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Section: Foundations 1.1

Subject: GUIDING PRINCIPLES

While drafting the policies, the Policy Working Group was guided by the principles listed below.
They are provided within this document as a reference fof § € Gavérnment employees. The
guiding principles were derived in part fromthe T § & {avérninent Constitution and with the

working groupébés input.
1. Act with respect and fairness without discrimination or abuse.
2. Strive for representation from eathg é e,ommu?iity.
3. Strive for consensus.
4, Full, free expression and participationTofy & qitizelms\?
5. Protect lands, waters and resources.
6. Respect the needs and interests of other Aboriginals andbaiginals.
7. Protect language, culture and way of life.

Also, when revising the policies

8. Focus on a solution that covers 80% of situatiorether than the exception.
9. Hold focused policy working sessions.
10. There is naight answer; our goal is to develop recommendations, which will be considered

byT g e ¢mp|by‘ée$1nd Chiefs Executive Council.

11. Honour the principles of the § & q:wsltith?tion and our Elders.

Back to Table o€ontents
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Section: Foundations 1.2

Subject: CODE OF ETHICS

1. Definitions

ACode of Ethicso is a sef §efovdnierthasedohg e yatdsbridn e s
commonly accepted standards of conduct that govern the behavior of employees in their relationships with
others.

2. Authority and Application

This policy is made under the authority of the Chiefs Executive Council and applie3tg @l ¢ h \4
Government employees.

3. Purpose and Position

The purpose of this policy is to develop and hold accountable employeesTogtléechmelnn}hent to the

highest standards of conduct in their relationships with the Chiefs and Assembly members, managers,
colleagues, and community members. Employees are responsible by word and deed for protecting the good
reputation of th& § é ﬁ;m/ehn?henandto ensure that public confidence and trust in the Government is
maintained through the highest standards of personal ethical conduct.

4. Requirements

The code of ethics are: .
a) | will work to serve the people of the § € gomrhutiities to the best of napilities;

b) Where | am responsible for the expenditurd af & qsavdrm‘?hent funds, | will ensure that they
are spent wisely, economically and in the best interests of our government;

c) | will seek to know and understaidg & qu/dm‘?nent policies and geedures, and will use these
policies to guide my workplace actions;

d) IwillnotusetheT jeGewne&r nment 6s resources or programs
for the advantage of my family and friends, nor will | cause to be hired an immédiate
member, other relative or close personal friend through my involvement and dexéiom;

e) | will not discuss confidential business of fhiej & Gavemyhent in my home or elsewhere in my
community except with othelr § & ﬁBowehn?hent employeeghenit is appropriate and onreeed
to knowbasis;

f) 1 will not talk aboutT g é QS(Ivdm?hent leadership, managers, colleagues or dtileé 4 ¢ h \4
Government employees behind their backs in ways that are hurtful or embarrassing;

g) | will try to be positive and helpful in my work and avoid talking in ways that hurt our leaders, the
Government, other employees and or interfere with the successful completion of the business at
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Section: Foundations 1.2

Subject: CODE OF ETHICS

hand. As a worker | will ensure that my personal choicg#res, and behavior do not interfere
with my ability to do my job;

h) 1 understand that it is important to put forward honest and respectful opinions, while recognizing
that management decisions are made using multiple diverse perspectives;

i) 1 will help to make thél § & Gavemvyhent workplace a safe and secure place for clients,
employees and their personal property;

j) AsaT g e ﬁwehn‘ihent employee | will graciously refuse personal gifts and gratuities from
members of the public, or corporations dnetgovernments seeking to do business with the
T § & gavdimvhent;

k) I will value my coworkers as part of the team and show appreciation for their competence;

I) 1 will be respectful of racial, cultural, and religious differences among residents, employees
families, and ceworkers; and,

m) | will be respectful of thd § & ondtitition and the principles of the§ & Govemvyhent and
recognize that as part of my commitment ds@ é qsavdrm‘?hent employee, | am expected to take
advantage of opportuniseto learn more aboit § é +pnguag’e, culture and way of life.

5. Monitoring

Al Tge (ﬁo&vehn?nent employees are responsible for implementing this policy.
All Directors are responsibfer enforcing this policyithin their Departments

The SeniorDirector of Administrations responsible for monitoring this policy
TheT g €4 ch Y E x éscesporsible for@friing ane evaluatinthis policy.
6. Process

The following process steps are to be used as a reference for executing the abgve polic
a) Employees must disclose to the manager potential situations in which a personal conflict of

interest may arise ifhe performance of their duties.

b) Itis not wrong for employees to have a conflict of interest. Where one exists the employee will
removethemselves from the decision making process and ensure there is no actual and perceived
influenceon the outcome of the decision.
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Section:

Foundations

1.2

Subject:

CODE OF ETHICS

¢) Any infractions of this policy will be carried out as per Policy BRiscipline of Employees.

Specifically,

i) Employees whdail to disclose potential situations of personal conflict of interest in the
workplace to their managers, may be subject to disciplinary agtiaga and including

dismissal; and,

i) Employees who willingly and knowingly uge§ & Gavernvhent resources ftieir
benefit or the benefit of their immediate relatives or close friends, may be subject to

disciplinary action up to and including dismissal.

d) During orientation all employees are to be provideth\aicopy of this policy anchust complete
theT § & qsavehn?hent Code of Ethics Declaration found in Appendix F

Effective Date:April 1, 2013

Back to Table of Contents
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Section: Basic Commitments 2.1

Subject: POLICY DEVELOPMENT

1. Definitions

AAdmi ni st r meansyset offbasic priaciplés and @ssociated guidelines approved by the Chiefs
Executive Council to direct the operations of T &€ jGovierimentind administration.

2. Authority and Application

This policy is made under the authority of the Chiefs Executive Council and applies to all administrative
policies of theT § & Gavdinyhent.

3. Purpose and Position

The purpose of this policy is to establish guidelines for developing administrative policy and to define the
role of the Chiefs Executive Council, tieg & fxechtiYe Officer and the Policy Working Group with
respect to administrative policy development

This policy does not apply to public policy development, the deliberations of the Annual Gathering or the
T § & Assembly.

TheTgéﬁSc‘he’(rnmentﬁs position is that there should be an

policy to ensurehtat: 1) employees and the Chiefs Executive Council are engaged in the process and 2)
there is consistency ifi § & ©avdrnyhent Administrative Policies and Procedures.

4. Requirements
a) A Policy Working Group will be chosen at the discretion of Thg & fxechtiVe Officer and its
members will: conduct policy research and analysis; prepare draft policies Toigtlee; ¢ h Y
Executive Officer; and consult with directors, managers and Community Directors when drafting
policies.
b) TheT g é Jcﬁxecl]th?e Officemakes policy recommendations to the Chiefs Executive Council.

c) The Chiefs Executive Council is responsible for approving all administrative policiesDfgh& ¢ h \4
Government.

d) Policies shall become effective on the date established by the Chiefs Exe@otincil.

e) The current official version of this policy document will be in the possession dfthé€ 4 ¢ h Y
Executive Officer. All other copies are uncontrolled copies and may not be current.

f)  All previous versions of policy will be kept in the possessibthe TEO
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Section:

Basic Commitments 2.1

Subject:

POLICY DEVELOPMENT

5. Monitoring

TheManager: Human Resource Servicesponsible for implementing this policy.

TheDirector: Corporate Servicésresponsible for enforcing this policy.

The Senior Director of Administratiors responsible for monitoring thpolicy.

The T § é+exechtive Officeris responsible for informing and evaluating this policy.

6. Process

The following process steps are to be used as a reference for executing the above policy:

a)

b)

d)

e)

TheT § é Jq‘:xechth?e Officer, Community Directors, managers and directors will identify policy
compliance issues and make suggestions or recommendations that may be researched and
developed by the Policy Working Group. Employees may provide their policy suggestions o
recommendations to their supervisors.

The Policy Working Group will gather and vet policy suggestions and recommendations. Selected
content will be drafted into policies and submitted toTthg € fxechitie Officer for review.

The Chiefs Executiv€ouncil is responsible for approving all policies.
TheT § é Execbth?e Officer will maintain the current official version of this policy.

Once approved, all draft policies are to be published in accordance with the requirements of Policy
4.271 Policy Distribution and subject to any requirements in Policyi20fficial Languages.

All policies shall be written simply and defined clearly to the greatest extent possible.

Effective Date:April 13, 2015

Back to

Tablef Contents

T § é Govemnsnent January 1, 2018 Version
Administrative Policy and Procedures



Section: Basic Commitments 2.2

Subject: OFFICIAL LANGUAGES

1. Definitions

Aofficial | anguageso means | anTgi;Léangvehe?hentbrmiUsechirr e given s
the Annual Gathering, Assemkdynd administration of the Government.

2. Authority and Application

This policy is made under the authority of the Chiefs Executive Cguncil. The policy appliesTt@the; ¢ h \4
Government administration and is made pursuant td tfeé €onstitition Section 1.3.

3. Purpose and Position

The purpose of this policy is to create and maintain an environment that supports the uSe@®fthe c h Y
language and ensures the administration is communicating with and sErgirggitizemsth their

language.

TheT § € Gaveinyhent recognizes that the € fanguagde is essential for the expressiof ¢f & yaluds Y

and knowledge and is committed to its preservation, protection and promotion. Furthermore, it is important

that employees and citizens are ableanduct business with tieg é q3m/drm‘?hent in the official
language of their choice.

4. Requirements
a) The official languages of tHE § & Gavenvhent ard § € qnd BEnylish.

b) AITge qitizelms\?nave the right to speak and communicate Wéfi tg & ﬁ;cn/dTnY’hent in both
official languages.

Meetings

c) Meetings may be conductedTng & qnd Enylish, with interpreter services provided by the
T § e gaveinyhent.

Signage
d) SignsinT § & Gavern¥hent builthgs will be in bothT § & gndEmgiish.
Translation Services

e) TheT g é §5avehn?hent department arranging the service will pay for all translation services.

ff Transl ation services wil/ be provided on an fdas r
wait times or delays couldcour subject to availability and cost of translators, experts or other
resources.
T § é Govemnsnent January 1, 2018 Version

Administrative Policy and Procedures



Section: Basic Commitments 2.2

Subject: OFFICIAL LANGUAGES

g) The department director or Community Director will arrange for translation services upon request.
5. Monitoring
Al Tgé qscn/ehm’hent employees are responsiblarfgglementing this policy.
All supervisors are responsible for enforcing this policy
TheManager: Research & Culture Protectismesponsible for enforcing this policy.
TheDirector: Culture and Lands Protectimresponsible foinforming andevaluatingthis policy.
6. Process
The following process steps are to be used as a reference for executing the above policy:

a) Citizens may request that official documents of Thé é qsayehn?hent be verbally translated into
T § &-Reqbe¥ts may be made in writing or verbally via designated department directors and
Community Directors.

b) Where a meeting will require verbal translation services or wiiely & sitizem Nequests
translation services, the budget authority that autherihe expenditures for the meeting will
ensure that translation services are arranged.

¢) TheManager: Research & Culture Protectigill maintain a list of preferred translators.

d) Where citizens feel this policy is not being respected, they may makepdaiatnto the Directar
Culture and Lands Protectidor review.

Effective Date:September 3, 2012

Back to Table of Contents
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Section: Basic Commitments 2.3

Subject: ENVIRONMENTAL STEWARDSHIP

1. Definitions

AEnvironment al stewardshipd means protecting the
regeneration and restoration of resources withiip € gavdrnyhent daily operations and drg € farms Y

2. Authority and Application

This policy is rpade under the authority of the Chiefs Executive Council pursuant to Section 5.2(e) of the
T § é gondtitition.

This policy applies to decisions, actions and activities offtiie & ©avernyhent administration.

3. Purpose and Position

The purpose of this policy is to ensure tiiai & Savern¥hent operations and programs consider the
protection of the environment in d&y-day operations.

The protection o § € tantld) Water, wildlife and resources will be respected and considetkd By & 79 ch \%
Government and all employees.

TheT § € ﬁ;cn/dm?hent recognizes that it is our tradition as a people to live in harmony with the land in a
relationship of respect and reciprocity. Everyone has a responsibility to conserve and managarttesres
of the land in a respectful manner so as to leave a healthy and sustainable environment for our children.

4. Requirements

a) TheT g é q5cn/d1n¥’hent will support, develop and implement conservation measures in our
operations and programs by:

i. managing the resources of thej € qlreahn\h manner that is effective, efficient and
environmentally responsible;

ii. reaffirmingthe responsibility oindividual employees for the conservation of resources;

ii. implementingorogramminghat informs thel' g é’/qomrhunities about environmental
concernsnd develops a personal sense of responsibility; and

iv. purchasing materials that are recycled, can be reused or, in the case of chemicals and
cleanersareenvironmentally safe.

b) Subject to Policy 2.4 Review of Bepartments and Programs, operational and program decisions
will explicitly consider their impact ofi § € fandd) Waters and resources.

c) Where it is found that operations and programs are being managed with consideration for the
conservation of resources outlined in this policy, employees should be recognized for their

efforts.
5. Monitoring
T § é Govemnsnent January 1, 2018 Version
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Section:

Basic Commitments 2.3

Subject:

ENVIRONMENTAL STEWARDSHIP

Al Tg e qacn/ehn?hent employees are responsible for implementing this policy.

All supervisors are responsible for enforcing this policy with employees who report to them.

The Manager: Lands Protection is responsible for monitoring this policy.

TheDirector: Culture and Lands Protectimresponsible foinforming and evaluatinthis policy.

6. Process

The following process steps are to be used as a reference for executing the above policy:

a)

b)

d)

All employees are required to consider the preservation and protecfiod & tancls) Waters and
resources in their operational decisiamsl the delivery of programs. All employees are
responsible for educatirgtizensabout the preservation and protectiooj € tantdh Y

The Departmendf Culture and Lands Protectigmresponsible for developing marketing
materials, educational netals and programs to inform batimployeesand citizens of
preservation requirements and conservagifforts.

If employee®r citizens identify cases in which this policy is not being respected, they may make
a complaint to th®irector: Culture and Lizds Protectioffor review.

Where an employee is concerned about the use of resources by another employee, the complaint
will be resolved in accordance with Policy 611&mployee Complaints and Appeals.

Effective Date September 3, 2012

Back to

Table of Contents
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Section: Basic Commitments 2.4

Subject: REVIEW OF DEPARTMENTS AND PROGRAMS

1. Definitions

AReview of depart ment sdeghmassespment gf department/proggaais,s t h e
processes and outcomes, including consideration of operational issues and outcomes. The findings and
recommendations serve as a framework for program renewal, planning and purposeful change.

2. Authority and Application

This policy is made under the authority of the Chiefs Executive Council and applies to programs of the
T § & gavdinvhent administration.

3. Purposeand Position

The purpose of this policy is to ensure that departments and programs are reviewed oteatcbasis so
as to better serve g é qltltzdmsYlmprove program delivery and ensure the efficient and effective operation
of theT § & Gavenyhent.

4. Requirements

a) TheT g é q5m/ehn¥’hent administration will regularly conduct a full review of depantsiand
programs.

b) Departments and programs will be reviewed according to terms of reference approved by the
Chiefs Executive Council.

c) TheT § & fxechtVe Officer will oversee and direct the review of departments and programs.
d) At a minimum, alldepartment and program reviews will document the following:

i purpose of the department and program and its mandate or the problem it aims to solve;

ii. resources devoted to the department and prodiam.O&E, capital, salaries, etc.);

iii. expected/actuaksults and outcomes of the department or program;

iv. options for change;

v. any environmental impact/mitigation;

vi. the extent to which the mandate or terms and conditions of agreements are being
respected and fulfilled; and

vii. compliance with all laws and legislati.

e) In addition to those requirements, fhigy é qsavehnYhent administration will provide an analysis
of whether (in its opinion) the department or program is meeting the ne&d§ efqltuzelmsYand
whether the department or program adheres to tleepranciples set out in the geq ch Y
Constitution. Where appropriate, theg é qscc/ehmhent administration may also provide options
for improvement.
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Section:

Basic Commitments 2.4

Subject:

REVIEW OF DEPARTMENTS AND PROGRAMS

)

The results of the review will be presented to the Chiefs Executive Council.

5. Monitoring

TheT §

é Jq‘:xectltl\’le Officeris responsible for implementing, monitoringdeenforcing this policy.

6. Process

The following process steps are to be used as a reference for executing the above policy:

a)

b)

c)

d)

As part of all regular operations of departments and delivepyagframs, a sekvaluation
component should be included to ensure accountability and relevance.

TheT § e Fxecutive Officer will identify the departments and/or programs to be reviewed prior
to the development of the annual budget.

TheT § é Jq‘:xectti\)?{a Officer will develop terms of reference for approval by the Chiefs Executive
Council.

TheT § é Execbth’le Officer will identify the necessary resources required to conduct the review.

Draft department and program reviews will be submitted td tiee Jq‘:xechth’ﬂe Officer for
review and approval before being submitted to the Chiefs Executive Council.

Effective Date:September 3, 2012
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Section:

Governance

3.1

Subject:

ESTABLISHING T G] C KC@MMITTEES OR OTHER ENTITIES

This policy has been repealed fronT g € f_;(wém?‘nent Administrative Policy and will only be
implemented within the T § & 4 egisiadive Policy.

PAGE INTENTIONALLY LEFT BLANK.

Effective Date:May 3, 2010
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Section: Governance 3.2
Subject: TRAVEL EXPENSES AND HONORARIA

1. Definitions

ATr avel’() means to go from an employeeds place of
T § & gowdinyhent, in order to conduct approved business.

2. Authority and Application

This policy is made under the authority of the Chiefs Exeeuisuncil and appliesto allg €4 ¢ h \4
Government employees, Chiefs Executive Council, Assembly members, Elders, translators and local

vendors

3. Purpose and Position

The purpose of this policy is to outline the provisions for accurate, consistent aexpfense
reimbursement of individuals required to travel on behalf offtlie & avdrnyhent.

As travel is sometimes required to conduct business on behalf Bfghe ﬁ;ayehn?hent, authorized
individuals must ensure expenses incurred are economiddhat reimbursement procedures are met as

outlined

within this policy.

4. Requirements

Tge

Gavérnment Employees

The following requirements apply to dl§ & Gavern¥hent employees:

Travel

Travel forT g & qsm/drm?hent employees will be @aecordance with the following requirements:

a)All travel by T g é Qwehn?hent employees, except thg) é {f_xechth’ie Officer, will be subject to

approval by the supervisor.

b) Pursuant to Policy 5.10 (i)avelexpenses request for travel and honorariost be submitted a

minimum of seven (7) days prior to the meeting.

c¢) Travel may only be undertaken where funds are available in the travel budget and proper approvals

dT

have been obtained in advance of booking travel. Unauthorized tnayelot be reimbursd.

ge ﬁ;ayehn?hent employees will be reimbursed after the trip upon submission and verification of
proper claim forms and supporting documentation. All employees may apply for a séventy

per cent (75%) advance of their meals and incidental egsenith submission and approval of a
travel request form. The remaining twedfitye per cent (25%) and all other expenses will be paid

upon submission of approved expense claim forms and receipts within 30 days from date of travel.
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Section: Governance 3.2

Subject: TRAVEL EXPENSES AND HONORARIA

e) Travel time includes e hour before a scheduled flight and one hour after the flight lands.

