summer Youth Employment Funds. Notwithstanding the title of the line item, funding is not limited to “summer” and can be used throughout the year.

XI. DUTIES, RESPONSIBILITIES, AND AUTHORITY OF CHAPTER AND STAFF
A. Bááháálí Chapter
1. The Chapter has discretion in identifying a work site. This discretion includes the ability to select from Chapter, tribal, county, state, federal, or private work sites.
2. The Chapter has discretion in determining the process it will utilize for making participant selections. The process may utilize a system based on first-come first-served, selection committee, or other methodology.
3. All expenditures shall be duly approved by the Chapter membership and set out in the budget.
B. Chapter Administration
1. The Chapter Administration shall make proper accounting and bookkeeping entries for all Summer Youth Employment expenditures.
2. At the end of each month, the Chapter Administration shall prepare a written expenditure report, which includes the beginning balance, wages, payroll deductions, IRS, and Worker’s Compensation fees, and ending balance. The Chapter shall keep this report in its records.
3. At the end of each quarter, then Administrative Assistant Chapter Administration shall prepare a written expenditure report, which includes a brief description of where the participants were placed and how many participated. The Chapter Administration shall submit the expenditure report to its Local Governance Support Center.
C. Chapter Manager
1. The Office Assistant Chapter Manager shall ensure all documents have been properly completed, dated, and signed by the applicant. The Administrative Assistant Office Specialist shall keep the Summer Youth Employment Application and accompanying documents, along with the W-4 form, in a confidential personnel file pursuant to the Chapter’s personnel and records management manuals.
2. The Chapter Manager shall work with the work site supervisor to determine the duties of the participant(s), the skills to be learned, the hours to be worked, and the nature and extent of manual labor involved. The Administrative Assistant Chapter Manager shall prepare a worksite description that fully describes the above-mentioned information. 
3. The Chapter Manager shall ensure the payroll process outlined in Section VII (F) 2 of the Fiscal Policies and Procedures Manual is adhered to for processing payroll for the student employees.

XII. DUTIES OF THE WORKSITE SUPERVISOR
A. Supervisors shall work with the Chapter Manager to determine the duties of the participant(s), the skills to be learned, the tools that will be utilized (if any), the hours to be worked, and the nature and extent of manual labor involved.
B. Supervisors shall prepare a document telling the participant(s) where the work site’s personnel policies and procedures can be found and have the participant sign the document indicating receipt of this information.
C. Supervisors must review the worksite description with each student before work can commence. The student must sign the form.

XIII. ELIGIBILITY CRITERIA FOR PARTICIPATING IN THE CHAPTER’S SUMMER YOUTH EMPLOYMENT PROGRAM
A. Community Youth participants are eligible but the following conditions shall be met:
1. A member of the Navajo Nation with a census number;
2. Between the ages of 14 and 24; 
3. Enrolled in a mid school, high school, college, university, vocational or technical institution;
4. Unemployed at the time of applying;
5. Returning to college, university, vocational or technical institution within six (6) months of applying, and willing to provide supporting documents;
6. In possession of a Social Security Card;
7. Not expelled or on probation status from mid school, high school, college, university, vocational or technical institution; and
8. A legal resident of the Chapter community Parent(s) have Bááháálí Chapter voter registration.
B. The applicant must submit:
1. A Summer Youth Employment Application;
2. A Letter of Interest which describes career goals;
3. Transcript/report card that the applicant will be returning to the school, college, university, vocational or technical institution in “good standing” within six (6) months; 
4. A copy of the applicant’s Social Security Card; 
5. A copy of the applicant’s CIB; and
6. Parental consent is obtained using a standard consent form, prior to the date of employment. (Attachment A).

XIV. EMPLOYMENT STATUS, WORK HOURS, AND REPORTING REQUIREMENTS FOR SUMMER YOUTH EMPLOYMENT PARTICIPANTS
A. All Summer Youth Employment participants are considered temporary status employees of the Chapter. 
1. As temporary status employees, participants shall not earn annual leave, sick leave, or holiday pay. 
2. Additionally, participants cannot make up for hours missed unless a leave form is submitted three days in advance and a compensatory time sheet is completed to indicate when time will be made up within the project time period. 
a. Make up hours must not exceed the ending project date.
b. The participant and supervisor will set up a schedule on when the participant will make up time, if approved.
3. All unexcused absences from the worksite will be without pay. 
4. Participants shall receive worker’s compensation and unemployment insurance coverage.
B. Participants are prohibited from any work-related travel unless adequately insured through their worksites.
C. Work hours will be set by the Chapter Manager and worksite supervisor and be defined in the work site description.
D. Mid- and High school student participants may work up to 32 hours per week and shall not perform duties, which requires specialized skills or certification.
E. College, vocational and technical student participants may work up to 40 hours per week.
F. Prior to receiving a final paycheck, the participant shall submit a final evaluation of their experience written report to the Chapter Manager describing her/his experience in the Chapter Summer Youth Employment Program.

XV. DISCIPLINARY ACTIONS AND TERMINATION PROCESS OF SUMMER YOUTH EMPLOYMENT PARTICIPANTS
A. Summer Youth Employment Program participants may be disciplined and/or terminated for the following reasons:
1. Being late for work repeatedly or excessively.
2. Leaving the work site during designated work hours without permission of a supervisor.
3. Unacceptable work site conduct as contained in the work site’s personnel policies and procedures.
4. Inadequate performance of job duties.
5. Insubordination
6. Using drugs or alcohol at the work site, or under the influence of drugs or alcohol at the work site.

XVI. PROGRAM OVERSIGHT
A. The Work Site Supervisor shall have the day-to-day oversight responsibility of the participant and his/her activities
B. The Chapter Manager shall have the day-to-day oversight responsibility for the administration of all Summer Youth Employment activities carried out by the Chapter.
C. The Local Governance Support Center shall have expenditure oversight and ensure that allocations are expended in accordance with applicable Navajo Nation, State, and Federal law.
XVII. AMENDMENTS
The Chapter Summer Youth Employment Funds Policies and Procedures may be amended as deemed necessary. Any amendments will required chapter membership approval.
XX. ATTACHMENTS
A. Application
B. W-4
C. Parental Consent Form
D. Worksite Agreement
E. Worksite Description
F. Travel Form 
G. Evaluation Form
H. YEP Project Application

Attachment A 
[image: Form_0051]
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Attachment B 
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Attachment C 

EXAMPLE OF LETTER OF INTEREST:

Student Address
Student City, State, Zip Code



Date



Gloria Skeet deCruz, Chapter Manager
Bááháálí Chapter
PO Box 6118
Gallup, New Mexico 87305

Dear Ms. Skeet deCruz:

Greetings! My name is 		 and I am attending 		 (Mid/High School). I am applying for the Bááháálí Youth Employment Program because I 			 (Please include information on why you wanted to apply and what skills you would like to learn). 

I appreciate the opportunity the chapter has given me in applying for the Bááháálí Chapter Youth Employment Program. If you have any questions, please contact me at (phone number and email address). 