Meals and Incidentals

f) Meal and incidental will beeimbursedased on the federal Treasury Board rates.

g) Meals will only be reimbursed where there was a legitimate expense for meals. When meals are
provided, for example when tfied & gowvdinyhent or an airline provides meals, or if meals are
paid for by anotheT § € gowdinyhent representative, reimbmrsent for meals is not allowed.

h) On travel days, meals will be covered in the following cases:

i.  Outward trips:

91 Breakfast is paid if travel begins before 8 a.m.

1 Lunch is paid if travel begins before 12 p.m.

1 Supper is paid if travel begins before 6 p.m.
ii. Retuntrips:

9 Breakfast is paid if travel ends after 9 a.m.

9 Lunch is paid if travel ends after 1 p.m.

9 Supper is paid if travel ends after 7 p.m.

i) Incidentals are paid for every night spent away.
Accommodation
j) T § & Gavemvhent employees will make eveffort to use preferred vendors.

k) Where an individual billets at a private residence inTthg é qommu‘ﬁitiesa rate of $125/night
will be paid to the host after the billeting stay, following Policy 5. Hayment Procedures.

[) Where an individual billes at a private residence in any community other than one dfhé 4 ¢ h Y
communitiesa rate of $50/night will be paid to the host.

Vehicle Rental
m) All vehicle rentals must be piaproved.

n) Vehicle rental is to be limited to the most economprakctical option, depending on justifiable need
and the prudent expenditure of Government funds.

0) It is the responsibility of the traveler to ensure that they have the appropriate license to drive the
rental vehicle.

p) It is the responsibility of the travel to ensure that adequate insurance is in place for all drivers of
the vehicle.
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Section: Governance 3.2

Subject: TRAVEL EXPENSES AND HONORARIA

Private Vehicle

q) TheT g € qscn/ehn?hent will reimburse an employeq who, with prior authority, upeivately
owned vehicle for necessary travel Dy € Governfnent business as per Treasury Board rates.

r) The use of privately owned vehicles shall not be authorized where total travel cagesaseghan
the costs of commercial transportation and the eiiime exceeds a duration that is deemed
impractical Where the use of a privately owned vehicle is authorized, the reimbursable
allowances will be based on federal Treasury Board rates.

s) Reimbursemenghall be limited to the equivalent commercial cost, if the total cost of the trip
(including meals, lodgim and incidental expenses) exceeds the cost of the same journey by
ordinary commercial means.

t) TheT g & ﬁ;cn/ehn?hent is not responsible for any damages or maintenance incurred when
employeesise personal vehicles duriiigg & ¢owvdinyhent business. Thieg & Gaveinyhent
will not pay any costs associateith damage or maintenance to personal vehicles incurred while
the employee is ofi § & $avernvhent business.

Air Travel

uTge q5avd1n?hentepresentativewill make every effort to use preferredndors when using air
travel.

v) Only the lowest available fares appropriate to particular itineraries, to a maximum of full economy,
will be reimbursed.

w) Reimbursement is for actual fares paid only.

X) Flight cancellation charges incurred by the traveletr@vel cancelled by the supervisorbudget
authoritywill be reimbursed.

y) Excess baggage fees, when warranted to cary gué q;qvehn?hent business, are reimbursable.
Other Travel

2)Tge ﬁEcn/mn?hentepresentativewiII make every effort to uspreferred vendors when using
other transportation.

aa)Reasonable expenditures for taxis and public transportation to and from airports and between
appointments, hotel locations and meeting places are reimbursable, including gratuities for service.
Original receipts are required for reimbursement.

Phone and Internet Access
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bb)T g e qsm/dtn?hentepregentativemay be reimbursed for londjstance calls made and Internet
access foll § € gaveinyhent business, upon the presentation of a receipt or teléptioive.
Child Care
cc) When aremployeewho is a sole caregiver is required to complete overnight travel, thé 4 ¢ h Y
Governmentmayreimburse up to $50 per day per child for ctulite expenses upon the

submission of chiletare receipts.

dd) Expenses areigible for dependenthildren 16 years of age gounger or a dependent child with
a mental or physical infirmary.

Local Vendors
For local vendors, the following policy requirements apply:

ee)Subject to any terms contained in a contract, a daily rate is paid to local vendors, such as
drummers cooks and foremen, who are not salaried employees when they attend committee, board
or other entity meetings at the request ofthg & ©avdrnyhent. Rtes are outlined in Appendix
C. The Chiefs Executive Council may change these rates at its discretion.

ff) All honorariaare subject to deductions as required by law.

09g) A local vendor who does not attend the committee or board meeting will not reegivent.

hh) Travelexpensesvill be reimbursed according to the same rules and rates as thdsgférq c h Y
Government employees.

i) Paymentsvill be issued according to Policy 5.1Payment Procedures.

Assembly Members
For Assembly members, the followipglicy requirements apply:

jj) Travelarrangementand other expenses for formal sessions will be arranged by the Senior
Community Director.

kk) An honorarium will be paid to Assembly Members as per rates establishedTirjtlee ¢ h Y
Government law.

[I) The maximunpayable for one day of any type of Assembly work, including travel, and/or
attendance at a meeting, conference or workshop, is one day.
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mm) For the purposes of calculating an honorarium uiidgré q5cn/ehnY’hent law, where members of

the Assembly aresquired to travel in order to attend a meeting conference or workshop, such
travel shall be considered to be time spent in attendance at a meeting, conference or workshop.

nn) Travel time will be paid at the following rates:

a) For periods of travel of up tolburs members will be paid at the rate of ¥ the daily
honorarium rate.
b) For periods of travel of greater then 4 hours members will be paid the full daily rate.

00) Travel time will be calculated based on the most efficient and economical travel aditable.

pp) Seventyfive per cent (75%) of the honoraria will be paid in advance of the meeting and twenty

qq)

five per cent (25%) of the honoraria will be paid after the meeting.

Where an Assembly member misses meetings (without permission of the Agsehably
remaining honoraria will not be paid and any honoraria paid in advance will be recovered from
future honoraria payments.

rr) Any trips in addition to sessions must be approved by the Assembly and can only be paid where

there is an approved budget. Wh@o approved budget exists, the Assembly must first approve
the budget.

ss) Travelexpensesvill be reimbursed according to the same rules and rates as thds¢fér; ¢ h Y

Government employees.

tt) Assembly members will be reimbursed after the trip upon sionigind verification of proper

claim forms and supporting documentation. Assembly members may apply for a sexepgr
cent (75%)dvanceof their meals and incidentals expenses with submission and approval of a
travel request form. The remaining tvixgiiive per cent (25%) of meals and incidentals and all
other expenses will be paid upon submission of approved expense claim form and receipts.

uu) Payment will be issued according to Policy 5i1Rayment Procedures.

Chiefs Executive Council
For the Chief€&xecutive Council, the following policy requirements apply:

vv) The Chiefs may travel on officidl § & qsaydrrn‘ihent business with the approval of the Chiefs

Executive Council within the limits of thepprovedravel budget for the Chiefs Executive
Council.

ww) The Chiefs and Grand Chief must attend a meeting or be on offigjaé ﬁ;owdm?hent business

in order to claim travel expenses.
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xx) Given thatsalaryis already paid, no additional honoraria will be paid.

yy) Travel expenses will be reimbursed according to the same rules and r'ﬁtése‘a@m/mn%ent

z2)

employees.

Chiefs Executive Council will be reimbursed after the trip upon submission and verification of
proper claim forms and supporting documentation. Chiefs Executive Council memdeapply

for a seventyfive per cent (75%) advance of their meals and in¢alsrexpenses with submission

of a travel request form. The remaining twefit\e per cent (25%) of meals and incidentals and

all other expenses will be paid upon submission of an approved expense claim form and receipts.

aaa)Paymentswill be issued accordintp Policy 5.111 Payment Procedures.

Elders and Translators

For El

ders and translators, the following policy requirements apply:

bbb) Travelarrangementand other expenses for formal sessions will be arranged by the Senior

Community Director.

ccc) Travel arragements for all other events are to be arranged by the budget authority.

ddd) An honorarium will be paid to Elders as per rates established in Appendix D.

eee)An honorarium will be paid to translators as per rates established in Appendix D.

fff) All honorariaare sulect to deductions as required by law.

ggg) Elders may request one hundred per cent (100%) of the honoraria in advance of the meeting.

hhh) Contract translators may receive seveintg per cent (75%) of the honoraria in advance of the

meeting and twentfive percent (25%) of the honoraria after the meeting.

iii) Where arElder or translatomisses a meeting, the remaining honoraria will not be paid and any

honoraria paid in advance will be recovered from future honoraria payments.

jii) Travelexpensesvill be reimbursed according to the same rules and rat€sjaé ﬁ;avdm?hent

kkKk)

employees.

Upon completion of the trip and submission and approval of the proper claim forms and
supporting documentation, Elders and translators will be reimbursed outstamdounts. If an

Elder has received one hundred per cent (100%) of the honoraria prior to the meeting, the claim
form and supporting documentation are still required. If the claim form and supporting
documentation are not submitted, no future honoraryanpats will be made until the outstanding
amount is repaid.
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) Payment will be issued according to Policy 5i1Rayment Procedures.

5. Monitoring

AlT §

é qscn/ehm’hent employees are responsible for implementing this policy.

All supervisorsre responsible for enforcing this policy with employees reporting to them.

The Manager: Financial Servicedll be responsible for monitoring this policy to ensure that all Treasury
Board rates are current and communicated.Magager: Financial Senaswill also ensure that travel
expenses are paid only where and when proper approvals, documentation, receipts and budgets exist.

The Director:Corporate Services is responsible for inforglandevaluating thigolicy.

6. Process

The following processteps are to be used as a reference for executing the above policy:

a)

b)

c)

d)

e)

)

Travel authorization requests must be submitted to the appropriate budget authority and/or
supervisor for approval prior to arranging travel.

Travel requests must be submitted at least week prior to travel. They will be paid as per Policy
5.117 Payment Procedures.

All T § e Gavernyhent employees and those travelling on behalf oF thes Gaveémyhent are
responsible for submitting their approved expenses tQtimporate ServiesDepartment for
reimbursement within 30 days after travel is completed.

Original receipts must be attached to the travel expense claims, along with all related
documentation, and submitted to therporate Servicedepartment.

As travel expense claisrare subject to audit review, supporting documentation is required.
Supporting documentation may include: conference agendas, airline tickets, boarding passes, and
travel and meeting itineraries.

The Corporate ServiceBepartment will be responsible fohecking with the Treasury Board of
Canadandcommunicating any changes in federal Treasury Board rafegté pavernyhent
employees and other individuals who conduct travel on behalf df the Gaveinyhent.

Both therepresentative requestingved (theRequester) and the budget authority are accountable
for ensuring that claims for travel expenses are in accordance with this policy and that the
expenses were incurred for§ e gaveinyhent business purposes only.
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h) Infractions of this policy ofraudulent claims will result in disciplinary action as per Policyi6.2

Discipline of Employees and may result in immediate dismissal.

Local vendors, Elders and translators travelling on behalf of tgeé ﬁSm/ehn?hent are
responsible for any damagiey cause to property during their travel.

Effective Date:May 25, 2017
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Subject: ALCOHOL, DRUG ABUSE AND ATTENDANCE AT MEETINGS

1. Definitions

AAl cohol, drug abuse and attendance at meetingso refe
drugs or prescription drugs while attending meetings on behalf df the Govdinyhent.

2. Authority and Application

This policy is made undeh¢ authority of the Chiefs Executive Council and applies to all instances where
Tge qsavehnYnent employees, Elders, local vendors and translators are attending internal and external
events as representatives of Thg e QSm/dehent

3. Purpose an@osition

The purpose of this policy is to communicate Thg eﬁ;«x\he(r nment &8s expectations when
representing th& § & Gavemvhent attend meetings.

TheT § é ﬁ;cn/ehn?hent recognizes that Elders, the general public and the youth ohmaundgies expect
employees to display positive leadership through their sober attendance at meetings. Drug and/or alcohol
abuse among § é ﬁemdsehtanves at meetings is a betrayal of public trust and cannot be tolerated by the
T § e Gavehnvhent.

4. Requirements

a) AlITge ﬁ;cn/ehmhent representatives invited to meetings must attend all sessions of the meeting
unless excused by their supervisor, the Senior Director of Administration drghe Jq‘:xecht\le
Officer.

b) When a representative of theg & @cxvehmhent has abused their responsibilities, the supervisor,
the Senior Director of Administration or tfle§ & fxechtive Officer shall:

i require that a representative who appears at a meeting under the influence of alcohol or
drugs leave theneeting immediately;
i authorize the withholding of payment of the pi
meal expenses;
iii. ensure the personds prepaid honoraria and mea!
iv. the Senior Director of Administration will ensure that thedeecit is recorded in the
empl oyeebds personnel file and that the empl oy
6.17 Employee Conduct, Policy 6i2Discipline of Employees and Policy 6.13
Personnel Files.

5. Monitoring

Al Tg e q;qyehn?hent employes are responsible for implementing this policy.
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All supervisors are responsible for enforcing this poligth employees reporting to them.

TheManager: Human Resource Servitcesgesponsible for monitoring this policy.

The Director: Corporate Servicesresponsible for informing and evaluating this policy.

6. Process

The following process steps are to be used as a reference for executing the above policy:

a)

b)

d)

If an employee suspects that another employee is under the influence of drugs or alcohol at a
meeting, event or any situation in which the latter is representing the qu/dm?hent, the

employee with concerns should take appropriate action to emsusafety of all attendees and, if
necessary, seek assistance to remove the disruptive employee from the immediate environment.

If an employee suspects that a fellow employee is under the influence of drugs or alcohol at a
meeting, event or any situatiaomwhich the latter is representing tiiej & gowvdinyhent, the
mmedi ately notify

empl oyee with concerns ,shoul d i
Senior Director of Administration or the § € fxechitie Officer.

The individual who is takingorrective steps (th€ g & {f_xechth?e Officer, Senior Director of
Administration or supervisor) will write a report detailing the circumstances and particulars of the
incident. At an appropriate time, the report will be shared with the offending ereplblye report

and corrective actions taken wi

|1 be recorded

Employees found to be in violation of this policy will be subject to the disciplinary process

described in Policy 6.2 Discipline of Employees.

Effective Date: September 3, 2012
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Subject: PUNCTUALITY AT MEETINGS

1. Definitions

APunctual ity aflj@eadniery amployees ordelegates ariving on time for
meetings or events.

2. Authority and Application

This policy is made unde[ the authority of the Chiefs Executive Council and applies to any meetings
attended byl § € gavdinyhent employees or dedegs.

3. Purpose and Position

The purpose of this policy is to articulate the expectatioris @fé qu/dm?hent employees and delegates
when they attend meetings and to set out the consequences when they are not punctual.

TheT § é ﬁ;cn/ehn?hent recagzes thafl § & qaavd’m?hent employees and delegates are brought to
meetings afl § € ﬁ;avehn?hent expense to represent the interests df the @eoplleYAs such, employees
and delegates have a responsibility tohg é ﬁ;cxvmn?hent and their canunities to be punctual and
arrive at meetings at the agreglon start/end times.

4. Requirements

a) Employees who arrive during a meeting but more than an hour after the beginning of the meeting
will have a proportionate amount of their wages and meadsated for that day. Additionally,
their lateness will be reported and recorded in their personnel files. The exception to this
requirement will be where the absence has been excusedrsugbervisor.

b) Travel on officialT § e qsm/ehn?hent business miLbe approved in accordance with Policyi3.2
Travel Expenses and Honoraria.

c) Employees travelling for official meetings are expected to act in accordance with Policy 6.1
Employee Conduct.

d) Failure to attend official meetings will result in an emplolgeag considered absent without
leave as per Policy 6.16Absent Without Leave and may result in disciplinary action in
accordance with Policy 612Discipline of Employees.

e) Al I infractions of this policy winladcordaree with acked an
Policy 6.21 Discipline of Employees.

f)  Where an employee is absent for more than fifty per cent (50%) of the meeting duration, the
employee will not be eligible for travel expense reimbursement. The exception to this requirement
wilbe where the employeeb6s absence has been excused
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5. Monitoring
AlTge ﬁSm/EhnY’hent employees are responsible for implementing this policy.
All supervisors are responsible for enforcing this policy
The Manager: Human Resource Servidegesponsible for monitoring this policy.
All Directori Corporate Services responsible fomforming and evaluatinthis policy.
6. Process
The following process steps are to be used as a reference for execui@figpe policy:
a) Where an employee knows they will be late, they are responsible for notifying their supervisor in
advance. If an employee is late due to extenuating circumstances, they should voluntarily discuss
their lateness with their supervis@hronic lateness may be reported and recorded in their
personnel files.
b) Supervisors are responsible for monitoring attendance at meetings.
c) Inthe event that an employee is late for a meeting, a memo will be forwarded both to the
Corporate ServicedBe par t ment by t he Teer@pnpengation Glskills uper vi sor .
ensure that absences ar e onthei tend cam m Timéfoece.eThep | oy ee b6 s
Manager: Human Resource Servieal ensureappropriate disciplinary measures are takdre

Sr. Payroll Clerlwill ensure that any additional costs (i.e., travel expenses) are deducted and/or
recovered.

Effective Date:September 3, 2012
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Subject: ESTABLISHMENT POLICY FOR THE DEPARTMENT OF CORPORATE SERVICES

1. Statement of Policy

TheT § é ﬁBm/d'mY’hent will e§tablish a department called the Department of Corporate Services, under the
directionoftheT § €4 chY Executi ve Officer

2.  Mandate

As directed by the Cﬁ'igeéﬁmdlth’fé@ffmerandIihe/[)epaﬂmeutnfci I, the
Corporate Services shall be responsible for providing leadership and direction in all areas of financial,

human resource management, and other catpaupport services to thieg € qu/dm?hent including

of fice and facilities management, vehicle operations,
and other services.

3. Principles

TheT § é ﬁ;cn/ehm’hent will adhere to the follovgrprinciples when implementing this Policy:

(3.1) The guiding principles that emerge from thej é gorj'mwﬁf describing our beliefs as a People,
and are written in our Constitution, must be used as the foundation from which our actions as a
governmentake their strength and direction;

(3.2)  The language, culture and way of life of thej & people Yhust be valued and serve as the
foundation for the development and deliveryTo§ & ﬁ;cn/dm‘?hent programs and services.

(3.3) The interests, desir@sd aspirations of § € gitizemsy as well as changing circumstances in the
region should be reflected in the provision of Finance and Human Resources services.

(3.4) Effective communication is important with clients, partners and citizens so derm iand
involve them as appropriate in decisioraking related to the development and implementation of
Government programs and services.

(3.5) Programs and services should be cost effective, providing value for money while being responsive
to the needsf the people they serve.

(36) Tge ﬁ;iti(zelms?deserve demonstrable accountability for the conduct of government.

(3.7) Employment practices and staff development should achieve the goaIsTogtléeq;avdTn%ent,

through a representative workée, attracting and keeping excellent people, and being fair and
consistent.

4. Scope

This policy applies to all employees of thej & QSm/ehnY’hent.
5. Definitions

In this establishment policy,

ATgegewndr nment & § m@avdimshent aneits institutions as defined inThg €4 ¢ h Y
Constitution.
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AChi efds Executive Counci'l'lg“;c‘;éq:bmmmioh.he same meaning as i
fiDepart mentd means the Department of Corporate Servioc
ATgefxe b¥tive Officerd means the senior or chief execu
Council and is responsible for the effective delegation of the management and administration of the affairs

of theT § & Gavenyhent.

AiSeni or Ddmiercitotrr atfi And means t he T@@E)ﬁemh\’ﬂe@ffa:erager wh o
and who directs and manages the departmental affairs ©f thé ﬁ;avdm?hent.

ADi rectord means the person hired t supeawvdenandhi st er t he ¢
administer the financial and human resources administration f thé Gaverhent under a

Departmental Establishment Policy.