Sincerely,


Your Name

Attachment D
Bááháálí Chapter
Youth Employment Parental Consent Form

PARTICIPANT NAME: 						  DOB: 			
PARENT OR LEGAL GUARDIAN: 								
TELEPHONE NUMBER: 					CELL NUMBER: 			
PHYSICAL ADDRESS: 										
MAILING ADDRESS: 										
JOB TITLE: 					LOCATION OF WORKSITE: 			
WORKSITE SUPERVISOR: 		  START DATE: 		  END DATE: 		
JOB DESCRIPTION—WORK ACTIVITIES TO BE PERFORMED: 

EQUIPMENT AND TOOLS TO BE USED:

Your son/daughter is/is not required to travel in the course of his/her employment. If required information concerning the travel is as follows:
1. Destination of travel and location of secondary worksite.
2. Reason for travel. 
3. Frequency of travel including dates and times.
4. Method of transportation.
5. Additional information as needed to fully describe travel arrangements not already mentioned.
Training/Enrichment activities, dates, and times planned by Bááháálí Chapter are as follows:


I, 			, am the parent/legal guardian of 				 age 	, consent to his/her participation in the Bááháálí Chapter Youth Employment Program at the above worksite from 			 to 			. This training program has been fully explained to me and I hereby consent to his/her placement in this YEP program and participation in the above-described employment and related activities. I am aware that my son/daughter will be at the worksite from 8:00 a.m. to 12:00 p.m. and 12:30 p.m. to 4:30 p.m. and the lunch break will be on his/her own time.

Signed: 								Date: 				

Attachment D E 
BÁÁHÁÁLÍ CHAPTER
YOUTH EMPLOYMENT PROGRAM (YEP)

PROJECT APPLICATION
============================================================================
Project Application:  				Project Number: 			
Agency:  	     Total Estimated PEP project cost: $			
Start Date:    		 Total PEP funds requested:  $			
End Date: 		 No. of Project Personnel: 		
Total Project Days: 	(days)     Contact Person: 				
============================================================================

DESCRIPTION OF PROJECT AND WORK PLAN

F. PROBLEM:




G. SOLUTION:




H. ACTIVITIES:




I. PROJECT READINESS:



J. ALTERNATE PROJECTS: (if the project should get completed before actual date of completion, what other projects will the crew work on.)







NOTE:  List any and all duty individuals will be assigned to.  Only approved projects will be covered by insurance and workmen’s comp.  The alternate project should be stated in each current resolution.

YEP PROJECT APPLICATION (Page 2)


BREAKDOWN OF PROJECT COSTS AND BUDGET

B. BREAKDOWN OF TOTAL PROJECT COSTS:

1)	Total amount of funding requested from Youth Employment Program	$		
2)	Total Chapter in-kind contributions (equipment, etc.)		$		
3)	Total matching others (Value of assistance from other sources)		$		
4)	Total project costs: (Add lines 1+2+3=4)		$		



B:	       PROJECT BUDGET:

		     x rate x 80 = 	$
 		     x rate x 80 =	$			
                  	Total		$
		     x fringe%  = 	$			
$









The Bááháálí Chapter hereby assures and certifies that the Chapter will comply with all applicable regulations, policies, guidelines, and requirements as they relate to the use of Tribal funds for this period. The Chapter assures not to commence and project activities funded through the Youth Employment Program until the work plan and budget has been reviewed and approved by the Chapter Manager. Insurance coverage will also not be effective until project is approved by Worker’s Compensation Program. ALL DOCUMENTS ARE TO BE SUBMITTED TO THE CHAPTER MANAGER’S OFFICE (5) WORKING DAYS PRIOR TO DATE OF EMPLOYMENT.

REVIEW/DATE

												
Chapter Manager						 Date

												
Chapter Official Signature    				    Approval/Date
Attachment F
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PROGRAM DESCRIPTION FOR WORKSITE SUPERVISORS
SUMMER YOUTH EMPLOYMENT PROGRAM
The Summer Youth Employment Program activity provides up to twenty (20) hours weekly of work. The customers are paid a wage of $7.87 an hour and are assigned for work experience. The wages earned are paid by Bááháálí Chapter. Summer Youth Employment Program has a limitation of four (4) weeks. 
Bááháálí Chapter House provides Worker’s Compensation for the Student and provides no other benefits. A bi-weekly progress report is mandatory and must be completed by the student and signed off by the Supervisor.
The purpose of the Summer Youth Employment Program is to provide the Student and opportunity to gain work experienced. It is designed to lead to unsubsidized employment, positive development of work habits, upgrading of work skills, to facilitate work interest and retention of employment. 
OBJECTIVES
1. To provide students with work, this will help with their financial obligations while enabling them to continue their career endeavors. 
2. To provide meaningful work experience which will enable the customer to increase their employability skills and develop or improve positive work habits.
3. To provide an opportunity for information an d experiences in various occupations available to customers in an effort to assist them in career selection and making positive future decisions.
4. To develop responsible attitudes in an effort to overcome employment barriers (if any). 
5. To provide useful services for participating agencies, businesses, and the community.
As the worksite supervisor, you agree to insure that the student receives proper supervision. The worksite agreement includes provisions for adequate supervision of the student, adequate accountability for time worked, attendance and adherence to rules and regulations governing the Bááháálí Chapter Summer Youth Employment Program. Each student has a schedule and must abide by in order to be paid through the program.
As a worksite supervisor, you play a vital role in providing meaningful work experience and guidance. Your direction, instruction and patience will help mold and shape the student to become a productive and conscientious employee. Bááháálí Chapter will provide support to the worksite supervisor. Do not hesitate to call our office at (505) 778-5788.


PAYMENT PROCEDURE
The Bááháálí Chapter has a payroll system, which pays the customer on a regular bi-weekly basis, provided sign in sheet is submitted by the due date. Bááháálí Chapter operates on a two-week pay period, paying out the Monday after.
The distribution and the retrieval of the sign in sheet are left up the customer. They are responsible for keeping the hours worked, signing in and out, and to have all necessary paperwork completed and attached. They will be paid for each hour of  work. The supervisor and the student must sign the sign-in sheet certifying the hours worked. Other documents such as: Progress reports, need to be attached as required. The student is allowed time to submit their sign-in sheet and to pick up their check on designated paydays from the Bááháálí Chapter up to 45 minutes.
INJURY ON THE WORKSITE
This is outlined in the worksite agreement; additionally you might meet with the student on what should happen if they are injured on the job and to assure yourself of the procedures the worksite agency might follow. Bááháálí Chapter pays Worker’s Compensation benefits on the customer’s behalf. The Indian Health Service hospital available at the Gallup Indian Medical Center, phone number (505) 722-1000, offers medical service to Native Americans.
You can outline here what the student and you as the worksite supervisor agree upon and the procedures to follow in case of an emergency: 
	
	
	
	
(Please notify Bááháálí Chapter immediately following a work injury, etc.)
OTHER INFORMATION
If you have any questions or need additional information, please feel free to contact Gloria Skeet, Chapter Manager at (505) 778-5796.
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Memorandum of Agreement
I. IN GENERAL
Bááháálí Chapter Summer Youth Employment Program employment is short-term employment opportunities designed to enhance the employability of an individual by providing on-the-job experience, while acquiring positive work habits and skills. 
Worksites are arranged with local agencies and businesses.
II. PURPOSE
The initiative aims of this agreement is to assist Native Americans to develop academic, occupational, and literacy skills, to become more competitive in the workforce, to achieve personal and economic self-sufficiency. 
This agreement is made to provide work experience services to Native Americans participating in the Bááháálí Chapter SYEP. Job training will be conducted in a safe working environment in compliance with all applicable employment labor laws.
III. TERM AND CONDITIONS
A. Bááháálí Chapter Employment Obligations
1. To provide orientation and on-going job coaching to the Students relating to proper work habits and program requirements. 
2. To assure prompt and regular payment the Student. Students are responsible for submitting sign-in sheets and all supporting document with authorized signatures for payment.
3. To provide support, information, and technical assistance to the supervisor regarding program requirements related to work problems or opportunities involving the customer.
4. Student transfer, exit or termination is the sole responsibility of Bááháálí Chapter, not the worksite supervisor.
5. Contact Chapter Manager, Monday-Friday between the hours of 8:00 a.m. to 12:00 p.m. and 1:00 p.m. to 5:00 p.m.
6. Bááháálí Chapter is closed on Federal Holidays.
7. Adhere to all applicable rules and regulations.
B. Worksite Obligations
1. To provide Bááháálí Chapter a job description of the positions requested with this agreement.
2. To provide orientation to the Student on job duties and responsibilities, job performance, expectations, personnel policies and procedures.
3. Ensure the student does not exceed forty (40) work hours in a week. The worksite is responsible for any and all over-time (40+ hours per week) payments at a rate of time and a half.
4. Ensure the student’s work hours are accurately reported and are certified by the supervisor or alternate individual.
5. To objectively evaluate the student’s job performance. 
6. To ensure safe working environment according to safety guidelines. List equipment the customer will be utilizing: Please attach a separate job description to MOA
7. To immediately report all accidents and injuries to Guarena Adeky Skeets, Administrative Assistant at (505) 778-5788 or at (505) 488-8476.
8. To allow time for the student to attend all scheduled meetings with Bááháálí Chapter.
C. Workers Compensation 
1. Bááháálí Chapter pays Workers Compensation benefits on the student’s behalf. Report any injuries IMMEDIATELY to the Administrative Assistant.
2. Indian Health Service Hospital is available and offers which offers medical services to Native Americans.
IV. MODIFICATIONS
This MOA may be modified at any time by written consent of all parties involved.
V. EFFECTIVE DATE
This MOA is effective on 			 and terminates on 			.


VI. WORKSITE INFORMATION
	Business Name
	Business Address

	
	

	Telephone #
	Fax #
	Email Address
	Type of Business
(Public, private, for profit, non-profit, gov’t, other)
	# Students Requesting

	
	
	
	
	

	WORKSITE LOCATION

	Worksite
	Worksite Address
	Worksite Phone Number

	
	
	

	
	
	

	WORKSITE SUPERVISOR AND ALTERNATE INDIVIDUAL

	Supervisor’s Name
	Supervisor’s Signature
	Title

	
	
	

	Alternate’s Name
	Alternate Signature
	Title

	
	
	


VII. SIGNATORIES
I, the undersigned, read, understand, and agree to all the aforementioned conditions in this Memorandum of Agreement related to my participation in the Bááháálí Chapter Summer Youth Employment Program. 
	Print Name of Student
	Student’s Signature
	Date

	
	
	

	Print Name of Administrative Assistant
	Administrative Assistant Signature
	Date

	
	
	

	Print Name of Chapter Manager
	Chapter Manager Signature
	Date
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STUDENT EMPLOYMENT WORKSITE AGREEMENT
	Last Name:
	First Name:
	Social Security No.
	DOB:

	
	
	
	

	Start Date:
	End Date:
	Rate of Pay:
	Total Hours:

	
	
	
	

	Project Name:
	Job Title:
	Work Site Location:
	Phone Number:

	
	
	
	

	Job Description:

	

	Supervisor Signature:
	
	Date:
	

	Alternate Supervisor Signature:
	
	Date:
	

	Chapter Manager Signature:
	
	Date:
	

	WORKSITE OBLIGATIONS

	1.
	To provide the student (you) with an opportunity to gain work experience in your field of interest or study and create a great career with excellent references.

	2.
	To provide meaningful work experience which will enable the student to increase their employability skills and develop or improve positive work habits.

	3.
	To provide useful services for participating agencies, businesses, and the community.

	4.
	To provide proper supervision and guidance. This includes provisions for adequate supervision of the student(s), adequate accountability for time worked, attendance and adherence to rules and regulations.

	5.
	If any overtime is worked, the worksite is responsible for payment. Provide proof of payment to Bááháálí Chapter.

	WORKERS’ COMPENSATION

	1.
	Bááháálí Chapter pays Workers’ Compensation benefits on the customer’s behalf. Report any injuries IMMEDIATELY to Guarena Skeets, Administrative Assistant and follow the proper procedures as outlined in the worksite agreement.

	2.
	Gallup Indian Medical Center/Indian Health, 516 Nizhoni Blvd., Gallup, NM  (505) 722-1000 which offers medical services to Native Americans.

	PAYROLL PROCEDURES

	1.
	Bááháálí Chapter has a payroll system, which pays the customer on a regular bi-weekly pay period schedule, paying out the Monday after the sign-in sheet is submitted.

	2.
	The distribution and the retrieval of the sign-in sheet and/or payroll checks are left up to the. Students are responsible for keeping the hours worked, signing in and out, and to have all necessary paperwork completed and attached. Students will be paid for each hour of work, no more than forty (40) hours per week. The customer is allowed time to submit the sign-in sheet and to pick up their check on designated paydays from the Chapter, up to 45 minutes. Check disbursement are between the hours of 2:00 p.m. to 4:30 p.m.

	3.
	As an Bááháálí Chapter Student there is NO Health, Dental, or Vision Benefits available to you.  All Summer Youth Employment Workers

	SIGN IN SHEET

	1.
	The Bááháálí Chapter Student will receive a Customized sign-in sheet from the Administrative Assistant on the first day of employment. This is a formal legal document that you submit to request payment for actual hours worked. Sign In sheets are due on pay period Fridays.

	2.
	Be neat when filling out your sign in sheets, if you need to make a correction cross it out and initial it, DO NOT USE WHITE OUT OR PENCIL on the sign in sheet. Use blue and black ink.

	3.
	Bi-weekly progress reports must be attached to the sign-in sheets.

	4.
	Turn Sign-in Sheets in on time according to the Pay Period Schedule.

	5.
	Bááháálí Chapter will NOT accept any late Sign-in sheets. Also understand that Bááháálí Chapter is NOT obligated to pay “back pay” if you do not turn in the sign-in sheet on the designated time and date specified, which is the Friday of the Pay Period Ending Date by 5 p.m. 

	STUDENT RESPONSIBILITIES

	1
	Be dependable! Arrive to work on time or ahead of time. Practice effective time management.

	2.
	(A) If you are going to be late, call your worksite by 8:15 a.m.  (B) If you are unable to make it to work, you NEED to call your worksite Supervisor and the Bááháálí Chapter Manager as soon as possible. 