AEmpl oyeed means a’gﬁﬁcwehrﬁhent.empl oyed by

6. Authority and Accountability

6.1 GeneralThis policy is issued under the authority of the Chiefs Executive Council (CEC). The authority

to make exceptions and approve revisions to this Policy rests with the CEC. Authority and accountability is

further defined as follows:

(a) Tgeé Jq‘:xechth?e Qficer: TheT g & Jq‘:xechth’le Officer is accountable to the Chiefs Executive
Council for the monitoring, enforcement and implementation of this Policy.

(b) Senior Director of Administration: The Senior Director of Administration is accountable to the
TEO with the responsibility to monitor and enforce this Policy.
(c) Director of Corporate Services: The Director of Corporate Services is accountable to the Sr.
Director of Administration for implementing this Policy.
6.2 Specific:
€) Chi ef 6 s Ceoxuenccuitli v(eCEC) : The Chief ds Executive Counc

mandate of the Department of Corporate Services.
(b) Tge Jcﬁxectlth?e Officer (TEO): The TEO is responsible to the CEC for carrying out the mandate
of the Department of CorporateiSices, and shall preside over the operation of the Department.
The TEO is authorized to ensure the carrying out of the duties described in this Policy in a manner
the TEO deems appropriate for the effandateent and e
(© Senior Director of Administration (SDA)T.he Senior Director of Administration is responsible
for the management of the Department of Corporate Services including the planning,
administration and other functions necessary to further therDepme nt 6 s mandat e; and
accountable to the TEO for the proper conduct of the business of the Department. The SDA is
responsible and accountable to the TEO.
(d) Director of Corporate Services: The Director of Corporate Services is responsible for the day to
day operational administration and management of the Department of Corporate Services. The
Director is responsible and accountable to the SDA. The Director is responsible for the statutory
responsibilities set out for the Director in fig) é Brmance ad Human Resources Law

7. Provisions
7.1 Mandate Establishment: The mandate, including the authority, responsibilities and functions of the

TQéE)c(h(Yutive Of ficer and the Department of Corpor
Executive Council is established in this Policy.
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7.2 Duties of theT § & Jq‘:xectlth’ﬁe Officer: The TEO shall delegate the development and

(@)

(b)

(©)

(d)

(e)
(f)

(9)
(h)
(i)

1)

(k)

o
(m)

implementation of programs drservices in the Department as may be appropriate to fulfill th
mandate of the TEO and the Department.

The TEO shall have charge of and be responsible for:

Ensuring that the Department of Corporate Services operates in a manner consisteri ‘inﬂY

e

Government legislation, policy, priorities and strategies, and in their absence, using generally
accepted accounting principles (GAAP) and commonly accepted standard operating procedures.
The provision of a comprehensive and effective framewbpolicies, processes and systems that
are well understood and used by TG Departments to achieve effective control, monitoring and

enforcement of TG legislation and policies.

The Director shall have charge of and be responsible for:

Finance

The mamagement and control of revenue, disbursements and assetsTog tee avernvhent

including the coordination of the development of annual budgets, the design and coordination of

all related processes and documents, managing and administering teeis @ W ¥r nmen
external audit, internal audits, tax, insurance, banking and investment programs.

The provision of accurate and timely financial reports providing information and advice to
leadership and senior managers required for sound financiaberaeat decisiomnaking relative
to the allocation, management and control of the resources ofghé ﬁ;ayehmhent

ensure the proper collection, receipt, recording and dlsposmﬁrgo’é ﬁnamthand ensure that
proper authority exists for disteement ofl § & m(mllasY

establish the method by which the accounts offtlie & ﬁ;onvdehent shall be kept and the

t 60s

method by which any employee shall accounfTay & ﬁncmllasYNhlch come into his or her hands;

maintain the accounts of tie§ Gdvéfnment;
evaluate the accounting and financial management systems'b@heﬁ?m/dmment and, as

necessary, recommend i mprovements to the Chi
Prepare any financial st at e nbkxecutige Cauncdortheport s
Assembly.

Human Resources and Records Management

The provision of human resources support to directors and staff ®f ghé qzayehn?hent,

including development of the terms and conditions of employment, job evaluation and
classification of positions, payroll and human resources management issues not limited to but

including planning, discipline, recruitment, retention, benefits administration and training for

Tge ﬁScwehnYhentstaff
The provision of support for thaelivery of allT § é ﬁ;cn/dTnYhenDepartments programs and

services through corporate support services such as financial information, human resources, office

and facilities management, records management, the provision of IT services and others as

apprriate and required.

The development of standards, policies and guidelines for the management of government records

to ensure they are available throughout their prescribed lifecycle.
Evaluation of the activities of departmental supervisorsstaid

8. Administration
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Subject: ESTABLISHMENT POLICY FOR THE DEPARTMENT OF CORPORATE SERVICES

The Department of Corporate Services shall be administered in such a manner as to ers@yeethat h Y
Government requirements as expressetl & 4 ¢ meYulatioasvagreements, policies and directives are
satisfied.

9. Prerogative of the Chiefs Executive Council

Nothing in this Policy shall in any way be construed
Council to make decisions or take action respecting the Department of Corporate Services outside the
provisions of this Policy.

Effective Date:April 17, 2013
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Subject: ESTABLISHMENT POLICY FOR THE DEPARTMENT OF CULTURE & LANDS
PROTECTION

1. Statemenbf Policy

TheT g é QSmJGhnYhent will establish a department called the Department of Culture and Lands Protection,
under the direction oftiE § €94 chY Executive Officer

2. Mandate

UnderTgeﬁ.a\WY the Chiefds Executive Council (CEC) is the
and protectlonngeJq.andlsémdthemterestoftfreg é4 Eh&Xughout MYew-hgéq "Gogha3,D N
Tgef,alhl Protection Law)ExecW\teC@UncﬂEh@@eiﬁxecht‘]edfflbee Chief 6s

and the Department of Culture and Lands Protection shall be responsible for providing leadership and
direction in all areas of lands protection, cultural practices, research, monitoring and tedresehrdh
and Training Institute.

3. Principles

TheT § é ﬁ;cn/ehnYhent will adhere to the following principles when implementing this Policy:

(3.1) The guiding principles that emerge from thej € gon "&W¥ describing our beliefs as a People,
andare written in our Constitution, must be used as the foundation from which our actions as a
government take their strength and direction;

(3.2) The language, culture and way of life of thej & people Yhust be valued and serve as the
foundation for the development and deliveryTo§ & ﬁ;cn/dm‘ment programs and services.

(3.3) The interests, desires and aspiration$ @ € gitizemsy as well as changing circumstances in the
region should beeflected inthe provision of the programs and services of the Department of
Culture & Lands Protection

(3.4) Effective communication is important with clients, partners and citizens so as to inform and
involve them as appropriate in decisioraking reléed to the development and implementation of
Government programs and services.

(3.5) Programs and services should be cost effective, providing value for money while being responsive
to the needs of the people they serve.

(36) Tge emtzelmsYdeservdemonstrable accountability for the conduct of government.

(3.7)  Employment practices and staff development should achieve the goalsTogtiée; ¢ h \4
Government, through a representative workforce, attractiddkeeping excellent people, and
being fair and consistent.

4. Scope

This policy applies to all employees of thej & QSm/ehnY’hent.
5. Definitions

In this establishment policy,
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Subject: ESTABLISHMENT POLICY FOR THE DEPARTMENT OF CULTURE & LANDS
PROTECTION

ATgegandr nment & § @avershent ameits institutions as defined inThg €+ ¢ h Y

Constitution.

AT g é+4 ch&r governmental Services Agreemento means the i
referred to in 7.10 of th€ § € ﬁ\gcehmént and signed on Augusfi2003 by teT § & ﬁ;cn/ehmhent the

Government of the NWT, and the Government of Canada.

AChi efds Executive Counci'l'lgt‘)éq:mmshhion.he same meaning as i
AiDepartment d means the Department of Cudyture and Lanc
iTgeExaddutive Officerdo means the senior or chief exec
Executive Council and is responsible for the effective delegation of the management and administration of

the affairs of thd § & Gavernvhent.

ihe or Director of Administrati onoT greckaecVe Officer seni or m
and who directs and manages the departmental affairs of hé qu/dehent

ADi rectoro means the per son dbapartmerd, and to supetvisé and st er t he
administer the programs and services delivered by the Department of Culture and Lands Protection under a
Departmental Establishment Policy.

ACul tur al Coordinato
Services Agr eement b
AEmpl oyeed means ge

fal}

ro means tﬁééthergo@emnmentalppointed unoc
y the Chiefdods Executive Council e
Sweryhent.e mp|l oyed by

6. Authority and Accountability

6.1 GeneralThis policy is issued under the authority of the Chiefs Executive Council (CEC). The authority

to make exceptions and approve revisions to this Policy rests with the CEC. Authority and accountability is

further defined as follows:

(a) Tge Jqf_xectlth’ie OfficerTheT g & Jcﬁxechth’le Officer is accountable to the Chiefs Executive
Council for the monitoring, enforcement and implementation of this Policy.

(b) Senior Director of Administration: The Senior Director of Administration is accoletalihe
TEO with the responsibility to monitor and enforce this Policy.

(©) Director of the Department of Culture & Lands Protection: The Director of the Department of
Culture & Lands Protection is accountable to the Sr. Director of Administratiomfdementing
this Policy.

(d) Cultural Coordinator: The Cultural Coordinator is responsible to the Director of the Department of

Culture and Lands Protection to implement section 8.4 through 8.8 6fghé 4 ¢ h Y
Intergovernmental Services Agreement.
6.2 Specific:
€)) Chiefds Executive Counci l (CEC): The Chiefds Exec
mandate of the Department of Culture and Lands Protection.
(b) Tgeé Execbth?fe Officer (TEO): The TEO is responsible to the CEC for carryincheunindate
of the Department of Culture and Lands Protection, and shall preside over the operation of the
Department. The TEO is authorized to carry out the duties described in this Policy in a manner the
TEO deems appropriate for the efficientandeffeei f ul f i | | ment of the Depart
(c) Senior Director of Administration (SDA)T.he Senior Director of Administration is responsible
for the management of the Department of Culture and Lands Protection including the planning,
administrationand t her functions necessary to further the
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accountable to the TEO for the proper conduct of the business of the Department. The SDA is
responsible and accountable to the TEO.

(d) Director of Culture and Lands Protection: The Dioeof Culture and Lands Protection is
responsible for the day to day operational administration and management of the Department of
Culture and Lands Protection. The Director is responsible and accountable to the SDA.

(e) Cultural Coordinator: The Cultat Coordinator is responsible to advise the parties td theg 4y ¢ h \%
Intergovernmental Services Agreement on how to use their respective powers in ways that respect
and promotdl § € fanguage and the culture and the way of life of ihg € irst Nafon. The
Cultural Coordinator is responsible and accountable to the Director of Culture and Lands
Protection.

7. Provisions

7.1 Mandate Establishment: The mandate, including the authority, responsibilities and functions of the
Tge Jq‘:xechth’ﬁe Oficer and the Department of Culture and Lands Protection as directed by the
Chiefds Executive Counci l is established in this
7.2 Duties of thel § € Jq‘:xechth’ﬁe Officer: The TEO shall delegate the development and
implementation of programs andrgiees in the Department as may be appropriate to fulfill the
mandate of the TEO and the Department.

The TEO shall have charge of and be responsible for:

€) Ensuring that the Department of Culture and Lands Protection operates in a manner consistent
withT g e ﬁ;m/ehn‘?hent legislation, policy, priorities and strategies, and in their absence, using
commonly accepted standard operating procedures.

(b) The provision of a comprehensive and effective framework of policies, processes and systems that
are well understood and used by TG Departments to achieve effective control, monitoring and
enforcement of TG legislation and policies.

7.3 Duties of theDirector of the Department of Culture & Lands Protectibine Director of the
Department of Culture and hds Protection shall direct and implement the development, with
elders, leaders and staff, of strategies that sustaifi gué tancld) l¥nguage, culture and way of
life through their protection and preservation, and the promotion of our culturacpsacthe
Department of Culture and Lands Protection has three primary functions.

The Director shall have charge of and be responsible for:

(a) Lands Protection_ands Protection includes land administration, mapping and GIS
Information, Renewable Resaas Management, Intergovernmental and agency relationships and
liaison with the Kwe Beh Working Group.

(i) Land Administrationr TheT § & andhU¥e Plan Law has established Thg é tandhU¥e

Plan (TLUP). The Department of Culture and Lands Protection is the lead department in the
implementation of the TLUP, and assisting the CEC in its role and requirements under the TLUP.
The Department of Culture and Lands Protection will recaiheprocess applications for use of
Tge J@rtds‘na‘% well as liaise with applicants andTth@ € gublib o issues relating to the TLUP

and its implementation, including the processing of requests and applications. Generally Culture
and Lands Protection is responsible for the administratidh ®fe tancld) icluding the
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admi ni strat oosdd & faidnidsr thd § & fands Rrotection Law made

before May 31, 2013, and for the orderly consideration, negotiation and administration of any

tenure instruments (leases, permits, licenses, access agreements, etc.)

(i) Mapping and GlSnformationi The lands protection function of the Department of Culture

and Lands Protection provides advice and resources to theTCE@, ﬁ;m/d'rmhent Departments,

working groups, and where appropriafe§ € e,nuzdmsYabouir ge +farrd$1by stdng and sharing

maps; developing and maintaining information abbw & fand Yeneral, and specifically about
important sites and areas; developing and maintaining a Geographical Information System (GIS)
aboutT § é tamd that captures, stores, byises, manages and presents data with reference to
geographic location data.

(i) Renewable Resources Managememhe lands protection function of the Department of

Culture and Lands Protection provides support and advi€edte qsom/dm?hent departmés on

issues of renewable resource management including caribou and other wildlife management, plant
harvesting and forest managementlog & tandsh Gulture and Lands Protection also works in
collaboration with other Governments and Agencies imesagement of the above mentioned
renewable resources. The Department makes recommendations on policies and procedures and is
the main point of contact for intergovernmental arrangements.

(iv) Inter-Governmental & Agency Relationship3he lands protectiofunction of the

Department of Culture and Lands Protection will advise the CEC on consultations, initiatives and
proposals in regards to any federal initiatives related to the operations of environmental boards and
agencies in the NWT, as well as the dation of authorities over Crown lands from Canada to

the GNWT, and the i mpagdq on CMYWhit eGaglda LRNndN Prot
working contact for Governments for issues, including but not limited to, access requests under
Chapter 19 otheT g € Agcebm’ent,'l' ge hedt&ge’/resources (Chapter 17), protected areas

(Chapter 16), expropriation ( chapter 20). Culture and Lands Protection is the primary point of
contact for the environmental boards in dealing with applications by developether

proponents relating td § e+,ardshW’eko ezh%and MYwh? Gogha D™ Nety 84 . Cul ture and L
Protection receives notices and ensures requests are processed by the grep@nvehnYnent

institution, department or working group. Cutuand Lands Protection maintains a lisTo§ € 4 ¢ h \
representatives on environmental boards and agencies and e'mspeqepr%éntatlon is

maintained.

(v) Liaison with the Kwe Beh Working Groupl he lands protection function of the Department

of Cuture and Lands Protection is the primary liaison withthg & ﬁ;ayehnYhent Kwe Beh

Working Group which was created to build capacity ofthg & ﬁ;cn/ehn‘ment to manage mining

files. Overlapping interests occur specifically in the regulatory prodessvironmental

assessment for any files.

(b) Research and Monitoring & thie g é Resdar‘é‘h & Training Institut®esearch & Monitoring

includes research, training for capacity building and educational activities:

(i) Research PromotiohThereseatt and moni toring function of the D
Lands Protection promotes research of wvalue to th
especially inquiry which studies the traditional knowledge of our elders concerning our lands,
language, culture and way of life;

(ii) The use of Tg é|'-|Th|Emeé’eard'hraladdﬂortitdrirmgriuadtion Kfthe wl e d g e
Department Culture and Lands Protection gathers TK information on traditional names for places,

T § é Govemnsnent January 1, 2018 Version
Administrative Policy and Procedures



Section: Governance 3.6

Subject: ESTABLISHMENT POLICY FOR THE DEPARTMENT OF CULTURE & LANDS
PROTECTION

historical and cultural use of areas well as information about the location and importance of

specific sites like gravesites Gng &4 @ s, or in the étNgeq r ea rMeYaw h 3T hG osg |
function works with the Lands Protection function to coordinate and oversee all land$ T&ate

research i n M&wWh+ ;Gogha D~ N

(iii) Promotion of Indigenous Research Desig@ulture and Lands Protection promotes the

development and use of indigenous research design and appropriate community methodologies

such as narrative and participat@ction research;

(iv) Development & Training o § éReshé(a Fctherrsesearch and monitoring
Depart ment Culture and Lands Protection promotes

training of T4génq chY amdelaeatherssehoclh apmr djesdctgs ac
Net;69~ on TgéeqchY priorities, as well as the educa
whil e encouraging engagement with contemporary i
way of life;

(v) Educati-Bdatatcnhgvabnhdesnforming our people, an

significant TgéqchY Traditional Knowledge through
presentation of information about our landsigaage, culture and way of life;

(vi) Assistance to ResearelProviding support and assistance to researchers by reviewing their
research, fostering communications and facilitating the use of local field resources wherever
possible such as cultural infoamts, guides, and community infrastructure including access to
offices, accommodation and related resources;

(c) Cultural PracticesCu |l t ur al practices provides opportunitie
to practice our language, culture and wdyife through organized activities on the land and in our
communities.

(i) The cultural practices function of the Department of Culture and Lands Protection supports and
organizes activities include harvesting activities such as hunting, trappinilaind f

(i) The activities include traditional recreation and celebrations such as drumming, dancing and
hand games.

(iif) The activities include the creation and construction of traditional articles of clothing, artifacts
and artwork,

(iv) The activties include travel across the land with elders and youth such as Trails of our
Ancestors and Embe, as well as opportunities for language and cultural learning with elders.
Other responsibilities of the Director include:

(d) The monitoring and evaluati®f the program and services of the Department of Culture and
Lands Protection of th€ § & Gavernyhent.

(e) The evaluation of the activities of departmental supervisors and staff, including the Cultural
Coordinator.

7.4 Duties of the Cultural Coorditar: The Cultural Coordinator shall provide advice to the parties of
theT g € +pterglo€(ernmental Services Agreement, and shall provide any advice, conduct any
study and produce any report related toThg é fangumde or to the culture and way oéldf the
T § e frirst Nafion that is requested jointly by the parties.

The Cultural Coordinator shall have charge of and be responsible for:
(a) Assessment af g & +grrgllag}é vitality and measurement of trends of our cultural strengths by
creatingand using on a regular basis, the appropriate research and analysis tools;
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(b) Participating with a team of TG staff in the development and applicatiof & & guituralY
framework T § & #lanffirofm ISA article 6.2) that will be used for the depenent of

legislation, policy, programs & services as well as for review of outside legislation, policy and
practices under the ISA.

(c) Research the necessary legislation, policy and practices including but not limited to intellectual
and cultural propety rights to protecT g é +p1nguag’é, culture and way of life.

(d) Oversight, review, participation and intervention as necessary in legislation and policy
developed by Canada/GNWT which may endarfgér € fighthiuvider thd@ § € Ageeanent, or
harmT § € tfanguage, culture and way of life.

(e) As per section 8.7 of the ISA, producing a written report to the Parties of the ISA, once every
three years that includes information and recommendations concerning the $tafesof ¢ h Y
language, culture and way of life.

8. Administration

The Department of Culture and Lands Protection shall be administered in such a manner as to ensure that
T § é gavdinyhent requirements as expressed in statutes, acts, agreements, regulitiessammb
directives are satisfied.

9. Prerogative of the Chiefs Executive Council

Not hing in this Policy shall in any way be construed
Council to make decisions or take action respectin@tpartment of Culture and Lands Protection
outside the provisions of this Policy.