	3.
	Be well groomed every day. Dress for SUCCESS!

	4.
	Complete every job task you are given efficiently and with neatness.

	5.
	Be respectful, responsible, friendly, adhere to code of conduct , work ethics, and follow policies.

	6.
	Ask questions if you don’t understand a task.

	7.
	Follow the Policy and Procedures of Bááháálí Chapter and of the worksite.

	8.
	KEEP A POSITIVE ATTITUDE!

	GROUND FOR TERMINATION

	1.
	Conducting business with Bááháálí Chapter or Worksite while under the influence or possession of drugs and/or alcohol, and/or exhibiting inappropriate negative behavior.

	2
	Disclosing false information to Bááháálí Chapter or Falsifying the sign in sheet. Altering sign-in sheet, documents, and/or forging the supervisor’s signature.

	3.
	Continual tardiness, absences, attitude, refusing to adhere to policies and/or agreements, or inappropriate behavior towards Worksite and Bááháálí Chapter Staff.

	

	By signing I certify that I have read and understand the above Employment Worksite Agreement.

	
	

	Student Signature
	Date
	Chapter   Manager Signature
	Date
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Travel Form
 
Attachment GI

Evaluation Form
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EXHIBIT H
Bááháálí Chapter
PAYROLL ADVANCE REQUEST FORM
Employee Name: 					 Soc. Sec. No: 			
Address: 										
Telephone Number:  (    )       -		Type of Request: 					
Do you have an outstanding pay advance? □YES □ NO
Pursuant to the current Bááháálí Chapter Personnel Policies and Procedures Manual Pay Advances are allowable in one of two situations: 1) Traditional Healing Ceremonial Purposes or 2) Family Emergency. A family emergency is defined by the Bááháálí Chapter Personnel Policies and Procedures Manual as either a “serious illness or death in the immediate family.”
REASON: (Check One)
· Serious illness in the family 									
· Death in the immediate family 								
· Traditional Healing Ceremony 								
Net amount of last paycheck: $			   Amount Requested: $			
I, 			 understand that this family emergency pay advance is conditional upon the accuracy and truthfulness of the information furnished by me and shown on this form. I further understand that I must be a regular status employee and that the full amount of $			 (advance amount) will be deducted from my paycheck in accordance with the current payroll processing procedures.
											
Requesting Employee Signature					       Date

APPROVAL: 
The following signatures are required to approve this request for family emergency pay advance. As an approving authority, I have verified that the applicant is a regular status employee and that the information given is in compliance with the Bááháálí Chapter Personnel Policies and Procedures Manual.
											
Immediate Supervisor						       Date
****************************************************************************************************
CHECK OFF LIST FOR INPUT
	□  APPROVE	□  DISAPPROVE
Outstanding Advance:  Y  N			Manual Check Issued: 		
Payment Amount Verified:     			PPE to be deducted: 			
Employment Status Verified: 		

VERIFIED BY: 					DATE: 			

EXHIBIT I
[image: ]

Bááháálí Chapter


Direct Deposit Agreement Form

Authorization Agreement

I hereby authorize Bááháálí Chapter to initiate automatic deposits to my account at the financial institution named below. I also authorize Bááháálí Chapter to make withdrawals from this account in the event that a credit entry is made in error.
Further, I agree not to hold Bááháálí Chapter responsible for any delay or loss of funds due to incorrect or incomplete information supplied by me or by my financial institution or due to an error on the part of my financial institution in depositing funds to my account.
This agreement will remain in effect until Bááháálí Chapter receives a written notice of cancellation from me or my financial institution, or until I submit a new direct deposit form to the Payroll Department.
Account Information
	Name of Financial Institution:
	

	Routing Number:
	
	

	Account Number:
	
	Checking
|_|
	Savings
|_|

	

	Signature

	Authorized Signature (Primary):
	
	Date:
	

	Authorized Signature (Joint):
	
	Date:
	



Please attach a voided check and return this form to the Administrative Assistant. 


EXHIBIT J
BAAHAALIBÁÁHÁÁLÍ CHAPTER
COMPENSATORY TIME FORM

Name: 							Title: 					

Tracking Area

	DATE
	TIME START
	TIME 
END
	DESCRIPTION
	TOTAL HOURS
	APPROVAL

	

	
	
	
	
	

	

	
	
	
	
	

	

	
	
	
	
	

	

	
	
	
	
	

	

	
	
	
	
	



Usage Monitoring:

	DATE
	HOURS USED
	DESCRIPTION
	ACKNOWLEDGEMENT SIGNATURE

	

	
	
	

	

	
	
	

	

	
	
	

	

	
	
	

	

	
	
	




Ending Pay Period: 		

Time Keeper Signature: 					Date: 			

Supervisor Signature:						Date: 			

EXHIBIT JK

BAAHAALIBÁÁHÁÁLÍ CHAPTER
EMPLOYEE’S LEAVE REQUEST
APPLICATION MUST BE SUBMITTED AND APPROVED BY THE PERSON AUTHORIZED
WELL IN ADVANCE OF REQUEST LEAVE DATE.

NAME:   							S.S. NO.:   				

DATE OF REQUEST: 					TOTAL HOURS:  			

BEGINNING DATE:   					TIME: 				 AM/PM

ENDING DATE:   					TIME: 		   		AM/PM

TYPE OF LEAVE: 	      	 ANNUAL	      	  SICK  		 COMP.		 LWOP
	Other (Specify) 										
		Sick Leave for three (3) days or more must be accompanied by Medical Statement.

REASON: 
																										
												Approved/Disapproved
											    		
EMPLOYEE’S SIGNATURE		DATE			IMMEDIATE SUPERVISOR    DATE

Remarks: 
																																							

EXHIBIT KL
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EXHIBIT LN
Table of Penalties
I. Those responsible for the administration of discipline must be firm, impersonal, and free from prejudice. In the interest of administering justice as uniformly as possible in accordance with the policies stated, a Table of Penalties is incorporated herein.
A. In cases of less serious performance and/or conduct issues, supervisors are encouraged to discuss such deficiencies with their employees before initiating any formal disciplinary actions under the Table of Penalties.
B. A reprimand may also be appropriate for less serious offenses prior to taking formal action. Such action may not be grieved under this section of the Manual, nor shall it be included in the employee’s personnel file maintained by the Bááháálí Chapter. However, Bááháálí Chapter may maintain a written reprimand.
C. Supervisors shall be specific in describing the time period constituting an employee’s suspension, and shall include both the dates and hours when the suspension begins and ends. Holidays shall be counted in computing the suspension period.
D. Suspensions imposed under the Table of Penalties are generally without pay, and require the employee to remain away from the workplace during the period of suspension. At the discretion of the supervisor, an employee may be placed on the working paid suspension. During the period of suspension, the employee shall continue to carry out his/her regular duties at the workplace. A paid suspension is grievable.
E. In addition to the penalties listed, employees are reminded that depending upon the offense(s) committed, they may be subject to prosecution under Navajo Nation or other applicable laws and/or be deemed ineligible for future employment with the Bááháálí Chapter.
F. Employees who violate Navajo Nation or other applicable laws may also be subject to penalties provided for in those laws. Such violations may or may not lead to disciplinary action by the supervisor.
G. For those employees paid by a contract or grant, where the funding source requires greater disciplinary measures than those outlined in the Table of Penalties, or penalties other than those listed, such disciplinary action may be imposed consistent with the funding source requirement.
H. Where one set of circumstances warranting disciplinary action violates more than one offense listed in the Table of Penalties, supervisors must allocate the total penalty among each separate offense charged.
1. For example, if an employee is charged with three separate offenses, and the penalty for all three offenses totals ten working days suspension, the supervisor must allocate the ten days among all three offenses.
I. Employees shall not be penalized for multiple offenses arising from the same conduct or event.

TABLE OF PENALTIES
	OFFENSE
	FIRST
PENALTY
	SECOND PENALTY
	THIRD PENALTY

	1. Theft of property
	Removal
	
	

	2. Misuse of Navajo Nation/Bááháálí Chapter funds
	Removal
	
	

	3. Solicitation or acceptance of bribes or kickbacks
	Removal
	
	

	4. Falsification or unauthorized alteration of any Navajo Nation/Bááháálí  Chapter record
	Removal
	
	

	5. False statement(s) of material fact in employment application or related documentation
	Removal
	
	

	6. Maintaining second or outside employment without proper approval including, but not limited to, holding a salaried elected office, self-employment, etc.
	Removal
	
	

	7. Contracting or recommending a contract with a party where the employee has an equity or other beneficial interest, limited only to employees who have influence over the contracting process
	Removal
	
	

	8. Fraud and/or conspiracy to commit fraud
	Removal
	
	

	9. Perjury in court or before an official Navajo Nation body or tribunal
	Removal
	
	

	10. Concealing, removing, mutilating, obliterating, or destroying Navajo Nation/Bááháálí Chapter records or documents without authorization
	Removal
	
	

	11. Abuse of office or position
	Removal
	
	

	12. Failure to directly call or report to the immediate supervisor for three (3) consecutive working days
	Removal
	
	

	13. Planning, initiating, participating in or otherwise aiding or assisting in the conduct of any riot or unlawful demonstration
	Removal
	
	

	14. Egregious misconduct which calls into question one’s fitness for continued employment in that position with the Navajo Nation/Bááháálí Chapter
	Suspension (up to 30 working days), Demotion, or Removal
	Removal
	

	15. Sexual Harassment
	Suspension (up to 30 working days) or Removal
	Removal
	

	16. a. Operating a Chapter vehicle under the influence of alcohol
	Removal
	
	

	16. b. Operating a vehicle under 	the influence of alcohol or other 	controlled substance (except 	when controlled substance is 	used as prescribed).
	Suspension (up to 30 working days) or Removal
	Removal
	

	17. Malicious damage to Navajo Nation/Bááháálí property including, not limited to, graffiti, vandalism, etc.
	Suspension (15-30 working days) or Removal
	Removal
	

	18. Violation of any provision contained in Section XV.C, Drugs and Alcohol in the Workplace.
	Referral to EAP and/or Suspension (15-30 working days) or Removal
	Removal
	

	19. Failure to abide by policies and standards adopted in accordance with Section I
	Suspension (up to 15 working days) or Removal
	Suspension (up to 30 working days) or Removal
	Removal

	20. Endangering the physical well-being of any individual including, but not limited to, threats of, or actual violence.
	Suspension (up to 15 working days) or Removal
	Suspension (up to 30 working days) or Removal
	Removal

	21. Disclosing confidential Navajo Nation/Bááháálí Chapter information to unauthorized person(s) 
	Suspension (up to 15 working days) or Removal
	Suspension (up to 30 working days) or Removal
	Removal

	22. Misuse of Navajo Nation/Bááháálí Chapter property or services
	Suspension (up to 15 working days)
	Suspension (up to 30 working days)
	Removal

	23. Insubordination, includes violation of any policy contained in this manual
	Suspension (up to 15 working days)
	Suspension (up to 30 working days)
	Removal

	24. Neglect of duty
	Suspension (up to 15 working days)
	Suspension (up to 30 working days)
	Removal

	25. Unauthorized absence
	Suspension (up to 10 working days)
	Suspension (up to 30 working days)
	Removal

	26. Excessive absenteeism, including tardiness
	Suspension (up to 10 working days)
	Suspension (up to 30 working days)
	Removal

	27. Unsatisfactory work performance
	Suspension (up to 10 working days)
	Suspension (up to 30 working days)
	Demotion or Removal

	28. Failure to complete performance evaluations as required
	Suspension (up to 10 working days)
	Suspension (up to 30 working days)
	Removal

	29. Performing activities for personal gain when on the job including, but not limited to, campaigning for political office while on official tour of duty
	Suspension (up to 10 working days)
	Suspension (up to 30 working days)
	Removal

	30. Mistreatment of any individual(s) which jeopardizes health or safety
	Suspension (up to 10 working days)
	Suspension (up to 30 working days)
	Removal

	31. False witness against employee(s)
	Suspension (up to 10 working days)
	Suspension (up to 30 working days)
	Removal

	32. Offer of employment by unauthorized personnel
	Suspension (up to 10 working days)
	Suspension (up to 30 working days)
	Removal

	33. Violation of safety regulations which endangers oneself or others
	Suspension (up to 10 working days)
	Suspension (up to 30 working days)
	Removal

	34. Possession of unauthorized weapon(s) in the workplace
	Suspension (up to 10 working days) or removal
	Suspension (up to 30 working days) or removal
	Removal

	35. Failure to comply with motor vehicle regulations including, but not limited to, use of Tribal vehicle for personal reasons
	Suspension (up to 10 working days)
	Suspension (up to 30 working days)
	Removal

	36. Creating discord among fellow employees leading to decreased productivity or a hostile working environment
	Suspension (up to 10 working days)
	Suspension (up to 30 working days)
	Removal

	37. Failure to treat the public or fellow employees with courtesy
	Suspension (up to 10 working days)
	Suspension (up to 30 working days)
	Removal

	38. Use of abusive or vulgar language and/or gestures
	Suspension (up to 10 working days)
	Suspension (up to 30 working days)
	Removal

	39. Display of intoxication on the job (including use of restricted drugs not in conformance with a medical prescription)
	Mandatory evaluation by Employee Assistance and Suspension (up to 30 working days) or Removal
	Suspension (30 working days) or Removal
	Removal

	40. Habitual use of intoxicants to excess which affects job performance
	Mandatory evaluation by Employee Assistance and Suspension (up to 30 working days) or Removal
	Suspension (30 working days) or Removal
	Removal






Page 35 of 133
Bááháálí Chapter Personnel Policy and Procedures Manual
 
image1.emf

image2.emf

image3.emf

image4.emf

image1.jpeg
For BHC Use Only
Baahaali Chapter
Employment Application

PERSONAL INFORMATION

FIRST NAME MIDDLE INITIAL LAST NAME

SOCIAL SECURITY NUMBER

OTHER NAMES USED IF APPLICABLE MAILING ADDRESS chiy STATE 2IP CODE
DRIVFRS LICENSE NUMBER STATE EXP. DATE PHONE NO MESSAGE NO
ARE. YOU AN ENROI LED MEMBER e ARE YOU 16 YEARS OLD OR OLDER?
ORTHE HAVA IS FRIRES CENSUS NUMBER
YES | . NO IF NO. STATE NATIONALITY hS O

ARE YOU A VETERAN? ves | NO DO YOU WEHSH TO SLAIM VE TERANS' EMPLOYME NT PREFERENCE?
YES NO
If Yes 5eama s omplete an Agplicaticn for Veicrans' Lesployment P«feren. -

WRITL

Tu sy vetonan status please provide a copy of DD Form 214.216
WIHAT | ANGUAGES DO YOU SPEAK FLUENTLY? READ

Are you currently employed with

F Baahaal Chapter? ..
LvES ) NO

POSITION INFORMATION

POSITION NUMBFR

REQUISITION NUMBER CLOSING DATE

POSITION TITLE

» ATIO
DATES Al TENDED e 3 3
NAME AND | OCATION OF SCHOOL MAJORMINOR CIRCLE LAST YEAR I3 GREL/DIPLOMA
ROM TO COMPLETED RECEIVED
HIGH SCHOOL
9 10 11 12
HIGH SCHOOL
g 10 11 12
COLLFGE/UNIVERSITY
1 2 3 4
COLLFGRE/UNIVERSITY
12 3 4
Tt CHNICALVOCATIONALBUSINEGS SCHOO!