Effective Date:April 17, 2013

Return to Table of Contents
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Subject:

ADMINISTRATION IN LIEU OF POLICY

This policy has been repealed fronT g € f_;(wém?‘nent Administrative Policy and will only be
implemented within the T § & 4 egisiavive Policy.

PAGE INTENTIONALLY LEFT BLANK.

Effective Date:May 3, 2010
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1. Definitions

APolicy distributiono means theTg ¥l é @ovemmenttd § 6ncb¥ admir
Government employees aiidg € gitizemsY

2. Authority andApplication

This policy is made under the guthority of the Chiefs Executive Council. This policy applies to policy
documents of th& § e gawdinyhent administration.

3. Purpose and Position

The purpose of this policy is to establish the minimum requirementslficy mlistribution.
TheTgegaewn&rnment 6s Administrative Policy and Procedure
procedures for operating theg e ﬁ;ayehmhent and is a tool for commumcatmg the principles, values and

goals of theT § é qsavehnYnento supervisors, employees andj é erltnzdmsYIt is therefore imperative
that the policy be easily accessible.

4. Requirements

a) As per Policy 2.1 Policy Development,vthe current official version of the policy document will
be in the possessionthfe T g & fxechtive Officer. All other copies are uncontrolled copies and
may not be current.

b) As part of orientation, all § & ﬁ',%os/ehnYhent employees will be provided with a copy of the
T § e Gavehnvhent Policies and Procedures Manual.

c) Policy documents will be made availableTiay é qmzelmsYat all g é qsm/drm‘rhent offices free
of charge.

d Tge q;qvehn%ent employees will be notified by email and hard copy of any updated, revised or
new policies.

e) When policies are amended whiaffect an employees terms of employment, employees will be
notified in writing.

f)  All policies will be available at th& § & q;‘-c(yehn?hent website.

g) Subject to reasonable constraints,Thg é q;‘-c(yehn?hent will aim to have updates and revisions
publishel within five (5) business days of approval. Notifications will be circulated internally.

5. Monitoring
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The Manager: Human Resource Servisggsponsible for implementing this policy.
TheDirectori Corporate Servicds responsible foenforcingthis policy.
The Senior Director of Administratias responsible fomonitoringthis policy.
TheT § é Jq‘:xectltl\’le Officer is responsible for informing and evaluating this policy.
6. Process
The following process steps are to be used as a referereeefarting the above policy:
a) TheT g é Jcﬁxechth’ﬂe Officer will ensure that the policy manual or amended policies approved by
the Chiefs Executive Council are printed on official policy paper bearing a watermark and the
T § é gaveinyhent logo. The masteopy of the document will be kept by tiej & fxechtive
Officer.
b) TheT g é Jq‘:xechth?e Officer will forward a copy of the policy manual or amended policy to the .
Manager: Human Resource Servicgbo will be responsible for forwarding copiesto®lff €4 ¢ h Y

Government employees and posting the policy ortiieé an/ehn?hent website.

c) The Community Directors will be responsible for updating all public copies of the policy manual
and providing their respective Chief and Assembly members with aategdopy.

Effective Date:April 13, 2015

Back to Table of Contents
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1. Definition

AfCopyrighto pertains to the requirement to properly

produced by or for th& § & (;acn/ehn?‘nent when producing or reproducing & ﬁ;cn/ehn%ent works.

2. Application and Authority

This policy is made gnder the authority of the Chiefs Executive Council and applies to all works produced
by theT § & Gavdinyhent.

3. Purpose and Position

The purpose of this policy is to make certain there are safeguards in place to ensughitt c
Government works are protected, yet easily accessitllettcs gitizemsy

TheT § é ﬁ;cn/ehn?hent publishes information, presentations, documentation, stories and research based on
the stories, beliefs, practices and heritage offtlie € gitizemsYThis research is unique and priceless for all

T g é gitizemsY

4. Requirements

a) To safeguard the ownership of these materials created Ay ghé (ﬁos/ehn?hent, thd g €4 c h Y
Government will ensure the copyright of these publications.

b) These publiations will bear the necessary copyright protection information on the reverse of the
cover page, or in another appropriate place, indicating the following:

A[ The title of the resource] o
ACopyright [ daTd@eéa \eprunbnheinctadt i on] ,
5. Monitoring

The Senior Policy Advisor of Priorities and Planningésponsible for implementing this policy.
TheDirector: Corporate Servicés responsible foenforcingthis policy.

The Senior Director of Administration is responsible for monitotirig policy

TheT g é Jq':xectJtN/eOfficer is responsible for informing and evaluating this policy

6. Process

The following process steps are to be used as a reference for executing the above policy:
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a) Whenthel g e ﬁ;cn/ehn?hent hires a new employeeeoters into a contract for services with a

b)

c)

d)

consultant or other professiontiie Manager: Human Resource Servige$ § & Jq‘:xectlth’rfe
Officer will include in the letter of offer or contract for services provisions indicating that all
works created in the execution of their work duties are the property of §hé Goveinvhent.

Documents intended for public distribution wilbt be distributed until approved by thej €+ ¢ h \%
Executive Officer as per Policy 4i8Communications Policy.

Once approved, the Senior Policy Advisor of Priorities and Planning will be responsible for public
dissemination of the document and will enstiva copyright information is included with the
document.

Where it is found that an employee has violated the copyright policy, employees may be
disciplined in accordance with Policy @.Discipline of Employees.

Effective Date:September 3, 2012

Back to

Table of Contents
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1. Definitions

fiTel ephone, cellular telephone and calling card useo
media used by § € Gavdinhent employees in the execution of their duties.

2. Authorities and Application

This policy is made under the direction of the Chiefs Executive Council and applie® é)ﬁam/dm?hent
employees.

3. Purpose and Position

The purpose of this policy is to establish guidelines for how telecommunication resources will be utilized.

TheT § & Gaveinyhent recognizes that the use of the telephone is an indispensable business
communications tool and is necessary for the successful operationTofitiee avdrnyhent.

4. Requirements

a) Telephones and cellular phones are a privilegeigeal to employees to facilitate the fulfillment
of their duties. Although it is recognized that communication privileges may from time to time be
used for personal reasons, the é ﬁ',%os/ehn?hent expects thamployees conduct themselves in
an appropria manner as outlined in Policy &mployee Conduct and Policy 1. Zode of
Ethics and that angersonal telephone, cellular phone or data charges will be kept to a minimum.
Any excessiver inappropriat@ersonal use of § & ﬁ;cn/dm?nent communicatiaesources will
be subject to disciplinary action.

b) Collect calls of a personal nature must not be accept@dgp® Qayehn?hent telephones.

c) Employees who are provided with a cellular phone must execute and abideTby the; ¢ h Y
Government Cellular Teldgonei Use and Acknowledgement Agreemémnind inAppendix M

d) Communications expenses will be paid by Thg & ﬁ;onvdm?hent as per Appendix A.
e) The Senior Director of Administration must approve all telecommunication contracts in
accordance with Policy.77 Budget/Spend Authorities. Tile g & fxechtiYe Officer will approve
the contract for the Senior Director of Administration.
f)  Violations of this policy may be dealt with under Policy 6 Riscipline of Employees.
g Where an employeebs role involves unique communi

Tgeé Jcﬁxecl]th’rfe Officer may approve issuance of a cellular phone and reimbursement of
communication costs at their discretion.
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h) Guidelines for payment and prasing of cellular phone, PDA and lodgstance charges are
outlined in Policy 5.11 Payment Procedures and Policy B.Pravel Expenses and Honoraria.

5. Monitoring
All T4geéeq chY Government employees are responsible for
All supervisors are responsible for enforcing this poligth employees reporting to them.
TheManager: Financial Servicésresponsible fomonitoringthis policy.
TheDirector: Corporate Servicés responsible foinforming and evaluatinthis policy.
6. Process
The following process steps are to be used as a reference for executing the above policy:
a) Employees are responsible for familiarizing themselves with the requirements of this policy.
Abuse of this policy may lead to penalties not limited to reirebment of funds. Employees are
responsible for notifying their supervisors if their use of communication services exceeds normal

usage.

b) On a monthly basis, tHdanager: Financial Servicegll review all cellular phone and telephone
bills.

¢) TheManager: Financial Servicegll prepare a report for thBirector: Corporate Services
highlighting any significant variances or violations of this policy.

d) TheDirector: Corporate Servicesill follow up and take action as required.
e) The Manager: Finanai Services will have all employees complete g é qzm/ehn%erl(:ellular
TelephondJse and Acknowledgeme Agreement found in Appendix Eind keep record of all

cellulartelephones issued to employees.

f) Misuse of telephone and cellular telephgne i vi | eges wi | | be brought to t
If the misuse continues, the employee may be subject to disciplinary action.

g) Suspected misconduct will be dealt with as stated in Policy Bi&cipline of Employees.

Effective Date:May 25, 20T/
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Subject: USE OF INFORMATION TECHNOLOGY

1. Definitions

AUse of information technology, o also called IT, me ar
fax, database(s), intranet, Internet, World Wide Web, electronic media, hardware and software that is

owned, managed and supported byThg e gavenivient.

2. Application and Authority

This policy is made under the authority of the Chiefs Executive Council and appliesTt@tie; ¢ h Y
Government administration.

3. Purpose and Position

Thepurposeofth@@éﬁ;c\he?r nment 6 s i nfpoliciesasttaensnore:t echnol ogy

1 asecure workplace;
9 a productive workplace;
1 civility and professionalism among employees of thg & Gavenyhent, members of the
T § & fatidm &nd the public; and
1 that neither the employee nor thej & Gavernyhent is exposed to any liability from an
empl oyeeds use of information technology resour

TheT § é q;qyehn?hentecognizes that information technology is essential for the effective and efficient
operation ofT § €& gawvdinyhent services. Uséthe Internet, including email, is a tool provided to
employees to improve the quality of service delivery.

TheT § é q5m/d1n¥’hent accepts that employees will from time to time use its information technology
resources for personal use. When employses § é ¢Gavernyhent information technology for personal
use, they are required to comply with Policy 6. Employee Conduct and the guidelines contained within
this policy.

4. Requirements
General Guidelines
a) Al |l information stored on an employeef6s computer,
other material is considerdd§ & ¢avdrnyhent property and may be accessed or deleted at any
time by an employeeds supervisor.
by An empl oy &§ & @aveirshent infdrmation technology resources may be restricted at

any time for inappropriate use. Such inappropriate use includes, but is not limited to, activities
|l isted under AProhibited Uses of Email and I ntern
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c) Internet, email and information technology (IT) use and access, including personal

communications by employees, may be monitored, logged and reviewed by the Senior Director of
Administration or designate in order to assess the security of the networkraplibt@e with this

policy.

General Computer Management

d)

e)

)]

TheT § é q3cn/ehn?hent is responsible for ensuring all employee computers are usable and contain
the programs required for an employee to carry out assigned duties.

Downloading other programs frothe web, or any other source, is not permitted without the
written consent of an employeeds supervisor.

At the start of employment, an employee will be assigned a user profile and passwords, as
required, to access computer, email and other services. feglonust not reveal their passwords
to anyone, except at the request ofi@agerdepartment director or the Senior Director of
Administration.

An employee will not allow others to use their computer without the consent of their supervisor.
TheT § é fxechtiYe Officer can designate individuals who may access any or all computers
owned by thel § & goveinyhent.

Electronic Mail and the Internet

h) Employees are expected to be courteous and follow network etiquette when using electronic mail
(email) orthe Internet. Training will be provided if required.

i) Employees should respect all intellectual rights and copyright for information posted on the World
Wide Web.

j) TheT § e Gavernyhent will provide all employees with email accounts for wetited use.
These email accounts are to be used for weldted purposes only.

k) Contractorand noRT § & Gpavehn?hent employeese not permitted to have § & ﬁ;cn/de’hent
e-mail addresses.

[) Use of personal email accounts (i.e., Hotmail, Yahoo, Gmail or other accounts) feralaidd
business is not permitted.

m) Employees must remember that emails are a method of communication and, as such, the content
of emails sent externally should refldc§ & @avdrnyhent positions.

n) Allemails onT § & ﬁBowehn?hent accounts are considefed é ﬁ;avehn?hent property and may
be accessed at any time by a department director, Senior Director of Administratign®r ¢ h Y
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Executive Officer. The personh@se email account is being accessed will be notified, where
appropriate, at the time of access.

Prohibited Uses of Email and the Internet

0) The following uses of email and the Internet are not permitted and may result in disciplinary
procedures:

sendingunsolicited junk mail;

sending chain mail;

personal use, including personal business;

political lobbying;

sending ossoliciting slanderous, hateful or harassing mail;

distributing virusesdlistributingor solicitingpornography or obscene, lewd, violent or racist
material; and

9 any illegal activity.

=4 =4 =4 -8 -8 -9

p) Unl ess authorized by an empl oyeebds supervisor, in

g) The use of instant messaging software for business purposes isdallbare employee uses
instant messaging software for personal use, the software may be removed from their computer
and they will lose the privilege of using the software for business purposes.

World Wide Web

r) Employees are encouraged to use the WorldeWikb to help carry out their job responsibilities
by gathering information, exploring new ideas and processes and finding new methods of
delivering their programs and services.

s) Accessing websites, including databases, newspapers, periodicalscgobtbpedias, is
encouraged if it improves an employeeb6s efficienc
made to a welbased service without the prior approval of a department director or supervisor and
following proper financial policies and proceds.

) An empl oyeeds I nternet use must be | imited, respe
i. An employee may not:

9 access pornography or racist, violent or obscene material (including downloading
files);

1 access chat rooms;
1 conduct private business solicit money for personal causes;
1 download programs, music or pictures;
1 access streaming services (video or audio);
1 access online games (including gambling services);
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1 misrepresent themselves, i.e., use pseudonyms or aliases;
1 carry out any illegal actity; or
9 access social networking media.

ii. An employee may use the World Wide Web for personal use outside business hours, i.e.,

during lunch or coffee breaks, or after regul a
use must follow the conditions detailedbab.

5. Monitoring

All employees are responsible for implementing this policy.

All supervisors are responsible for enforcing this policy with emplogeggartingto them.
TheDirector: Corporate Servicés responsible for monitoring this policy.

The Senior Director oAdministrationis responsible for informing and evaluating this policy

6. Process
The following process steps are to be used as a reference for executing the above policy:

a) To ensure that aging computer systems remain compatible within ghée qsm/de’hent
environment, the Senior Director of Administration will be responsible for monitoring and
maintaining information technology. When new hardware is purchased, existthgana will be
redistributed or disposed of properly.

b) TheSenior Director of Administratiowill manage hardware and software assets on an ongoing
basis (i.e., virus issues, network breach, lost or stolen computers, etc.).

c) Employees will immediately rept any support service needs to their supervisor, who will
determine if support is needed from the IT service provider to avoid damage or risk to the
information technology assets owned and managed by the ¢Govéinvhent.

d) An employee who suspects amysuse of IT, email or Internet by another employee should report
it to their own supervisor.

e) If a supervisor recognizes the misuse of IT, email or Internet by an employee who reports to them,
they should speak to the individual reminding them of theuRempents of this policy. Should the
misuse continue, disciplinary action should escalate in accordance with Policip&dpline of
Employees.
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f) If a supervisor receives a report of misuse of IT, email or Internet by an employee who does not
reporttohem, they should report the suspected misuse
Should the misuse continue, it should be dealt with according to Policy Edfployee

Complaints and Appeals.

g) Any infractions of this policy will be dealt with accordirg Policy 6.2i Discipline of
Employees.

Effective Date April 13, 2015
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1. Definitions
AVehicled means al l mobT§ éﬁ;wdqnihénpfcmésm\tvnupeuimclcdings ed by t he
boats, ATVs, cars, trucks, snowmobiles, etc.
2. Authority and Application
This policy is made under the authority of the Chiefs Executiven€iband applies td § € q5cn/dTnY’hent
employees and Chiefs.
3. Purpose and Position
TheT § é ﬁ;cn{ehm’hent recognizes that thej é grrmlby‘éesnay have a need feehicles to conduct
T § & gowdinyhent business. Responsibility for the vehicldisbeiassigned to Community Directors in
the respective communities and the Senior Director of Administration for the head office.
4. Requirements
Eligible Drivers
a) Only employees conducting business on behalf oftigeé ﬁ;avdm?hent are eligible to drive
T § & gowvdinyhent vehicleShe Travel Clerkwill maintain a list of eligible drivers, noting any
driving restrictions on their licencesd provide listings to Community Directors and/or Senior
Director of Administration
b) In order to be eligible to drive® § éﬁ;c\he’(r nment vehicle, persons_ must
abstract and valid c opTyave Clerkand beiapproded ontfied &ysc HY cenc e
Government Insurance Polidgligible drivers maybegui r ed t o provi de proof of
licence once every six (6) months.
c) Il f a cost is involved in obtaining a driverdés abs

will pay the costs and submit receipts for reimbursement by thes ﬁsavd'm‘?hent.

d) All eligible drivers will be given a copy of this policy and will be required to initial and date a
copy, which will be kept by théravel Clerk

Use of the Vehicle
e) Theuseofd § é q;qyehn?hent vehicle is a privilege. If the Serfibrector of Administration
Community Directoor Director of Corporate Servicegtermines that an employee is abusing the

privilege, they may revoke driving privileges.

f)  Pursuant to Policy 4.7 Tobacco Use in the Workplace, smoking or consumption @frdtirms
of tobacco isiotpermitted inT § € Gavdinyhent vehicles.
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g) The Community Directors and Senior Director of Administration must approve all uses of the
T § & gowdinyhent vehicle in their respective communities. A-sighsheet will be maintagul
and must be used by all drivers.

h)y T § e gavemvhenvehicles are not for personal use.

i) Passengers df § & Gavernyhenvehicles shall be limited t& § & Govemyhenemployees and
individuals who are directly associated withy é $wdm¥hent1vork activity (committee/board
members, consultants, contractors, etc.). Family members shall not be transpdrieéin ¢ h Y
Governmentehicles unless they are accompanying the employee or individual for work directly
associated with th€ § & Gavenyent.

i) When public transportation is available in the community for transportation to and from the
airport, employees and elected officials will make every effort to use the public transportation
available.

k) No person may use®§ € Gaveinyhenvehicleoutside of the respective community without the
approval of theDirector: Corporate ServiceAs Behchok\@s part of the atlweather road system,
Tge ﬁ;avdehent/ehlcles may be used outside the community. This is the only exception.

[) When the vehicle is not in use, or at the end of each business day, it must be park&dgaéthec h Y
Government office and the keys returned to the Community Director or Senior Director of
Administration. If there is abuse or suspected abuse of the 0s§ ca‘qsonvehnYnent vehicles, the
Director: Corporate Servicesay extend the care and control of Th¢) é qsonvehnYnent vehicle to
the local chief.

m) Persons may not operafeg é ﬁ;cn/ehn?hent/ehicles under the influence of alcohol, illegal drugs,
pregription drugs or medications that may interfere with the effective and safe operation of the
vehicle.

n) Personsdriving § € Gﬁcn/ehn?hent/ehicles shall obey all applicable traffic and parking
regulations, ordinances and laws.

i Persons who incur parkirgy other fines inr g é q;‘-m/ehn?hent vehicles will be
personally responsible for payment of such fines.

ii. Persons who are issued citations for any offence while using & q;‘-avehn?hent
vehicle must notify the Community Direct@enior Director of Administratioor Travel
Clerkimmediately or no later than 24 hours after the offence is issued. Failure to provide
such notice may be grounds for disciplinary action.

iii.  An eligible driver who is arrested for or charged with a motoraletdffence for which
the punishment includes suspension or revocation of the motor vehicle licence, whether
in his or her personal vehicle or iflTaj & ©avehnyhent vehicle, must notify the
Community DirectorSenior Director of Administratioor TravelClerk no later than 24
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hours after the offence is issued. Conviction for such an offence may be grounds for loss
of T § & gavdrnyhent vehicle privileges and/or further disciplinary action.