LIST ADDITIONAL JOB RELATED TRAINING - INCLUDE DATES OF TRAINING

LIST JOB RELAIED SKILLS

Baahaali Chapter gives preference to eligible and qualified applicants in
accordance with the Navajo Preference in Employment Act (NPEA) and
the Navajo Veteran's Preference

PLEASE PRINT ALL INFORMATION PAGE 1 OF 3

REVISED 10-07
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CHARACTER REFERFNCES
{Do not list relatives)

NAMI OCCUPATION ADDRESS PHONE NUMBER

ADDITIONAL EMPLOYMENT INFORMATION

HAVE YOU FVER BEEN CONVICTED OF A FELONY? ] YES P NO If YES. GIVE DATF AND REASON
ATIACH ADDITIONAL SHELT IF NECESSARY

HAVE YOU EVER BEEN CONVICTLD OF A MISDEMEANOR INVOL VING MORAL TURPITUDE? E YES NO
IF YIS GIVE DATE AND REASON :

LIST ANY PHYSICAI CONDITION(S) WHICH MAY CHALLENGE YOUR ABILITY TO PERFORM THE RESPONSIBILITIES OF THL JOB FOR
WHICH YOU ARE APPLYING

ARE YOU RELATED TO ANYONE CURRENTLY £ MPLOYED WITH THE NAVAJO NATION? \ YES NO
NAME(SY DEPARTMENT RELATIONSHIP
NAME PHONE: NO RELATIONSHIP

IN CASE OF EMERGENCY-CONTACT

ADDRE SS/ RESIDENCE

WORK EXPERIENCE

(Begin with current or most recent position)

5 . DATES EMPLOYED - MO/YR
EMPLOYER'S NAME AND ADDRESS: FROM T0 JOB TITLE

SALARY REASON H'OR LEAVING
BEGINNING ENDING

SUPERVISOR

TELFPHONE NUMBER

SCRIBL LUTIES AND
RESPONSIBILITIES

P - YR
EMPLOYER'S NAME AND ADDRESS: DATESEMFLOYED = MO JOB TITLE
FROM T0
SUPE RVISOR SALARY REASON +OR LEAVING
BEGINNING ENDING
T £ PHONE NUMBER

18 DUTIES AND
RESPONSIRILITIES

REVISED 10 07 PAGE 2 OF 3





image3.jpeg
DATES EMPLOYED - MO/YR
EMPLOYER'S NAME AND ADDRESS:
YER'S S EROM 6 JOB TITLE
SUPERVISOR SALARY REASON  OR LEAVING
BEGINNING | NDING
TELEPHONE NUMBF R
Uik SCRIBE DUTIES ANLD
RESPONSIBICITIE &

EMPLOYER'S NAME AND ADDRESS: DATES.EMPLOYED™ MONR JOB TITLE
FROM TO
SUPERVISOR SAl ARY REASON | OR LEAVING
BEGINNING ENDING
TEUE PHONE NUMBER

D SCRIBE DUTIES AND
RLSPONSIBILITIE S
EMPLOYER'S NAME AND ADDRESS: DATES EMPLOYED - MOIYR JOB TITLE
FROM TO
SUPT RVISOR SALARY RTASON TOR LEAVING
BEGINNING ENDING
TEL | PHONE NUMBER
DILSCRIBE DUTIES AN
RESPONSIBILITE S
DATI =
EMPLOYER'S NAME AND ADDRESS: ES EMPLOYED = MO/YR JOB TITLE
FROM TO
SUNTRVISOR SALARY REASON f OR LEAVING
BEGINNING ENDING
TELEEPHONE NUMBER

DESCRIBE DUTIES AND
RESPONSIBILITIE S

PRE- EMP| MENT - PLEASE READ CAREF AND SIGN THE

THE INFORMATION THAT | HAVE PROVIDED ON THIS APPLICATION IS TRUE AND COMPLETE TO THE BEST OF MY KNOWLEDGE
ANY MISREPRESENTATION OR OMISSION OF ANY FACT IN MY APPLICATION, OR ANY OTHER MATERIALS USED IN THE
APPLICATION PROCESS, OR INFORMATION OFFERED DURING ANY INTERVIEWS. CAN BE JUSTIFICATION FOR REFUSAL OF
EMPLOYMENT, OR IF EMPLOYED, TERMINATION FROM EMPLOYMENT WITH BAAHAALI CHAPTER. MY SIGNATURE BELOW
AUTHORIZES BAAHAALI CHAPTER TO CONTACT ANY OF MY PRIOR EMPLOYERS FOR REFERENCE PURPOSES

SIGNATURE DATE

Rt VISED 03-09 PAGE 3 OF 3




image4.jpeg
BAAHAALI CHAPTER
PERSONNEL ACTION FORM

Effective Date
EMPLOYMENT NOTICE CHANGE NOTICE TERMINATION NOTICE
Last Name First Middle|Address City/State/Zip Code|Social Security Number
Census Number Sex Date of Birth Beneficiary Tax Exempt
Employment Status Benefits Package Account Number Worksite
Position Title Class Code  [Grade Step  {Hourly Rate Per Annum
Remarks. _

Type of Termination: - Resignation ~ Discharge  Layoff

End of Project
Employee Signature Date All chapter monies/property. prior to leaving employment has been
accounted for by the Chapter Administration Staff

Accoptance-Chapter Manager/Official Date

Release-Chapter Manager/Official Date

Administrative Assistant Date
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Baahaali Chapter
APPLICATION FOR EMPLOYMENT

PERSONAL INFORMATION DATER S

SOCIAL

NAME SECURITY NO.
FIRST TIDOLE TAST
OTHER NAMES CENSUS
USED IF APPLICABLE NO.
MAILING
MALE FEI
ADDRESS MALE
DATE OF DRIVER'S

PHONE BIRTH LICENSE STATE EXP. DATI
NAVAJO: YES NO IEENO-ELEASE

GIVE NATIONALITY

IF RELATED TO ANYONE IN OUR
EMPLOY, STATE NAME AND DEPT.

REQUISITION NO.: EMPL ENT DESIRED CLOSING DATE

CLASS DATE AVAILABLE
POSITION POSITION NO CODE FOR WORK
SALARY ARE YOU NOW YES NO IF SO MAY WE INQUIRE YES NO
DESIRED EMPLOYED? OF YOUR PRESENT EMPLOYER?
HAVE YOU EVER APPLIED YES NC

TO THE TRIBE BEFORE? WHERE? WHEN?

EDUCATION

SCITGOL NAMES AND LOCATION YEARS ATTENDED DATE GRADUATED SUBJECTS STUDIFD

HIGH SCHOOL

HIGH SCHOOL

DEGREETST
COLLEGE OR
UNIVERSITY

COLLEGE OR

UNIVERSITY

TYPL OF TRAINING
TRADE, BUSINESS
OR CORRESPONDENCE

OTHER TRAINING OR
JOB EXPERIENCE

WHAT LANGUAGES DO TYPING SPEED SHORTHAND SPEED
YOU SPEAK FLUENTLY? REAL WRITE? W.P.M WP
MILITARY ENTRANCE DATE: DRAFT

SERVICE: BRANCH DISCHARGE DATE: CLASSIFICATION

THE B''H!IL& CHAPTER GIVES PREFERENCE TO ELIGIBLE AND QUALIFIED APPLICANTS IN
ACCORDANGE WITH THE NAVAJO NATION PREFERENCE IN EMPLOYMENT ACT
PLEASE PRINT ALL INFORMATION
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NANE ADDRCSS BUSINESS ¥ ARS ACGUAINTED

2.
3

MEDICAL HISTORY
LIST ANY

PHYSICAL DEFECTS

NANE AODRES: FHONE N
IN CASE OF
EMERGENCY NOTIFY

I

*** SECTION BELOW MUST BE COMPLETED ENTIRELY, DO NOT INDICATE "SEE RESUME"” OR "SEE ATTACHMENT."” THANK YOU.

FORMER EMPLOYERS
LAST ONE FIR!

1. Dates of Employment Name and Address of Employer Position Held Description of Work
From
To
Rate ot Pay § Ruason tor teaving
2. Dates of Employment Name and Address of Employer Position Held Description of Work
From
To
Rata of Pay 5 Reason for leaving
3. Dates of Employment Name and Address of Employer Position Held Description of Work
From
To
Rate of Pay § Reason fur leaving
4. Dates of Employment Name and Address of Employer Position Held Description of Work
From
To
Rate of Pay S eason for leaving
5. Dates of Employment Name and Address of Employer Position Held Description of Work
From
To
Rate of Pay 3 Heason for teaving
6. Dates of Employment Name and Address of Employer Position Held Description of Work
From
o |
Rate of Pay § Reason for leaving

| HEREBY AUTHORIZE THE BAAHAALI CHAPTER TO VERIFY THE INFORMATION GIVEN ON THIS
APPLICATION.

All persons and organizations are released from any liability, whatsoever, as a result of providing
such information as requested by Baahaali Chapter in connection with this Application for
Employment.

DATE SIGNATURE
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Form W-4 (20 )

Purpose. Complate: Fori W-2 wo that your
wnployer can vatold the correct federal neo-we
tax teom your pay. Consider completing a new Form
W 4 sach year and when vour personal ar financial
SILAON CNNGes

Exemption from withholding. I1 you i exemot,
complete only nes 1, 4 and 7 and sigh the
fonm ta vabdate it. Your exemphon for 2012 expires
February 18, 2013, See Pub. 5056, Tax Witnhulaing
ard Cstimated Tax

Nate. ff another person can claim you as a
aependent on Mg of her tax return, you cannol clan
exemplion fram witnholdmg if your income exceeds
$940 andd incl.cos more thar $300 of ueeirr o
income ffor example, nterest and dividends)

Basic instructions. It you are not exerrpt, camolete
the Personal Allowances Worksheet below. The
worksheets on page  further adjust your
withha'airg alowances bised on tem sed
deductions, certain credits. adjustments 1o income,
o nwo-carmers/multiple jobs situitiors

Complete all worksheets thit apply. However, you
may clanm fewer for zerol allowances. For reguiar
wages, withholaing must be based on allowances
you chtitmed and may not be i flat amount or
Dercertage of wages

Head of household. Genesally, you can claim head
0* houssho'd g status on vour tax return only if
yo.1 are unmarmea and pay more than 50% of the
casts of keeping up 1 home for yourself and your
dependertist or other quaityirg ndiv'duals See
Pub. 501, Fxemptions, Standard Leduction. ara
Filing Information. for itoriabon

Tax credits. You can take projected tax credits nto
aceount in figuring your allowable number of
withhoding aulc ne: Cretits for child or
dependenl care expenses and the child tax credit
nay be clvmed using the Personal Allowances.
Worksheet below. See Pub. 505 for inforimation on
converting your other credits mto wathholding
altowances.

Nanwage income. If you bave: a large amourt of
rorv.age NS0 sUCh 4s mheest o idhaderds,
Consider making estinied tax payments using Form
1640-FS. Catimated Tax for Indwidiids. Otherwise, you
Iy 0w addiioral L. 11 you NAvE pension or wvisty

income, see Pubs 505 to find out if you should adiust
Your wettnlding on Form Wt or WA

Two earners or multiple jobs. If you have a
Working Spouse of mor thar one Jub, Loure the
total number of allowances you are entitlea to cliam
o alljobs using worksneets from only one Fori
W- b Your wnthnolaing usually wiil be most accuras'e
when all allowang are clamed onthe t orm w 3
for the highest pavng job and sero allowances i
claimed on *ae ofhers. See Pub 505 for geta ts

Nonresident alien_ If you are a nomesident alien,
see Notce 1392, Supplemental Form W
Instructions for Nonresident Aliens, before
comnleting this torm

Check your withholding. Alter your Form W-d takes
wffict. Use Pub. 505 10 see how the amount you re
raving withneld compares to your projected total tax
for 2012, See Pub. 505, espacially it your sarnings
exceed $130.000 {5 nglel or $80.000 (Marr edh
Future developments. Ihe IRS has created a page
01 IRS.gov for information anout Form W-4. at
wiwy.rs.govavd Infornation avo: any future
developments affecting Form W-4 fsuch as
legislation enacted after we roleasot) will pe posted
on that page

Personal Allowances V\Lorksheet (Keep for your records.)

A Enter “1” for yourself if no one else can claim you as a dependent . A
* You are single and have only one job: or
B Enter “17 if. « You are married. have only one job, and your spouse does not work: or B
* Your wages trom a second job or your spouse’s wages {or the total of both) are $1,500 or less, B
C Enter “1" for your spouse. But. you may choose to enter "-0-" if you are married and have either a working spouse or more
than one job. (Entering “-0-" may help you avoid having too little tax withheld.) c
D Enter number of dependents (other than your spouse or yourself) you will claim on your tax return . D -
E tater “17 if you will file as head of household on your tax return (see conditions under Head of household above) E
F

F Lnter "1 if you have at least $1.900 of child or dependent care expenses for which you plan to claim a credit

(Note. Do not include child support payments. See Pub. 503. Child and Dependent Care Expenses. for details.)