0) TheT g é ﬁaayd'm?henshall not be liable for the loss or damage of any personal property
transported in the vehicle.

p) Drivers are expected to ke&pg é @wdm?hent vehicles clean and to report any malfunction or
damage to the Community Director or Senior Director of Adstiation immediately.

5. Monitoring
Al Tgeé qsm/ehn?henEmployees are responsible for implementing this policy.
All supervisors are responsible for enforcing this poliéth employees reporting to them.
The Community Directors and ti@ffice Managemill monitor the sigrout sheets.

TheTravel Clerk isresponsible fomonitoring theregular maintenance of the vehicles and vehicle
records.

TheManager: Financial Servicésresponsible fomonitoringthis policy.

The Director: Corporat8ervices is responsible for informing and evaluating this policy.

6. Process
The following process steps are to be used as a reference for executing the above policy:

a) When use of & § & Gavemvhent vehicle is required, a request will be made tS¢héor
Director of Administration or the applicable Community Diredtarapproval.

b) The Senior Director of Administration and the Community Director will review the @igrsheet
to ensure compliance with this policy.

c) Suspected violations will be revied/investigated by the Community Director or the Senior
Director of Administration, as the case may be.

d) Any proven violations by employees will be dealt with in accordance with Polidy Br@ployee
Discipline.
Effective Date:April 13, 2015
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1. Definitions
ATobaccoo means all tobacco products, including

2. Authority and Application

This policy is made under the authority of the Chiefs Executive Council and applie$ @)ﬁaavdm?hent
employees, ChisfExecutive Council and Assembly members.

3. Purpose and Position

The purpose of this policy is to communicate the expectations df the Saveinvhent with regard to
tobacco use i § eﬁ;m/dehent workplaces. g eﬁSonvdehent workplaces includeg eﬁSo.vehnYhent
offices, anyT § é qu/dehenbwned communityuse buildings and § e qsom/dehent vehicles.

TheT § é ﬁ;cn/ehmhent recogmzes the health hazards associated with tobacco use in the workplace.

Therefoe, theT § € ﬁ;cn/ehmhent does not permit the use of tobacco, in any form, by employees or the
general public ifmT g eﬁ;cn/ehmhent workplaces.

4. Requirements

a) All employees, including new employees, will be informed that using tobacco is not alloted
workplace.

b) If an employee or member of the public observes an individual using tobacco in the workplace, it
should be reported to tleamployees supervisor whstiould then take steps to stop the use of
tobacco.

c) An employee will be disciplined if find using tobacco in the workplace as per Policyi 6.2
Discipline of Employees.

d) Workplaces or meeting locations that are used temporarily by employees, Chiefs Executive
Council and Assembly members while travelling on behalf offtlie & Gﬁcn/ehnYhent wi be
treatedasa § & @cn/ehnYhent workplace.

e) Employeedisciplineand reporting measures will be dealt with in accordance to Polidy 6.1
Employee Conduct, Policy 6i2Discipline of Employees and Policy 6.13ersonnel Files.

5. Monitoring
All employees are responsible for implementing this policy.

All supervisors are responsible for enforcing this policy with employees reporting to them.
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TheManager: Human Resource Servitcesgesponsible for monitoring this policy.

The Director: Corporat&ervices is responsible for informing and evaluating this policy

6. Process

The following process steps are to be used as a reference for executing the above policy:

a) If an employee is found using tobacco in the workplace, the supervisor will takglidegi
measures. The supervisor will report the incident tdMheager: Human Resource Serviceto

wi || record the incident and the measures

Effective Date:September 3, 2012
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1. Definition

ACommunicati onso0 mean sT §iéerpbvenymeat wittfogne giidensvane dow it is  t
shared.

2. Application and Authority

This policy is made under the, authority of the Chiefs Executive Council and applies to all documents
produced by th& § é avernyhent for public distribution.

3. Purpose and Position

The purpose of this policy te ensure that communications are veelbrdinatedeffectively managed and
responsive to the needs of they & gitizemsY

TheT § é ﬁ;cn/ehn?hent publishes information for the benefiTaf é qititzdms\?This information should be
thoroughly vettd and approved before being issued to the public.

4. Requirements

a) The director for the department responsible for the information must approve all advertisements
intended for public distribution goublication

b) TheSenior Policy Advisor of Prioritieand Planningnust approve all documeritéended for
public distribution for publication

c) Documents for public distribution will bpar theg é ﬁam/ehn?hent copyright mark as described in
Policy 4.3i Copyright onT § € avdinyhent Works.

5. Monitoring

All employees areesponsible for implementing this policy.

All supervisors areesponsibleenforcing this policy with employees reporting to them.
The Senior Advisor of Priorities and Planniigresponsible for monitoring this policy.

The Director of Corporate Servicésresponsible for informing and evaluating this policy.

6. Process

The following process steps are to be used as a reference for executing the above policy:
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a) Standards as set out in thej & q50nvehn?hent Style Guideill be applied to all documents and
advertisements intended for public distribution.

b) An employee who creates an advertisement intended for public distribution wiltizate the
vetting process to ensure that the director of the department respdoisthie information and at
least one other employee review and proofread the advertisement.

c) An employee who creates a document intended for public distribution woltdinate the vetting
process to ensure that the director of the department respdisitiie information and th8enior
Director of Administratiorreview and proofread the document.

d) Documents intended for public distribution will not be distributed until approved byehior
Policy Advisor of Priorities and Planning

e) Once a document is approved, Benior Policy Advisor of Priorities and Planniisgresponsible
for its public dissemination and for ensuring copyright information is included with the document.

f)  Where it is found that an employee has violated the conuations policy, employees may be

disciplined in accordance with Policy 6.Discipline of Employees.

Effective Date September 3, 2012
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Subject: PREVENTION AND MANAGEMENT OF DISRESPECTFUL BEHAVIOUR IN THE
WORKPL ACE.

1. Definitions

fiDisrespectful behaviour in the workplace m ed&nespectful or threatening statements and/or behaviour
which causes insult or gives an individual cause to believe that he or she is at risk of physical and/ or
emotional harm.

2. Authority and Application

This policy is made under the authority of thiei€ds Executive Council and appliesto®lf € ¢ h \%
Government employees.

3. Purpose and Position

The purpose of this policy is to provide direction to staff on how to deal with disrespectful behaviour in the
workplace.

TheT § é ﬁ;cn/ehn?henhas a responsibility arid committed to providing a safe workplace for its

employees, citizens and others, where individuals are not exposed to hazards and can work without risk of
insult, injury or harm to themselves and others. To ensure this, vehlyalcal, psychological and sexual
harassment or violence against any employee or by any employee will not be tolerated.

4. Requirements

These requirements provide information for employees on how to promote a working environment free
from harassment. Auhdamental principle underpinning the development of the policy and guidelines is
that employees have the right to work in an environment that is free from workplace harassment.

a) Where a problem is deemed to existihg é @cxvehn?hentxvill provide training.

b) Directors will ensure that staff reporting to them are appropriately trained and equipped to
effectively prevent or manage disrespectful incidents or recurrences.

c) Employees who believe they are subjected to workplace harassmemcauraged to report such
incidents to their supervisors.

d) Every effort should be made to prevent harassment usingiolamt means and talking
respectfully and calmly to individuals involved.

e) Each office will develop a strategy on managementarkplace harassment. The minimum
standards to include:
a. Every effort should be made to prevent harassment from occurring.
b. Employees are representatives ofth§ & q5avehn?hent and should always act in a
respectful, calm manner.
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c. Individuals exhibiting direspectful behaviour will be asked to leave and return when
they are in a more calm state.

d. If the individual refuses to leave and continues to act in a disrespectful manner employees
should not try to handle the situation on their own and should calbftk up or the local
police.

f)  The incident must be reported and recorded. The report, completed by the employee involved in
the incident should include a description of the situation, individuals involved and the resolution
of the situation. The repoig to be reviewed by the employees supervisor anddeefite at the
local office for a period of two years. The report is not public information but can be shared with
the local Chief, the Senior Director of Administration andThg € Exechtive Offcer.

g) If the individual continues to cause a disturbance in the office, the issue, with the supporting
incident reports, should be referred to the Senior Director of Administration.

h) Any signage posted ih § é qsavdm?hent offices must be approved astpe requirements in
Policy 4.81 Communications.
5. Monitoring
Al Tge ﬁ;cmehn?henémployees are responsible for implementing this policy.
All supervisors are responsible femforcingthis policywith employees reporting to them
TheManagerHuman Resource Servicesresponsible fomonitoringthis policy.

The Director: Corporate Services is responsible for informing and evaluating this policy.

6. Process

a) TheManager: Human Resource Serviogil coordinate prevention and management of
disrespectful behaviour in the workplace training.

b) Directors should make requests for training for employees tGahgorate Services Department
Effective Date:April 1, 2013
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1. Definitions

Acitizen complaintso are aﬁl’g“;eéﬁ;mme?ssnimennt@fs pios sat esf ac
procedures, employees or quality of service.

Oappeal so i s aditeen o pguest an official decisidn.o r

2. Authority and Application

This policy is made under the authoriTtgyéqocfh¥t he Chi ef ¢
Government employees.

3. Purpose and Position

TheT § é q3cn/ehn?hent has established this complaints policy to provide employees with a clear procedure
to follow when a citizen has a formal complaint aboutTh@ € ¢avdrnyhent.

TheT § é ﬁ;cn/ehn?hent strives to operate in a professional and courteous nigrineating citizens fairly
and openly. To achieve thithe following are guiding principles in dealing with complaints:
I Complaints are to be dealt with promptly and resolved as quickly as possible.
1 Employees must treat complaints as confidential andtpe ct compl ai nant 6s privacy
I Complaint investigations are fair, impartial and respectful of parties involved.
1 Complainants are advised of their options to escalate their complaint if they are dissatisfied with
treatment or outcome.
1 Complainants are prided clear and understandable reasons for how decisions on the complaint
were made.
I Updates are provided to complainants during investigations.
I Complaints are used to assist in improving services, policies and procedures.
4. Requirements

a) A complaint may be received verbally in person, by telephone or in writing by hand delivery,
mail, fax or email.

b) If a verbal complaint carot be resolved, the employee receiving the complaint should advise the
complainant to put their complaint in writing.

c) Whenwrittencomplaints are received they must be date stamped and immediately referred to the
relevant manager or director and copied to the Senior Director of Administration.

5. Monitoring

Al Tgé chn/ehnY’henEmployees are responsible for the implementatichisfpolicy:.
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All Supervisors are responsible for enforcing this poligth employees reporting to them
The Senior Director of Administration is responsiblerfanitoringthis policy.

TheT § é Jq‘:xectltl\’le Officer is responsible for informing aealuating this policy

6. Process
The following process steps are to be used as a reference for executing the above policy:

a) Complainants who require assistance with writing letters should be directed to the Community
Services Department.

b) Complaints invéving staff members should be discussed with the affected employee prior to
meeting with the complainant.

First Step

c) The staff member receiving the complaint should attempt to resolve it, if necessary with input
from their supervisor anthe SenioDirector of Administration

d) If the complaint is made directly to management, the staff member involved shall be notified.
e) If a verbal complaint can not be resolved the complainant should be advised to put the complaint
in writing.
Second Step

f) Management reviews the complaint and may attempt to resolve it immediately with the
involvement of the staff member

g) If further investigation is required, the manager, with the involvement of the Senior Director of

Administration records the complaint acdntact details, investigates the complaint to determine
its validity and proposes a resolution

h) For all complaints requiring investigation, the manager indicates to the complainant when they
will be contacted with a resolution or update.

Third Step
) f not resolved to the complainantés satisfaction,

request, it is referred to the Senior Director of Administration.
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i) The Senior Director of Administration reviews the complaint and may attempt to resolve it
immediately.

K) If further investigation is required, the Senior DireadAdministration records the complaint
and contact details, investigates the complaint to determine its validity and proposes a resolution.

I) For all complaints requiring investigatipthe Senior Director of Administrationdicates to the
complainant when he or she will be contacted with a resolution or update.

Fourth Step

m I f not resol ved sfactionatthe Sersonfrector ohAaimitisirations a t |
discretionoratte compl ai nant 6s r &g éiexechtiveiQfficer s referred to

n) TheT g e Jcﬁxechth’ﬂe Officer reviews the complaint, and may attempt to resolve it immediately

o) If further investigation is required, tie g é Jq‘:xechtl\’le Officer records themplaint and contact
details, investigates the complaint to determine its validity and proposes a resolution

p) For all complaints requiring investigation, thej é EXGChtMe Officer indicates to the
complainant when he or she will be contacted witesmlution or update.

q) IftheTgéfExeduti ve Officer is unable to resolve the o
the matter will be taken to the Chiefds Executive

Investigations

r) Investigation may beonducted during the secontird and fourthstep. The investigation may
include:

a. Discussion(s) with the complainant to clarify the complaint, confirm common
understanding, clarify outcome sought and explaining complaint procedures.

b. Discussion with staff involved

c. Review of backgrounchformation such as policies and procedures, previous written
communication and other documentation.

d. Obtain and review other expert opinions or perspectives.

s) At each stage of escalation, it should be determined whether the previous investigation has been
adequate

Notice of Decision and Resolution

t)  Written complaints receive a written notice of decision

u) Verbal complaints receive written or verbaitice.
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v) If investigation determines that the reasons for the complaint are not justified, and no further
action is required, the complainant is notified.

w) If investigation determines that the complaint is justified, the complainant is notified of corrective
action to be taken and any remedy proposed

Record of the Complaint

x) During complaint escalation staffaintain a record at all stages including:
Name of complainant

Details of complaint

Communications with complainant and other parties

The decision and action taken, and

The compl ainantds response.

PoooTp

Effective Date:April 1, 2013
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Subject: GUIDELINES FOR SUBMISSIONS TO THE CHIEFS EXECUTIVE COUNCIL

1. Definitions

fi gidelinesforsu b mi ssi ons to the Chiefs Execsubmissiens Council o i s
including briefing notes, concept papers, proposals, financial requests or updates are to be submitted to the

Chiefs Executive Council for consideration and/or approval.

2. Authority and Application

This policy is made under the authority ofth Ch i e f idesCouBcd &d applies to aluthors and
submissions to the Chiefs Executive Council.

3. Purpose and Position

This policy explains the process for preparing and submitting all submissions including briefing notes,
concept paperproposals, financial requests and/or updates to the Chiefs Exe@diwncil and/or its
committeesncluding how documents are to be prepared, the submission process, timelines, executive
review and the decision process.

TheT g é ﬁ\ssemMy is the law aking authority of th& g € owemn¥henG The Chiefs Executive
Council arranges for the implementationtofj € 4 ¢ hT¥ey hlso wake.actions as necessary to ensure
good government, oversee the management and administration of the affair$ @ ﬂnﬁssembly and
report to and take direction from theg & 7l,\ssemMy In executing their duties the Chiefs Executive
Council makes key policy decisions, including:

 Directing the operations oftte§g €4 chY Government ;

9 Directing the administration ardklivery of T § & goxzernﬁ‘lent programs; and,

1 Proposing new legislation or amendments to existing legislation;

The Chiefs Executive Council is comprised of the Grand Chief and the Chief of éadr ¢ h Y community.
The Grand Chief usually chairs meetind3ecisions of the Chiefs Executive Council are most often made

by consensus, however when consensus cannot be achieved, the council makes decision by majority vote of

those present. A quorum for the Chiefs Executive Council is four (4) including thel Graef. All

discussions of the Chiefs Executive Council are confidential and are not public documents.

The Chiefs Executive Council has several staff who support the organization of meetings and coordinate
submission to the council including:

T § & fxechtiVe Officer

Senior Advisor: Sustainability and Resource Management

Senior Policy Advisor: Priorities and Planning

Implementation Facilitators

SeniorDirector Governance

Senior Director of Administration

Department Directors

=4 =4 -a_-a_a_9a_29
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Submissions are a central instrument for seeking specific authorities and direction from the Chiefs
Executive Council and for keeping the Chiefs Executive Council informed of government activities. This
process is most efficient and effective when subimisscontain accurate information, have been properly

vetted, and when the Chiefds Executive Council recei v
To help achieve these goals, this policy presents a uniform procedure for preparing and delivering

submissions.

4. Requrements

Developing a Submission

a) All submissions should originate from a Government Department or the Executive Group.

b) The content of submissions should consider the impact of the submission from a variety of aspects
including, where applicable:

i. consigency with Government framework, agenda and strategic priorities;

ii. the effectiveness of the program/project in addressing problems and
opportunities;

iii. costs, benefits and financial/budgetary implications including whether the
required funding for the initiate is available in the Budget and if not, a
description of how the initiative could be funded;

iv. human resource and information technology implications;

v. legal and legislative ramifications;

vi. environmental impact;

vii. impact on stakeholders;

viii. public perceptionsand,
ix. implementation and consideration of other options.

c) Where appropriate, Authors should coordinate withGbeporate ServiceBepartment tadentify
financial implications and source of fundiagsociated with aubmission If the activity is not
specifically covered in the budget there must be a statement describing the manner in which the
department plans to fund the initiativéthe Corporate &vices Department is engagediters
should obtain the approval of the Director of Corporate Sesyiwhich can be shown by affig
his or her signature to thetsmission.

d) Where applicable andupsuant to Policy 2.B Environmental Stewardshipythors should
coordinatewith the Culture and Lands Protection Department to ensursubatissions inclde
consideration for the protecti@nd respeadf T g €4 ¢ h Y lands, wat.dfthe, wil dlif
Culture and Lands Prection Department is engageditzors should obtain the approval of the
Director of Culture and Lands Protection, which caslhewn by affixng his or her signature to
the sibmission.
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e) The aithor must sign all submissions before submitting to their Department Director for approval.
f) Department Director may hawabmissions reviewed by the Governmnisriegal counsel for
considerabn of legal implications.If a legal opinionis providedit mustform part of the
submission.

g) The Department Director will approve all submissions before being submittedTodtt®e ¢ h Y
Executive Officemby affixing his or her signatur® the sibmissia.

Form of a Submission

h) All submissions should follow the approvesinplate contained in Appendix Q

i)  The overall length ofubmissions is dependent upon the complexity of the subjeatmatt
contained therein; howeventhors should strive to teorough yet concise.

Presenting a Submission to the Chiefds Executive Cour

i) TheT g é Jq‘:xechth’ﬂe Officer will determine what submissions to forward to the Chiefs Executive
Council and the timing of submissions.

k) TheT § €& fxechtVe Officer willdetermine who will present to the Chiefs Executive Council as
well as any department staff, consultants or the legal team that maybe required to attend the
meeting.

Delivering a Submission

[) Submissions should be delivered toTh§ € ¢ h Y E x etdeadt fivesbeisin€sk daisdne r
advance of the meeting of the Chiefds Executive C

m) Not with standing section (h) tied €4 ¢ h Y EXxecut idthe tin@liné fordediveryohay a me n
submissions. Inallcasesja hor s should work closely with the T§
manage expectations.

Decisions of the Chiefs Executive Council

n) Submissions will be considered at a duly convened meeting of the Chiefs Executive Council
wherequorum is present.

0) Individuals who presntsib mi ssi ons to the Chiefés Executive Col
document any relevant discussion and the decision(s) of the Chiefs Executive Council. Minutes
must be submittedtotieg €4 chY Executive Officer for approval

T § é Govdmnsnent January 1, 2018 Version
Administrative Policy and Procedures



Section: Administration & Management 411

Subject: GUIDELINES FOR SUBMISSIONS TO THE CHIEFS EXECUTIVE COUNCIL

p) Once appoved, thepresenter will sendhe minutes to the author andthemhor 6 s Depart ment
Director.

g) The minutes of the Chiefs Executive Council are not public documents and must be kept
confidential.

5. Monitoring
Al Tgé ﬁ;cn/ehn?hent employees amesponsible for the implementation of this policy.
TheT § é Jq‘:xechth’ﬂe Officer is responsible for enforcing and monitoring this policy.

The Chiefs Executive Councis responsible for informing and evaluating this policy.

6. Process

The followingprocess steps are to be used as a reference for executing the above policy:
a) Authors of a sbmisson will review their proposedubmission with their Department Directors
and any relevant members of the ExeaitBroup before preparing theirtsmissions.

b) The author will use theegmplate contained in Appendixt@ draft their sbmission Submissions
should be drafted well in advance of requiring a decision to allow for proper reviews and
approvals.

c) Where applicable theughor will consult with the CorporatServices Department and the
Department of Culture and Lands Protection and get éipgiroval and signature on the
submission.

d) The author will sign the finalizedubmission and submit it to their Department Director for
approval.

e) The Department Directavill determine if a legal opinion is required. If oneolstained it must
accompany theubmission

f)  The aithor, Department Director and member of the Executive Group will work together
determine the timing of thausb mi s si on t o t h eunddand whio @ik preBentdtceut i ve C
Presenter) the Submission.

g) Submissions are due a minimum of 5 business days prior to thefdagemeeting where
submissiorwill be considered.

h) Presenters wil/| be avail abl e aa@bunailtwheeerthéir t he meet i
submission will be considered.
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Subject: GUIDELINES FOR SUBMISSIONS TO THE CHIEFS EXECUTIVE COUNCIL

i) The pesentewill record the minutes of theusb mi s si on and any decision(s) o
Executive Council and send the minutestoth@ €4 chY Executi ve Officer

i) Approved ninutes will be returned tthe pesenter.

k) The pesenter wilsend approved minutes to the authorandthed or 6 s Depart ment Dire
Effective Date:January 1, 2018

Related Policies:
Policy 2.3i Environmental Stewardship

Back to Table o€ontents

T § é Govdmnsnent January 1, 2018 Version
Administrative Policy and Procedures



Section: Financial Management 5.1

Subject: BUDGET

1. Definitions
AfBudget o means the annual estT@néﬁdeﬂ%enEvenues and expe

2. Authority and Application

This policy is made under the authority of the Chiefs Executive Council and appliesTt@jtike; c h Y
Government administration and tGhiefs Executive Council.

3. Purpose and Position

The resources of the § & qSCIVEhnYhent wi be properly managed according to the budget approved by the
Assembly. The purpose of this policy is to provide guidance to bofh the qu/dehent administration
and the Chiefs Executive Counoih how to manage the resources of thg & ©aveimyhent effectively.

4. Requirements

a) TheT g é ﬁ\ssemMywnl meet annually prlor to the beginning of a new fiscal year to approve all
work plans and budgets of theg & an/ehmhent for the upcoming fiscal year.

b) The work plangpproveddy the Assembly will be created by department or program. Work plans
will clearly detail both operating and capital expenses for the upcoming year.

c) The Chiefs Executive Council may approve departmental budget reallocations from one
department t@notheras longas it is within the overall § & Gavein¥hent budget approved by
theT § € ﬁ\ssemMy

d) The Chiefs€ExecutiveCouncil will review annual budgets and financial information on a quarterly
basis.

e) Department directors and tManager: Financial Servicegll make sure that all financial
transactions are within the budget approved byitlieé Asseimbly The Director: Corporate
Serviceswill report on the financial position, to the Chiefs Executiveu@cil
i The Chiefds Executi veuaCtxmdgettDthﬁgéﬁssemeends the ann

g) TheT g é Jcﬁxechth’le Officeirects the development of the annual budget and reviews it prior to
being presented to the CEC

h) The Director of Corporate Servichas the overall responsibility to lead discussions regarding the
budget and will cenrdinate the budget development process.

i) TheT g é Execbth?fe Officer assigns budget authorities.
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Subject: BUDGET
i) A budget authority who exceeds a budget may be subject to disgjpdiciaon as per Policy 612

Discipline of Employees and may have budget authority privileges revoked.

5. Monitoring

All Budget Authoritiesare responsible for implementing this policy.

The Director: Corporate Services is responsible for enforcisgptiiicy

The Senior Director of Administration is responsible for monitoring this policy

TheT §

& fxechtive Officer is responsible faxforming and evaluatinghis policy.

6. Process

The following process steps are to be used as a referernmeefarting the above policy:

a)

b)

TheT § é Jq‘:xecl]th?e Officer will assign a budget authority to each department, program or class.
The budget authority will be responsible for monitoring budget variance reports.

The Manager: Financial Servicegll submit budget variance reports to the budget authorities on a
monthly and quarterly basis highlighting any variances. Should variances, errors or unapproved
activity be identified, as per Policy 5.38udget Management, they should be reported
immedately:

i. to the Senior Director of Administration in cases involving the Administration and
Programs and Services classes of the budget; and

ii. totheT § € fxechtive Officer in cases involving the Legislative and Governance class of
the budget.

Failureof the budget authority to manage their budget effectively may lead to disciplinary action
as per Policy 6.2 Discipline of Employees.

Effective Date:April 13, 2015

Back to

Table of Contents
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Section: Financial Management 5.2

Subject: BUDGET PLANNING

This policy has been repealed fronT g € f_;(wém?‘nent Administrative Policy and will only be
implemented within the T § & 4 egisiadive Policy.

PAGE INTENTIONALLY LEFT BLANK.

Effective Date:May 3, 2010

Back to Table of Contents
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Section: Financial Management 5.3

Subject: BUDGET MANAGEMENT

1. Definitions

fiBudget management o means the comparison of actual
and revenues for the given time period of a budget and taking corrective action as necessary.

2. Authority and Application

This policy is made under thirection of the Chiefs Executive Council and applie$ @ é qam/dm?hent
financial resources.

3. Purpose and Position

The purpose of this policy is to clarify the budget management process.

AsT g e ﬁScn/ehnY’hent Financand Human Resourdeaw prohbits deficits, all budget authorities are
responsible for tracking their budgets to prevent overages.

4. Requirements
a) TheManager: Financial Servicaall be responsible for monitoring all budgets ofthg € 4 ¢ h \
Government. Thdanager: Financial Seiceswill ensure all transactions are accurately recorded
and reported against the budget. Menager: Financial Servicedll investigate any significant
variances.

b) As per Policy 5.6 Asset Management System, all capital asset acquisitions will befieieim
the annual budgets of tHe§ & ¢avdinvhent.

c) Budget authorities are responsible for ensuring that expenses are within the approved budget for
their department or program.

d) TheT g é Jcﬁxecl]th’rfe Officer is ultimately responsible for managenaet oversight of the
Legislative and Governance classes of the budget.

e) The Senior Director of Administration is ultimately responsible for the management and oversight
of the Administration and Programs and Services classes of the budget.

f)  The Chiefs Executive Council may reassign approved portions of the budget without the
consultation of thd § & Aseembly but may not exceed the amount allocated by the Assembly.

5. Monitoring
All Budget Authoritiesareresponsible for implementirihis policy.

The Manager: Financial Services is responsible for enforcing this policy.
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Subject:

BUDGET MANAGEMENT

The Director: Corporate Services is responsiblarfonitoring this policy.

TheSen

ior Director of Administratioare responsible fanforming and evaluatinthis policy.

6. Process

The following process steps are to be used as a reference for executing the above policy:

a)

b)

c)

As identified in Policy 5.4 Financial Reports and Statements, reports shall be created and
distributed to budget authorities.

Where variances ardentified in the Legislative and Governance section of the budget, they
should be forwarded to thie g € fxechtive Officer.

Where variances are identified in the Administrative or Programs and Services sections of the
budget, they should be forwadieo the Senior Director of Administration.

Effective Date:September 3, 2012

Back to

Table of Contents
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Section: Financial Management 5.4

Subject: FINANCIAL REPORTS AND STATEMENTS

1. Definitions

AFinanci al reports and st at Pireeon Capbratem@esvinaetailhg c u ment s
theTgegaend&rnment 6s income and expenditures.

2. Authority and Application
This policy is made under the girection of the Chiefs Executive Coamndiapplies to financial reports and
statements of th& § € gawvdinyhent.

3. Purpose and Position

The purpose of this policy is to establish financial reporting guidelines.

TheT § é q3cn/ehn?hent recognizes that in order for departments and pregoaschieve their missions
and meet their responsibilities, budget authorities must have timely and accurate financial reports and
statements.

4. Requirements

TheDirector of Corporate Serviceshall be responsible for preparing and submitting finamej@brts to
the Assembly, Chiefs Executive Council and budget authorities.

a) The statements prepared for the Chiefs Executive Council will include the following information
forall T § & ¢savernyhent departments and programs within the budget:

i. abalancesheet;
ii. avariance report (budget versus actual expenditure); and
iii. any other information as requested by Chiefs Executive Council.

b) The statements prepared for review byTthg é ﬁ\ssernﬁ‘ly will include:

i budget law as passed by the Assembly;

ii. transfer anadhanges to the budget as approved by the Chiefs Executive Council;
iii. outstanding commitments; and

iv. a balance sheet.

c) The monthly statements prepared for review byTthi é Jq‘:xectlth’le Officer and Senior Director
of Administration will include:

i. budgeted veus actual expenditures;

ii. abalanceheet;

iii. a copyof outstanding accounts payable and accounts receivable; and
iv. a copy of bank reconciliation.
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Subject: FINANCIAL REPORTS AND STATEMENTS
d) The monthly statements prepared for review by the budget authorities will include:

i. budgeted versus actual expenditure report.

5. Monitoring

TheManager: Financial Servicésresponsible for implementirtbis policy.

The Director: Corporate Services is responsible for enforcing this policy

The Sen

TheT §

ior Director of Administratiors responsible fo monitoring this policy.

& fxechtive Officeris responsible fonforming and evaluatinghis policy.

6. Process

The following process steps are to be used as a reference for executing the above policy:

a)

b)

TheDirector Corporaté&erviceswill be responsible for preparing all reports and is required to
submit reports and statements within fifteen (15) days of the end of a reporting period.

Reports to the Chiefs Executive Council and the Assembly will be reviewed and approved by th
T § & fxecltive Officer prior to being forwarded to the Assembly.

Effective Date:September 3, 2012

Back toTable of Contents
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Section:

Financial Management

5.5

Subject:

INVESTMENT OF FUNDS

This policy has been repealed fronT g é f_;(wém?‘nent Administrative Policy and will only be

implemented withinthe T ¢ & -I,.egii;laﬂve Policy.

PAGE INTENTIONALLY LEFT BLANK.

Effective Date:May 3, 2010
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Section: Financial Management 5.6

Subject: ASSET MANAGEMENT SYSTEM

1. Definitions

fAsset management o means the process by which equi pme

machinery, real estate, etc., of value toThg é qacn/dm?hent are managed, controlled and safeguarded.

2. Authority and Application

This policy is made uret the authority of the Chiefs Executive Council and applies to assetsofiti® ¢ h \%
Government.

3. Purpose and Position

The purpose of this policy is to define accounting requirements for tangible capital assétgj Ehe ¢ h Y
Government will develop system to maintain, and will maintain, an inventory of all assets. This schedule
must be updated on a regular basis and a physical count completed prior to the annual audit.

TheT § é ﬁ;cn/ehn?hent recognizes the importance of accurately itemizing asgbtheir estimated value,
as well as the importance of following prescribed accounting treatment of assets.

4. Requirements

a) Items purchased in any fiscal year with a cost greater than $5,000 and a useful life of greater than
one year are considered asset of thd § & Gaveinyhent.

b) Funds for capital asset acquisition will be identified in the annual budget.
c) Longterm financial commitments for assets that extend over a year should be reviewed by the
Senior Director of Administration and tférector: Corporate Serviceés ensure they fit § €4 ¢ h Y

Government longerm commitments and plans and that they make economic sense.

d) The Senior Director of Administration must approve all financial commitments greater than one
year.

e) Office and computer equipment should be amortized using theyéiag straightine method.

f) Building and capital assets should be amortized using the sttaighthethod.

g) Onanannual basis, all amortization expenses will be calculated.

h) Items disposed of il be deleted, and items moved to a new location will be transferred to the

appropriate inventory. Inventory items missing or found should be reportedToatred Clerkas
soon as they are discovered or recovered.
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Subject: ASSET MANAGEMENT SYSTEM

5. Monitoring

TheTravel Clerkis responsible for implementinthis policy.

The Manager: Financial Services is responsible for enforcing this policy

The Directori Corporate Services is responsible fiaonitoringthis policy

The Senior Director of Administratiors responsible foinforming and evaluatinthis policy.

6. Process

The following process steps are to be used as a reference for executing the above policy:

a) Funds for the purchase of capital assets will be identified in the annual budgeToj tbe; ¢ h \%
Government.

b) TheManager: Financial Servicedll identify and confirm that the item meets the criteria for an
asset.

c) The purchaser will document the item name, item description, serial number and/or unique
identifier, proof of purchase, supporting documentation and #ey information requested by
theTravel Clerk.

Effective Date:September 3, 2012
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Section: Financial Management 5.7

Subject: BUDGET/SPEND AUTHORITIES

1. Definitions

AfBudget oaumelmmrsi tayw i ndi vi dual accountable for a
This includes monitoring, reporting and bajancing the budget, approving project budgets and designating
departmental funds to specificg € qdmihistration employees.

iSpend ameank aninditidyabuthorizedo spendl § éqscn/ém‘ihent funds. An individual can be
both a spend authority and a budget authority.

2. Authority and Application

This policy is made under the authority of thg e qumafmCéand Human Resourcéaw and applies to
expenses incurred by tieg & Gavdrnyhent.

3. Purpose and Position

The purpose of this policy is to establish whezhployeesind groups have the authority to authorize
projects and expenditures.

TheT § é q5m/ehn¥’hent understands the importance of accountability and transparency throughout the
government. All transactions must be approved inltlie € Gavedrnyhent budget to ensure financial
accountability.

4. Requirements

a) Where there is a project expenditure not contemplated by the approved budget, funds from
elsewhere in the budget can be allocated with the approval of the Chiefs Executive Council.

b) Where no budget is available and a new appropriation of funds is required, approval cﬁﬂﬁﬁff c
Assembly is required.

c) Once therl g & ﬁ\seein[?ly has approved a budges,per Policy 5.1 BudgettheT g €4 ¢ h Y
Executive Officer designates budget authorities and which budget over which they have authority

d) Budget authorities may delegate spend authority to employees for the duration of special projects.

e) Budget authorities may delegate project budget authority to employees with spend authority
through the approval of a project budget.

f)  Project budgeauthority thresholds are outlined in Appendix G. Project Budget authorities must
not authorize projects outside their project budget threshold.

g) Spend authorities are outlined in Appendix B. Spend authorities must not authorize expenditures
outside theisspend authority threshold.
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Financial Management 5.7

Subject:

BUDGET/SPEND AUTHORITIES

5. Monitoring

All Budg

et and Spend Authorities aresponsible for implementing this policy.

The Manager: Financial Services is responsible for enforcing this policy.

The Director: Corporate Services is responsible for roani this policy

TheT §

e Jq‘:xechth’ﬁe Officerand Senior Director of Administration amespondile for informing and

evaluating this policy.

6. Process

The following process steps are to be used as a reference for executing the above policy:

a) When abudget authoritylelegates projectoudget to a spend authority it must meet the following

b)

c)

d)

e)

)

requirements
a. Thefunds must be within the budget authorities approved budget, it can not be part of
another budget;
b. The delegated project budget must be withinaperoved budget thresholds outlined in
Appendix G
c. The approved project budget indicating the delegated autmouity be signed and sent
to theManager: Finance Services.

For each and every expenditure, the spend authority is required tosigmentation authorizing
that the expenditure is within their spend threshold and project budget.

Before authorizing expenditures, spend authorities should verify that funds are available.

Work orders, purchase orders and other documents authoriziagdityres should be approved
by the spend authority prior to funds being spent.

Where funds are not available, Th§ é EXGCHIMG Officer may make a request to the Chiefs
Executive Council to reallocate existing budgets to cover expenditures.

Where ew funds are required, the Chiefs Executive Council, through the Grand Chief, will
request that th& § & Assembly approve new funds.

Abuse of this policy will be dealt with according to Policy 6.Riscipline of Employees.

Effective Date:April 13, 2015
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Back to Table of Contents

T § é Govemnsnent
Administrative Policy and Procedures

January 1, 2018 Version




Section: Financial Management 5.8

Subject: CREDIT CARDS

1. Definitions

ACredit cardso means the | i M§e@demtenefdrusebyext ended by
employees for travel and other approved expenditures.

2. Authority and Application

This policy is made under the authority of the Chiefs Executive Council. It applies to anyone who has been
approved for and issuedlag & ¢owvdrnyhent credit card.

3. Purpose and Position

The purpose of this policy is to establish the approved uses of credit cards.

TheT § é q3cn/ehn?hent recognizes the value of a credit card as an appropriate business tool and therefore
authorizes the @sof credit cards.

4. Requirements

a) Credit cards are to be used only for approved expenses incurred on behalf ¢ thg ¢ h Y
Government. Expenses that do not meet these criteria will not be reimbursed and may be
recovered.

b) Card holders are responsilite providing aithorized receipts, purchase orders and other
supporting documentdong with their monthly statemetat thePayroll Clerkon a monthly basis.

c) Monthly credit card statements will be reviewed at Chiefs Executive Council meetings.

d) The Chefs Executive Council will decide who will receive a credit card.

e) All persons who are issued a card will receive a credit card holder agreement outlining processes
and responsibilities and consequences for inappropriate use. The agreement must be read and

signed by the potential cardholder before the card will be issued and activated.

f)  Any unauthorized use of the card or charges on the credit card that do not have the receipt or other
supporting information will be collected back from the credit card holder.

5. Monitoring

All individuals who have been approved for and issugdgé qsgydTn?hent credit card are responsible for
implementing this policy.

The Manager: Financial Services and Payroll Clerk are responsible for enforcing this policy
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Subject: CREDIT CARDS

TheDirector: Corporate Servicés responsible for monitoring this policy.

TheT g é Jq‘:xechth’rfe Officerand Senior Director of Administratiareresponsible for implementing and
enforcing this policy.

6. Process
The following process steps are to be used as a reference for executing the above policy:
a) When a credit card is required, atino will be made at a meeting of the Chiefs Executive
Council. The Chiefs Executive Council will review the request and will approve or deny it at its

discretion.

b) The Chiefs Executive Council will review credit card statements at their regular me#timigjs.
determine which transaction(s) require followup and review.

c) Where it is determined that a transaction is improper, the Chiefs Executive Council will direct the
Manager: Financial Servicés recover the funds.

d) Where theManager: Financial Sem&sdetects an improper transaction by & é qzayehm’hent

employee prior to the Chiefs Executive Council meetingy thay undertake necessary action and
will notify the Chiefs Executive Council at the next possible meeting.

Effective Date:April 13, 2015
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Section: Financial Management 5.9

Subject: PURCHASE ORDER SYSTEM

1. Definitions
APurchase order system0O means the system used t

2. Authority and Application

This policy is made under the authority of the Chiefs Executive Council. It appliesTt@adl 4 ¢ h Y
Government employees.

3. Purpose and Position

The purpose of this policy is to outline a process for utilizing purchasesorde

TheT § é q3cn/ehn?hent recognizes the importance of ensuring financial accountability and transparency
and has developed the following purchase order system to keep track of goods and services purchased.