G Child Tax Credit (including addilional child tax credit). See Pub. 972, Child Tax Credit, for more information
« If your total income will be less than $61.000 ($90,000 if married). enter “2” for each eligible child; then less 1" if you have three to
seven eligible children or less "2" if you have eight or more eligible children

« If your total income will be between $61,000 and $84,000 ($90,000 and $119.000 if married), enter *1" for each eligible child G

H Add tines A through G and enter total here. (Note. This may be different from the number of exemptions you claim on your tax return) » H
« | you plan to itemize or claim adjustments to income and want to reduce your withholding. see the Deductions

For accuracy.
complete all
worksheets

that apply.

and Adjustments Worksheet on page 2.
« If you are single and have more than one job or are married and you and your spouse both work and the combined
earnings from all jobs exceed $40,000 ($10.000 if marmed). see the Two-Earners/Multiple Jobs Worksheet on page 2 to
avord having too little tax withheld

 [f neither of the above situations applies, stop here and enter the number from line H on line 5 of Form W-4 below.

Form w 4

Ot sl f thor Traery
Al Hegenae Seraee

rrrrr Separate here and give Form W-4 to your employer. Keep the top part for your records. - .- -----

Employee's Withholding Allowance Certificate

» Whether you are entitled to claim a certain number of allowances or exemption from withholding is
subject to review by the IRS. Your employer may be required to send a copy of this form to the IRS.

OMB No. 1535-00/4
Y

1 Your hrst name and middle intal

City or town state, and 71P code

I

Hame acddress (pueber and stroeton rural iouter

fast name

I
\

2 Your social security number

R B

3 isagle 1 iMamed

L1 Married. but withhold at nigher Single rate.

Note. I maried, bt lagally separated. or spouse A ranresident alien. check the *Single” box

4 It your last name differs from thatl shown on your social security card,

6 Additional amount, if any, you want withheld from each paycheck

7 [ claim examption from withholding for

and | certify that | meet both of the following rondmoﬂs for exemption.

check here. You mus( call 1- 800 772 1213 '01 a repldcemenl card. >

5 lum\ numl)er of aHowances you are claiming ﬁrom line H above or from the upphmb\e worksheet on page 2) [ 5

L

« Last year | had a right to a refund of all federal income tax withheld because I had no tax liability, and ‘

« This year | expect a refund of all federal income tax withheld because | expect to have no tax liability

I you meet bolh condttions, write “Exempt here 3
Under penalties of perjury. /. T declare that | have examined this certificate and. to ihe best of m my know\edqo and belief, it is true. correct, and comp\e(o

Employee’s signature
(Thus form is not valid untess you
8 Employer's name and address

sign ity »

iLmployer; Compl

T B ara 10 only 1 seanding o the RS

i

7]

Date »

| 9 Gfice cocn ioptorad: [ 10 Lmplover ident tication nureber (£IN}

For Privacy Act and Paperwork Reduction Act Notice, see page 2.

Cat. No. 10220Q

Form W-4
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BAAHAALI CHAPTER
POSITION CLASSIFICATION QUESTIONNAIRE

Date
General Information - Fiil in all information requested below
Position Number Current Classification/Position Title
Diviston Number Division Name
Dept. Number Department Name

Department Phone No Fax No

Type of Classification Requested
. Ctassification of New Positions
i | Reclassification of Existing Posttion

Immediate Supervisor's Recommendation

Type of Position . . Permanent I_] Temporary i1 Other

Account No.

| {DO) (DO NOT) RECOMMEND THIS RECLASSIFICATION AND (DO) (DO NOT) CERTIFY THAT FUNDS ARE
AVAILABLE TO FINANCE INCREASED COST(S) FOR THIS FISCAL YEAR FOR THE NEXT FISCAL YEAR

WITHOUT ADDITIONAL LEGISLATIVE APPROPRIATIONS

PCQs MUST HAVE A CURRENT APPROVED ORGANIZATIONAL CHART ATTACHED WHICH DEPICTS ALL
POSITIONS WITHIN THE PROGRAM WITH LINES OF AUTHORITY AND OPERATIONS. THIS IS IMPORTANT

IN DETERMINING THE RELATIONSHIP OF THE POSITION TO OTHERS WITHIN THE ORGANIZATION

© | CERTIFY THAT AN APPROVED ORGANIZATIONAL CHART IS ATTACHED

Signature of Chapter Manager Date

FOR ADMINISTRATION ONLY
| No change - See attached report

" Allocated to

Class Code Grade Effective Date

Overtime Status Exempt i | Non-Exempt OT Status Change: | Yes

Other actions or comments

"'No

Signature of Chapter President Date

Page 1 of §
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BAAHAALI CHAPTER
POSITION CLASSIFICATION QUESTIONNAIRE

Information provided will be used to properly realign positions and pay as necessary. Please fill out completely

1. Employee Name

2 Working Title (if different from classified title)

3. Department/Office

4. Who s your immediate supervisor?

Name:

Title

5 ldirectly supervise the following employees
Name Classified title

 Non supervisory postion

8. ) supervise through subordinates (show numbers and titles
only)

Number of Employees Classified utle

| Non supetvisory positor

7. List any machines. equipment. office appliances. or motor vehicles you are required to use in doing your job
Indicate whether use is occasional. frequent. or constant:

None requiredi

8. Indicate any license(s). registration. or certificates
required for your job

None required! !

9 For office positions only
Typing Stenography

Amount of time performed Yo o

Not requlred: 4

10. List any special physical skills or requirements necessary to do your job, t.e ifting 50 Ibs. of food items 2 hours
(or 25% of) each day Be sure to indicale the percentage or time during your workday that you're required to do this

11. Does this position Involve the carrying and use of fircarms? T ves [N
Does this position involve working with children? U]y ™ No
Does this position involve the handling of money. receipt and/or Tl v g

disbursement of negotiable instruments. 1.e., money and/or checks?

Page 20t &
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12 Thus is the most important item on this form  Describe your job in your own words. List the most important duties first
Estimate the amount of your working tme spent on each day. Use percentages or number of hours or days. or a similar
breakdown Please DO NOT copy a standard job specification or duty statement

Percent of Time

How long have you been doing the above duties?

Page 3ot 5





image12.jpeg
in your opinion. what part of your job requires the greatest skill and/or is the most difficult?

14, In what way and how often 1s your work assigned and reviewed? List the kind and amount of work guidance you receive
from Supervisors, Manuals, or established procedures
15, Explan with whom and for what purpose you have business contacts in the course of your work. Exclude other employees
in your department
CERTIFICATE OF EMPLOYEE
16
| certify that the answers to alt questions are my own and that to the best of my knowledge they are complete and correct
Date Signed
CERTIFICATE OF IMMEDIATE SUPERVISOR
17, Indicate below

Position is considered a key position ' Position is not a key position
| concur entirely with employee’s statement .. See attached memo for comments
... Contact me for further information. if necessary, at {phone number)

What do you consider to be the minimum requirements for this position

Education

Special Training (f any)

Expenence (kind and years)

Special skills (license or certification)

Signed Classified Title

Page 4 of &
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IMMEDIATE SUPERVISOR'S STATEMENT - RECLASSIFICATION

18. This section must be completed by the immediate supervisor for all reclassification/re-evaluation requests

Describe in detait how the posttion has changed to warrant reclassification/re-evaluation

What changes have taken place with the program to warrant reclassification/re-evaluation?

Immediate Supervisor's Signature Date

Page 5ol 4
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