4. Requirements

a) Before a purchase orderigsued, it should be verified that there are funds available in the budget
and that the issuer has proper purchasing authority as per PolicBadget/Spend Authorities.

b) The individual approving the transaction will ensure that all purchase orderderttle following
information:
i. the item and quantity being purchased;
ii.  the name and address of the seller;
iii. the cost of the item being purchased;
iv. any shipping or delivery instructions;
v. authorized signature as per spending authorization (Appendix B); and
vi. budget codes/account class.

¢) The individual approving the transaction is responsible for ensuring the purchase order is sent to
the supplier.

d) Carbon copies of purchase orders and backup will be provided to the accounts payable clerk on
Monday for the previouwe e k 6 s pur chases.

5. Monitoring
All Spend Authoritiesire responsible for implementing this policy.
All Budget Authorities are responsible for enforcing this policy with Spend Authorities reporting to them

The Manager: Financial Servicésresponsile for monitoring this policy.
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Financial Management 5.9

Subject:

PURCHASE ORDER SYSTEM

The Director: Corporate Servicesrésponsible foinforming and evaluatinthis policy.

6. Process

The following process steps are to be used as a reference for executing the above policy:

a)

b)

c)

d)

All purchase orders issuedust have all pertinent information and approval, taking into
consideration any preferred vendors.

All purchase orders must include the correct budget code and classification as allocated in the
Tgégaenwear nment 6s financi al pl an/ budget.

The Accounts Ryable Clerkareresponsible for matching invoices to purchase orders and
bringing any discrepancies to the attention of the spend authority that authorized the purchase.

If no discrepancies exist, payment will be issued to the vendor once it is ceohtinat goods and
services were received.

Purchase ordeifsom the outlying communities should be submitted to Aezounts Payable
Clerkon a weekly basis.

Effective Date:September 3, 2012
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Financial Management 5.10

Subject:

TRAVEL EXPENSES

tions

1. Defini

ATr a

vel expenseso are expendituT@aseadmbant red duri

2. Authority and Application

This pol

icy ismade under the authority of the Chiefs Executive Council and applies to all travel.

3. Purpose and Position

The purpose of this policy is to ensure fiscal responsibility and financial accountability with regards to

travel ar

rangements. This policy relate the process for making travel arrangements and for

reimbursement for expenditures incurred dufing & Gavern¥hent travel. Policy 3i2Travel Expenses
and Honoraria establishes rates.

4. Requirements

a)

b)

d)

e)

)
h)

Individuals travelling orT § & ﬁ;cn/ehn?henbusiness are entitled to claim expenses while on duty
travel according to Policy 3i2Travel Expenses and Honoraria.

All travelmust be approved by a budget authority. Southern travel is to be arranged by the travel
co-ordinator. Northern travel by aamployee should be arranged by the employee.

Once approved, requests for southern travel arrangements must be sefraweéh€oordinatar
along with supporting documents containing the following information:

i.  departure and arrival cities;

ii. dates andimes of travel;

iii. eligible expense claims;

iv. description and purpose of travel; and

v. any other supporting documentation (i.e., meeting agenda).

Travel Coordinatowill then review the requests made for travel arrangementsT iEvel
Coordinatowill issue atravel expense cheque according to Policyi3T2avel Expenses and
Honoraria and Policy 5.1l Payment Procedures.

T § & Assembly members (with the exclusion of the Chiefs) will arrange all travel through the
Senior Community Director.

T h e Ctravet Wilsbé arranged through the Community Directors.

ng

t

r

The Grand Chiefés travel wildl be arranged through

The budget authority authorizing travel for Elders, local vendors and other delegates is responsible

for arranging travelor these individuals.
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Subject:

TRAVEL EXPENSES

) A minimum of seven (7) daysd6 notice should be
T

§ e Govemvhent business.

5. Monitoring

AlTgeq ch Y @mplogeesranm esponsible for implementing this policy.

All Budget Authoritiesare responsible for enforcing this polisjth employees reporting to them

TheManager: Financial Servicell be responsible for monitoring this policy.

The Director: Corporate Services is responsible for informing and evajuais policy

6. Process

The following process steps are to be used as a reference for executing the above policy:

a)

b)

Employees requesting travel expenditures must submit their requéstsaippropriate Budget
Authority a minimum of seven (7) days prito travel whenever possible.

Employees must complete the second page of the Travel Expense Form, attach it to original travel
receipts and associated supporting documents and fax or courier theri tavibleClerk

Copies of all receipts and supporting documents should be retained by the employees. Receipts
should be submitted no more than 30 days after they have been incurred.

Effective Date:September 3, 2012
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Section: Financial Management 5.11

Subject: PAYMENT PROCEDURES

1. Definitions

APayment procedureso means procedures for making

who provide goods and services to Thg & €|3avdm?hent.

2. Authority and Application

This policy is rpade under the authority of Chiefs Executive Council and applies to all payments of the
T § & gowdinyhent.

3. Purpose and Position

The purpose of this policy is to create a clear ptaoe for the payment of payables.

TheT § é q3cn/ehn?hent recognizes that the orderly, timely payment of invoices is necessary for an
effective, efficient organization.

The preferred payment method of the Government is via direct deposit to payeesivkm subscribe.
Cheques will still be provided to payees who do not request direct deposit sdroiweser, cheques will
not be returned to the individual requesting it and can only be picked up from administrative staff
designated by Corporate Sees

4. Requirements

a) All payment claims will be processed by thecounts Payable Clettkrough a regular review of
outstanding invoices matched and placed against contracts, purchase orders or memos for
accuracy of payment. To take advantage of gaalyment discounts offered by some vendors, all
i nvoices will be processed promptly and no |

b) Payment will be made against invoices properly supported by authorized purchase orders. Prior to
payment, bdget authorities are required to submit copies of purchase orders along with signed
packing slips or other verification that the goods in question were received.

c) Travel expense claims, invoices, payment for local vendors and other bills will be prdoessed
payment once a week, on Mondays, and cheques will be mailed or disbursed on Thursdays.

d) Cheques will be prepared by tAecounts Payable Clednd authorized by signing authorities.
The cheque stub and attachments will be filed in alphabetical ertles vendor file.

e) All vendors, contracts and citizens are responsible for ensuring that all banking and contact
information is current and up ttate

Disbursement of payments
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PAYMENT PROCEDURES

Direct deposit is the preferred method of payment of funds. All vendors@intiuals should be
encouraged and provided the opportunity to participate.

g) Individuals and organizations must specifically request and authorize in writing for any payment
from the Government to be directly deposited to their bank account.

h) A detailedremittance advice must be provided by email with each direct deposit in order to notify
the individual or organization of the payment credited to their bank account

i) Cheques shall not be returned to the individual who authorized the expenditure bubrather
designated administrative staff authorized by the Director of Corporate Services

i) These designated administrative staff shall maintain the distribution list to record the disbursement
of all cheques.

k) Payees may designate someone t&-pjetheir chequen theirbehalf but must notify the
Government vial email or in writing. This written notification is to be attached to the distribution
list recording who picked up the cheque.

I)  When signing the distribution log, the signee must print their name antbsgsure their
identity can be verified.

5. Monitoring

All employees areesponsible for implementing this policy.

The Accounts Payable Clerkresponsible for enforcing this policy.

The Manager: Financial Services is responsible for monitdhiisgoolicy.

The Director: Corporate Servicesriesponsible for informingnd evaluating this policy

6. Process

The following process steps are to be used as a reference for executing the above policy:

a) Program and department employees will submit supporting documentation for purchase orders,
such as signed packing slips, contracts or other documentation, to support the acceptance of goods
or services received. All expenditures must be assigned to ajgpedpudget codes and
classifications.

b) TheAccounts Payable Clenkill match invoices for goods or services received from vendors and
contractors.
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c)

d)

e)

9)

h)

TheManager: Financial Servicedll approve payment of invoices and travel expenses upon
receipt of suppding documentation.

As part of the regular cheque run procedure, the Accounts Payable Clerk shall produce a checklist
of all cheques issued.

By default all chequewill be held at thel § é qsavdm?hent office for pick up

Corporate Services staff wiirepare a list of all cheques returned to the designated administrative
staff for distribution and send that list along with the cheques.

Designated administrative staff shall have all individuals sign on this list for receipt of the cheque
as they areidtributed, and once completed, return the list to the Corporate Services Department.

Corporate Services staff will review the list to ensure all cheques have been accounted for and file
the documentation with the cheque run.

Effective Date:May 25,2017

Back to

Table of Contents

T § é Govemnsnent January 1, 2018 Version
Administrative Policy and Procedures



Section:

Financial Management

5.12

Subject:

FINANCIAL CONTRIBUTIONS

This policy has been repealed fronT g é f_;(wém?‘nent Administrative Policy and will only be

implemented withinthe T ¢ & -I,.egii;laﬂve Policy.

PAGE INTENTIONALLY LEFT BLANK.

Effective Date:May 3, 2010
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Subject:

FINANCIAL CONTRIBUTIONS FOR GRIEVING

This policy has been repealed fronT g € f_;(wém?‘nent Administrative Policy and will only be
implemented within the T § & 4 egisiadive Policy.

PAGE INTENTIONALLY LEFT BLANK.

Effective Date:May 3, 2010
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Section: Financial Management 5.13

Subject: LOANS TO EMPLOYEES

1. Definitions
ALoans to empl deyneaeimm‘nesﬂegaérﬁ;wdm?ihent fubds to employees.

2. Authority and Application

This policy is made ynder the authority of the Chiefs Executive Council. This policy applies to employees
of theT § € gawdinyhent administration.

3. Purpose and Position

The purpose of this policy is to clearly state Thg éﬁ;c\hé(r nment d8s position concerni |
employees. Th& § & Gavernyhent does not provide loans or advances of pay to employees.

4. Requirements

a) TheT § é ﬁ;cn/ehm’hent will not loan funds to employees for any reason.
5. Monitoring
All employees are responsible for implementing this policy.
All Budget and Spend Authorities are responsible for enforcing this policy.
TheManager Financial Services responsible for monitoring this policy.
The Director: Corporate Services is responsible for informing and evaldBisngplicy.
6. Process

a) No loans or advances on pay will be approved by any employee or Chiefs Ex&nuivel
Member or Assembly member for any reason.

Effective Date:September 3, 2012

Back to Table of Contents
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Subject: EQUIPMENT RENTAL

1. Definitions

AEqui pment rental 0o mea Ty éGevarivient ests for tseio pragramset ¢ . , t hat

services and operations.

2. Authority and Application

This pol

icy is made under the authority of the Chiefs Executive Council and applies tecgmipahent.

3. Purpose and Position

The purpose of this policy is to set guidelines for the lease, rental or loan of equipment and motorized and
non-motorized vehicles.

From time to time, th& § & ﬁ;cxvehnY’hent may rent equipment from community memtzenseet ad hoc

operatio

nal needs and support the local economy.

4. Requirements

a) TheT g é q5m/ehn¥’hent will require all equipment to have all appropriate and required insurance
in place at the time of rental. In exceptional circumstances, equipmeritemanted without
insurance but the owner must sign a waiver and accept responsibility for any potential damages.

b) At the time of rental, the equipment must be delivered or picked up in good working condition and
full of fuel (if applicable). The rental #/be returned in the same condition.

c) AITge qsayehn?hent employees operating the rented equipment must hold active licences and
certificates and demonstrate knowledge of how to use the equipment.

d) Costs associated with damage caused py natueddtdrs, carelessness of the operator or accidents
will be fully covered by th@ § é avdrnyhent. These costs will be recovered from the employee
where the accident is attributed to carelessness.

e) Rentals will be paid for on a daily rate. Where itemsarus ed f or part of the day,
will be paid.

5. Monitoring
Al Tg e q;qyehn?hen'employees are responsible for implementing this policy.

All Budget Authorities are responsible for enforcing this policy

The Manager: Financial Servicésresponsible for monitoring this policy.
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The Director: Corporate Services is responsible for informing and evaluating this policy.

6. Process

The following process steps are to be used as a reference for executing the above policy:

a)

b)

c)

Once the need for a rental is identified, a quote must be obtained.

Vendors are required to review the rental policy, sign the waiver and sign a document
acknowledging their understanding and agreement.

At pickup and upon return of the rental, both tener and thd@ § & Gavernyhent employee
must inspect the rental to identify any damage or changes to the rental.

Effective Date:September 3, 2012
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Section: Financial Management 5.15

Subject: DISPOSAL OF ASSETS

1. Definitions
fiDisposal of Assetsmeans to properly account for the disposal & & ©avenyhent owned assets

2. Authority and Application

This policy is made under the authority of tbkiefs Executive Council and applies tosaltplusT § €4 ¢ h \4
Governmenassets

3. Purpose and Position

The purpose of this policy is to providemeans for the sale or transfer of assets and the proper
documentation of the transaction.

4. Requirements

a) Whena department determines that an asset is surplus or obsolete the item shall be declared as

surplus by the Department Director. The Department Director will complete the Capital Asset
Disposal Form.

b) The SDA or TEO must authorize the disposal of assetsamwtiue greater than $5,000.

c) Only assets with a values less than $1000 can be donated or dispgdkether assets must Ipait
up for sale or transferred to another department.

d) The TEO or SDA must approve donation of assets with a value greaterl{fa.8Q

5. Monitoring
All Department Directorare responsible for implementing this policy.
The Director of Corporate Services is responditeenforcing this policy within their Departments.
The Senior Director of Administration is responsiblerfarnitoring this policy
TheT g e ch Y E x éscesporsible for@friing and evaluatinthis policy.
6. Process
The following process steps are to be used as a reference for executing the above policy:
a) The Deplartment Director will execute tAsset Disposal Form and obtain the appropriate
approvals.

b) The Manager: Financial Services will record the appropriate transactibe accounting software
as per the Asset Disposal Form.
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Effective Date:April 13, 2015

Back to Table of Contents

T § é Govemnsnent
Administrative Policy and Procedures

January 1, 2018 Version




Section: Financial Management 5.16

Subject: HARVEST SUBSIDY PAYOUT

1. Definitions

fiHarvesting subsidy paycuimeans the payments approved by CEC from IBA monie fré gitizemsy
to subsidize harvesting

2. Authority and Application

This policy is rpade under the authority of the Chiefs Executive Council and appdiét®a payments to
T § é gitieemsYfor harvesting subsidies

3. Purpose and Position

The purpose of this policy i® determineguidelines for réssuing cheques from previous years.

It is the position of thd § € @wdrn?nent that ressuing staledated cheques for harvesting subsidies
creates an administrative burden

4. Requirements

a) Corporate Services employees will makergwaffort to contact recipients of any harvesting
subsidy payout chequéisat have not been cashed within 6 months of being ismederify the
recipients mailing address andlmanking information.

b) If the recipient of an outstanding cheque can not be lo@ateédr if the chequés staledated, at
year engthe cheque will be rerpoved from the outstanding cheque list and funds will be
reimbursedtothd g egch&r nment 6 s gener al account .

c) Chequewill not be reissuednore90 days after the ye-end in which they were statéated

d) Itis the responsibilityof § €4 ¢ hY citizens to update and
the EnrolimentCoordinator

5. Monitoring

The Manger: Financial Servicesr&sponsible for implementing this policy.

The Director of Corporate Servicegésponsible for enforcing this policy.

The Senior Director of Administration is responsible for monitoring this policy
TheT § €4 ¢ h ¥e OHicedsaesporisible foinforming and evaluatinghis policy.

6. Process

T § é Govemnsnent January 1, 2018 Version

Administrative Policy and Procedures

keep

C

u

r



Section:

Financial Management

5.16

Subject:
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The following process steps are to be used as a reference for executing the above policy:

a) As part of the year engrocedureshe Director of Corporate Services will remove &tgrvesting

Subsidy Cheuges which have stale dated

Effective Date:April 13, 2015

Back to Table of Contents
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Section: Financial Management 5.17

Subject: BUILDING RENTAL

1. Definition

ABuil ding R’entaIT(‘)Q érﬁlecahn\?s QG ohvee rrnemet nat iculaowomendnitythaills, | di ng, i n
inthefourTgé4 chY communities for community events

2. Authority and Application

This policy is made under the authorthetelytalcoﬂfgétqmeh\’(Chiefé
Government owned buildings

3. Purpose and Position

The purpose of this policy is to establish guidelines and rates for the refit@l éf¢ @ ¥ ¥rnment owned
buildings in the TgéqchY communities for community fL

The T4geéq chY Government wishes to support community e\
events and personal celebrations and as such may reduce otheaigatal fee.

4. Requirements

a) A Rental Agreement is required by all renters, setting out conditions of use, rental fees and
signature of renter prior to event.

b) Access tahe building being rentedill not be permitted unless the RentajrAementas been
signed and rent paid.

c) Pursuant to policy 4.7 Tobacco use in the Workplacd| T § €4 ¢ h Y Government owne d
aresmoke free Smokingand chewing tobacds prohibitedinall § €4 chY Gover nment own
buildingsat all times.

d) The SeniolCommunity Director reserves the right to withholdlding use, whether or not the
buildingis booked.

e) Thestandardental rate foT § €4 ¢ h Y Gover nm&sf30/fungtioned buil dings

f) If the building is equipped with a canteeantal for the canteeis $50/function. The renter has
the first opportunity to rent and provide the canteen ét &went. If the renter is not going to
operate a canteen, at their request, the canteen can be rented out to another renter.

g) The Senior Community Director rases the right to refund all or a portion of the rental to
charitable organizations, private individuals or for cultural events delivered for the entire
community.
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h) Any cost to repair damage caused by the renter is the responsibility of e rargectity
deposit of $100.0& required for all rentals. Any damages will be billed to the renter and maybe
deducted from the security deposit.

i)  Thebuildingincluding kitchen, bathrooms, canteen, is to be left clean. Any additional janitorial
duties will bebilled to the renter and maybe deducted from the security deposit.

j) If arenter has any amounts outstanding for damages or janitorial services they will not be allowed
to rent until all outstanding amounts are paid in full.

k) If the renter decided to carldbe rental agreement a $50 administration fee will be withheld. If

the cancelation occurs less the 48 hours before the rental date the entire rental fee will be forfeited.

5. Monitoring
The Community Directoin each communitys responsible for implementing this policy
The Senior Community Director is responsible for monitoring and enforcing this policy.
The Senior Director of Administration is responsible for informing and evaluating this policy.
6. Process
[) The Communif Director will complete thé&kental Agreemenwith the potential renter.

m) The Community Director will send tHeental Agreemenb the Senior Community Director for
approval.

n) The Senior Community Director will determine if theilding will be rented andf rent will be
waived.

0) The Community Director will inspect thmiilding after the event and determine if the renter is

responsible for extra janitorial charges or cost of damages.

Effective Date:May 25, 2017
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Subject: APPLYING FOR FUNDING

1. Definitions

fapplying for fundingo means the process by which an
industry or norgovernment agencies factivities, on behalf of thedr é 4 overivme.

2. Authority and Application

This policy is made under the aut horaliapplcatmfisfot he Chi ef ¢
funding.

3. Purpose and Position

The government acknowledges the artance of funding to support worthwhile projects to further
Government priorities and to meet the needspeq chY ci ti zens.

All applications for funding must be approved by the appropriate individual or office at the conceptual
phase where the authagizmay provide additional instructions for preparing the proposal as well as the
final approval of a proposal before it is submitted to the funder.

Employees who apply for funding and administer the related project are classified as project holders. The
project holder is the individual who is accountable for the appropriate expenditure of the funding in
compliance with the terms and conditions of the sponsor (s) and government policies and procedures.

This policy defines who is eligible to ddep and sbmit program poposals, and who may administer
funded projects. The purpose of fhalicy is to avoid duplicating program proposals to the sameer
and to optimize the use of resources available tdghé 1 chY Gover nment .

There are multiple ways theg é -|Govbrffment obtains monies fronmiders for the delivery of programs

and services: proposal driven competitive processes, set funding allocations with proposals allowing the

Tgeq ch Y Government access to tthe&y éf—|ucnhd\?s Goiv.eer.n MeSNEET Sa)s;
delivery agent for another government or fgmvernment organization (i.e. wellness funding) and monies

which are grantedtothE§ €4 chY Gover nment without parameters for t

Regardless of the type of funding, thg¢ €4 ¢ h Y Government seeks a streamlinec
eliminates internal competition over funds and ensures that all expenditures are consistEitavithc h \%

Government priorities. Herein, all externallyga@ed funding for programs and services are referred to as

program proposals.

4. Requirements
a) Employees who are eligible to develop program proposals and hold projects are listed in Appendix

O’ Project Holders.
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b) Contractors, consultants and employees atgonot Poject Holdersmay support the development
of program poposals but the Project Holders must lead the process and are ultimately accountable
for the appropriate expenditure of funding in compliance witghterms and conditions of the
funder andelevant Government policies and procedures.

¢) Inno instance shall an individual hold a project from which he or she derives any personal benefit
or as a result of holding the project is placed in a position of potential conflict of interest.

d) Project poposals must be approved by the appropriate Projatiofity, pursuant to Appendix P
i Project Authorities. Approval must be obtairgibr to the development of a programoposal
and imnediately prior to submitting arpgramproposal to afnder. Project Authorities are also
responsible for providing additional instructions where appropriate aisfiagsvith the
preparation of progranmrpposals.

e) Program poposals must be approved by the Director of the Department of Corporate Services
whois reponsible to ensure that projecbposals comply with th@; éq4chyY Government fin
policies and, where appropriate, are consistent witfighé 4 ¢ hY Gover nment approved
budget.

f)  All successful project proposals must be managed consistentdviéy ¢ h Y Government pol.
procedurs and in particular, Policy 5.19Entering into Funding Agreements

5. Monitoring
AlTge ﬁ;o&vehn?hent employees are responsible for the implementation of this.policy

The Senior Director of Administration or @er Community Director is responsible for enforcing and
monitoring this policy.

TheT § é Jcﬁxechth?e Officelis responsible for informing and evaluating this palicy

6. Process
The following process steps are to be used as a reference for executihgubeolicy:

a) Based upon thealue of a program proposal, a Projecidter must be identified pursuant to the
thresholds outlined in Appendix.O

b) The Project ldlder must seek approval to apply for funding from the appropaigterization as
per Appendk P. The project authorization may provide any direction on the development of the
proposal including but not limited to resources, scope and deliverables/timelines.
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c) The Project Hider will lead the development of a project proposal pursuamytanstuction
provided by the Project #hority and approve the draft project proposal before it is vetted
internally.

d) The draft project proposal will be provicjed to ieector of Corporate Servicés ensure the .
proposal is consistent with § € gavdrnyhent financial policies and where applicablelitieé~ ¢ h 'Y
Government annual budget.

e) After the Director of Corporate Servicsignsoff on the draft proposal the Projecolder will
present it to the appropriate Projecitiority as outlined in Appsdix P. The ProjectAt hor i t vy
wi |1 review the proposal fnoprioritte®amdplasst Eha Brgjectwi t h T g é-
Authority will instruct the Project Bllder on any revisions and changes to be made. Once to their
satisfaction, the draftrpposal will be approved as final to be submitted to the funding agency

f) If a project propoal is approved for funding the Projecblder is responsible for notifying the
Director of Corporate Services, the Sr. Community Director and the Senior Diréctor o
Administration and where applicable thiej é fxechtiYe Officer and Chiefs Executive Council.

Effective Date:January 1,2018
Related Policies

Policy 5.18i Entering into Funding Agreements

Back to Table o€ontents
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Subject: ENTERING INTO FUNDING AGREEMENTS

1. Definitions

fentering into funding agreementso means the process
contributions from external agencies ggwernments.

2. Authority and Application

This policy is made under the aut horaliempgloyee$and he Chi ef ¢
funding agreements.

3. Purpose and Position

This policy explains the process for entering into funding agretsan behalf of thd § & Govemvhent

Employees who apply for funding and administer related projects, programs or services are classified as
Project Holders. These same individuals execute funding agreements on behaligofthec h Y Gover nment
for their projects.

This policy defines the process that Project Holders will abide prior to executing any funding agreements.
This process is to ensure that there is coordination and consistency across Government departments and to
ensure that Project Hiérs understand their responsibilities and are held accountable.

4. Requirements

a) Only employees who are Project Holders in accordanceRuilicy 5.181 Applying for Fundng
and as outlined in Appendix @ay sign a funding agreement.

b) The Project Holdemust be satisfied as to the following and must be prepared to take
responsibility to attest that:

a. the purpose of the Funding Agreement is accordance with or complimentary to the
Government ds strategic plan;

b. theGovernments able to meet its obligatiomentainedwithin the termsand conditions
of thefunding greement;

c. the funding greement complies with relevadegislation, and Government policies and
procedures;

d. the financial and other benefits to, or liabilities of, @@vernment as a result of the
funding @reement have been considered and are reasonable; and,

e. the risks and liabilities presented by the agreement have been addressed.

c) Project Holders will notify the Corporate Services Department of the funding agreement. The

Director of Corporate Seri ces wi Il confirm that the terms and c
TgéqchY Government financi al policies and procedu
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d)

e)

Project Holders will consult with the Director of Corporate Services about the inteoalrding
requirements for the funding aggment. All funding greements requiring a separate audited
financial statement will have their own category inThg é q5cn/drrm’hent ecounting software.
All other funding greements will be set up at the agreement of the Project Holder and the
Director of Corporate Services.

ProjectHolders must seek approval from the approprigteject Authority to sign thdunding
agreement.

Project Holders are responsible for ensuring thaegliirements resulting from the funding
agreement are completed addne so in a timely manner.

5. Monitoring

Al TG

e qsm/dm?hent employees are responsible for the implementation of this.policy

The Manager of Financial Services is responsible for monitoring this policy

TheDirector of Corporate Servicésresponsible for enforcing this policy.

TheSen

ior Director of Administratiors responsible for informing and evaluating this palicy

6. Process

The following process steps are to be used as a reference for executing the above policy:

a)

b)

c)

d)

e)

The Project Holdewill review the funding agreement to determine it meets all policy and
strategic plan requirements and compose a nterttee effect to accompany the funding
agreement in the vetting process.

The project Klder will provide a copy of the fundinggeeement to the Director of Corporate
Services for their review to ensure financial policy and where applicable budgetary compliance.
All reviews shouldbe conducted in a timely manner.

The Directorof Corporate Services and the Projecid¢r will detemine and agree to the
accounting and record keeping requirements for the agreement.

The Project ldlder will seek authorization to sign the fundigreement from the appropriate
Project Authority as outlined in Appendix P Project Authority

The ProjecHolder will work with the appropriate staff to ensure all requirements of the funding
agreement are fulfilled.
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Effective Date:January 1, 2018

Related Policies
Policy 5.18i Applying for Funding

Back to Table o€ontents
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Section: Human Resource Management 6.1

Subject: EMPLOYEE CONDUCT

1. Definitions
iempl oyee c dhe dxpectedehavivarsf engployees

2. Authority and Application

This policy is made under the authority of the Chiefs Executive Council. This policy applie$ @+ ¢ h \4
Government employees.

3. Purpose and Position

The purpose of this policy is to clearly define the expectations and condud @fﬁ;os/ehnfhent
employees.

TheT § é ﬁ;cn{ehm’hent is the governmentdfg é qitizelms\?ancbmployeeare representatives of the
T § & govdinyhent. Employees are expected to act in an appropriate and respectful way in the community
andmust abide bgommunity laws anthe policies of the governmén

4. Regquirements

TheT § & ﬁ;cn/dm?hent requires the following conduct from its employees:

a) Employees are expected to arrive at their jobs on time. If they are not on time, it is their
responsibility to immediately contact theuervisor or designate to say when they will arrive or
provide a reason for an unexpected absence. This requirement is further explained in Pdlicy 6.17
Employee Tardiness.

b) Employees are expected to conduct themselves in a courteous manner and treatsallith
respect and dignity in accordance with Th¢ € yaluds ¥f ceoperation, healing, harmony and
self-sufficiency.

c) Employees are expected to ensure confidentiality of privileged information they may have access
to as a result of their employmewith theT g & q;‘-uyehn%ent. The obligation to maintain
confidentiality is permanent, even after employment is terminated with the qsavehn?hent, as
per requirements Policy 6i8Termination of Employment.

d) Employees are expected to careTog é’(ﬁ;avehnment property and financial resources entrusted
to them for business purposes.

e) Employees are expected to inform their supervisor andréggrest permission fromthieg €4 ¢ h Y
Executive Officeprior to engagingn activities in addition to theiturrent position with the
Tgeé q;qvehn?hent including: other employment; entrepreneurship; and/or representation on
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9)
h)

outside boards and committees. This policy is not intended to infringe upon employee freedom of
activity or association, but merely to peot the interests of the § € ﬁ;m/d'rn?hent.

Employees shall not engage in political activity on behalf of an elected official or potential elected
official while at work.

Employees are expected to dressléan appropriate businesmsual attire.

Empoyees are expected to abide by all laws, ordinances and regulations enforced within the local
community.

Employees shall not report to work under the influence of drugs or alcohol

5. Monitoring

Al T §

All supe

& Gaveryhenemployees are responsible forplementing this policy.

rvisors are responsible for enforcing this policy with employees reporting to them

TheManager: Human Resource Servigesesponsible for monitoring this policy.

TheDirector: Corporate Services is responsibleifidforming and evaluating this policy.

6. Process

The following process steps are to be used as a reference for executing the above policy:

a)

b)

c)

d)

e)

Employees are responsible for following the requirements of this policy wheiteai T § €+ ¢ h Y
Government propertieand when travelling on behalf of tieg & @cn/d'm?hent.

Any infractions should be dealt with according to Policy 6. Employee Complaints and
Appeals and Policy 6.2 Discipline of Employees.

Complaints concerning violations of the code of condulithei directed to the supervisors.

If escalation is required or the supervisor cannot deal with the issue, the issue will be directed to
the Senior Director of Administration.

If escalation is required or the Senior Director of Administration cannotwdtrathe issue, the
issue should be directed to thej & fxechtiVe Officer.

Effective Date:April 13, 2015
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Section: Human Resource Management 6.2

Subject: DISCIPLINE OF EMPLOYEES

1. Definitions
ADi scipline of employeesd means addressing and

2. Authority and Application

This policy is made under the authority of Chiefs Executive Council and applie§ té qu/dTnY’hent
employees.

3. Purpose and Position

The purpose of this policy is to establish a disciplinary process and define employee behaviour that may
warrant discipline.

The discipline of employees ig the responsibility of supervisors and must beseadasvfully, in
accordance witfl § & avernyhent policy and in accordance with Canadian labour standards.

TheT § & Gavernyhent will apply progressive discipline designed to encourage employees to correct and
improve their work performance and betwar in preference to taking disciplinary action.

4. Requirements

a) When an employee causes work problems or commits offences, supervisors are responsible for
imposing progressive discipline by appropriate staged measures designed to achieve thesobjectiv
of this policy.

b) Disciplinary measures for probationary employees will normally be applied in the following
stages:
i. verbal explanation, discussion and warning; and
ii. termination in accordance with Policy 6.8 ermination of Employment.

c) Any disciplinarymeasures taken while an employee is on probation will remain on file and apply
once they have completed probation.

d) Disciplinary measures for permanent employees will normally be applied in the following stages:
i.  verbal explanation, discussion and warning;
ii.  written explanation and warning;
iii. suspension, with or without pay, recorded in writing with an explanation and warning;
and
iv. termination, in accordance with Policy 6.8 ermination of Employment.

e) All suspensions will be without pay unless the allegatisasat proven but serious enough to
warrant removing the employee from the workplace. Tt & fxechtive Officer will determine
when a suspension will be with pay.
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Section: Human Resource Management 6.2

Subject: DISCIPLINE OF EMPLOYEES

fy TheT § & fxechtiVe Officer or a director authorized by hej & fxechtVe Offier will give
notice of termination to an employee.

g) Where issues are raised with an employee, the discussion will emphasize steps the employee can
take to correct their actions and behaviours.

h) In special circumstances, such as when there are mitigatawgnstances or the offences are very
serious, certain disciplinary stages may be repeated or not applied.

i) Employees may be terminated for just cause for any offence that undermines the trust or
confidence required to sustain the employment relationEniployees may be terminated for just
cause without notice or pay in lieu of notice.

i) TheManager: Human Resource Servioceslesignatevill maintain a personnel file for each
employee. The file will be confidential and can be reviewed only by authorigpeshssors, the
Senior Director of Administration, the § & Jq‘:xecl]tl\’le Officer and the employee and a
representative designated by the employee.

kk Al'l di sciplinary measures will be recorded in t
warnings.

5. Monitoring

Al Tg éqsm/d'm?hentemployeesare responsible for implementing this policy.

All supervisors are responsible for enforcing this policy with employees who report to them.
TheManager: Human Resource Servicesgesponsible for monitoring this policy.

The Director: Corporate Services is responsible for informing and evaluating this policy.

6. Process
The following process steps are to be used as a reference for executing this policy:

a) Ifthere is an alleged or suspected work problem or offence by an employee, the supervisor should
investigate the situation to verify the problem exists.

b) Once a violation is identified, the supervisor and the employee will discuss the cause for the
violation; if appropriate, potential disciplinary measures and corrective actions may also be
discussed with the employee.
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Section: Human Resource Management 6.2
Subject: DISCIPLINE OF EMPLOYEES
c) Supervisors will review proposed disciplinary measures and corrective actions for violation of
employee conduct with thdanager: HumaiResource Servicde ensure all actions are in
compliance with policy.
d) The supervisofManager: Human Resource Serviemsl employee will meet to discuss the
agreedupon corrective measures and disciplinary measures to be implemented.
e) If the disciplinay measure involves suspension or terminati@T § & fxechtiVe Officer must
authorize such actions.
fy TheT g é Jqf_xechth’ﬂe Officer or director as designated byThg & Jq‘:xectlth’ﬂe Officer will notify
the employee of suspension or termination.
g) TheManagerHuman ResourceServiceswi | | record any measures taken i
personnel file.
h) Termination of employees will be dealt with in accordance with Policy @& mination of

Employment.

Effective Date:September 3, 2012
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Section: Human Resource Management 6.3

Subject: PROFESSIONAL DEVELOPMENT AND TRAINING

1. Definitions
AProfessional developmento means t ecusokaofanl s and
empl oyeeds duties.

2. Authority and Application

This policy is made under the guthority of the Chiefs Executive Council. This policy apdiks to
employees of th& § é avdrnyhent administration.

3. Purpose and Position

The purposef this policy is to establish a process for identifying and improving professional development
activities for employees.

TheT § é ﬁ;cn/ehn?hent recognizes that regular professional development and training for its employees
serves to increase the coatpnce and effectiveness of the organization.

4. Requirements

a) Supervisors will make recommendations and develop the business case concerning training and
development of employees who report to them. Miamager: Human Resource Servieah
review a traming request in consultation with the supervisor and may approve the request.

b) As part of the supervision process, the supervisor will work collaboratively with each employee to

identify professional development and training that would enhance theirasidlassist them in
performing their duties more effectively.

5. Monitoring

All supervisors are responsible for implementing this policy.

TheManager: Human Resource Servicegesponsible for monitoring and enforcing this policy.
The Director:.Corporate Services is responsible for informing and evaluating this policy

6. Process

The following process steps are to be used as a reference for executing the above policy:

a) Supervisors will work with all employees to develop an annual career deatbphan, including

training related to the employeebs position.
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Section: Human Resource Management 6.3

Subject: PROFESSIONAL DEVELOPMENT AND TRAINING

b) Supervisors will review interview notes, assessments, transcripts and employee evaluations to
determine employee training needs. At a minimum, supervisors will discuss training needs with
their employees annually.
C) TheTQéﬁBc‘he’(r nmentds preference is to hold courses i

d) Where courses cannot be delivered internally, courses will be delivered externally. External
courses must be supported with a valid ratiof@ldnaving the employee take the course.

e) Where a request for training is made, the supervisor will consult with and receive approval from
theManager: Human Resource Servifasthe course before reimbursement will be authorized.

Effective Date:April 13, 2015
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Section: Human Resource Management 6.4

Subject: LEAVE PROVISIONS FOR EMPLOYEES

1. Definitions
ALeave provisions f or timegwhydrgnework for emgogees al | all owed

2. Authority and Application

This policy is made under the authority of the Chiefs Executive Council. This policy apiés to
employees of th& § & Gavernyhent.

3. Purpose and Position

The purpose of this polidg to identify acceptable leave provisions, to provide for fair compensation and
to accommodate the employee in the event of unforeseen circumstances where time off from work is
required.

TheT § é ﬁ;cn/ehn?hent believes in providing a work environmentifs employees that is based on
fairness, equity and recognition of work/life balance.

4. Requirements
a) Leave credits will not be advanced.

b) A leave will be based on sufficient leave credits being available to the employee and on approval
by thesupervisor.

c) Employees must apply for leave at least two (2) weeks prior to the proposed leave period for a

leave of greater than five (5) days, and at least one (1) week prior to the proposed leave period for
a leave up to and including five (5) days.

Full-time Employees

The followingrequirements apply to dilll-time employees:

Medical/Sick Leave

d) Anemployee will earn sick leave credits at the rate of one andjuawter (1) days for each
calendar month of employment or a maximum of fifteen (EB)s per year.

e) All absences on account of illness on a normal working day (exclusive of designated holidays)
must be reported to the supervisor as soon as possible on the first day and shall be charged against
an employeeds accumul ated sick | eave credits.
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Subject: LEAVE PROVISIONS FOR EMPLOYEES

f)  Unless otherwise informed by the employer, an employee must file a leave form stating they were
unable to perform work duties because of their iliness or injury.

g) For sick leave in excess of three (3) working days, an employee is required to prodtidicate
from a qualified medical practitioner certifying that the employee is unable to carry out their
duties due to illness.

h) An employee may use sick leave to care for a sick child at home or when acting amedicad
escort for an immediate faltpimember.

i) An employee is required to submit an appointment card or a hote from a doctor when requesting
an absence due to a medical/dental appointment.

j) Sick leave credit can be accumulated from year to year.

Annual Leave

Pay Levels 1to 5

k) For each month of a fiscgear in whichare mpl oyee receives ten (10) days
credited with annual leave at the following rates:

i for employees in their first two (2) continuous years of employmentaad@ne-quarter
(1%) days each montfor a total annual leave of fifteen (15) days; and

ii. for employees with two (2) or more continuous years of employmentadtvo-third
(12/3) days each month, for a total annual leave of twenty (20) days.

Pay Levels 6 or Higher

I) For each moth of a fizal year inwhichae mpl oyee receives ten (10) days
credited with annual leave at the following rates:

i.  for employees in their first two (2) continuous years of employmentatveonetwelfth
(2Y/12) days each month, for a total annleglve of twentyfive (25) days; or

i. for employees with two (2) or more continuous years of employmertanda-half
(2'/2) days each month, for a total annual leave of thirty (30) days.

m) Employees are not permitted to carry over nareualleave credi than can be earned in one (1)
fiscal year. Excess annual leave credits will be paid out.

Special Leave
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Subject:

LEAVE PROVISIONS FOR EMPLOYEES

The supervisor may grant a special leave of absence for the following reasons:

n)

0)

p)

Q)

s)

Civic Leave Leave without pay shall be granted to any employeeisvhequired by election to a
civic body to attend meetings during working hours. Approval shall be based on operational
requirements.

Compassionate LeavAn employee shall be entitled to leave with pay for a period of up to five

(5) days per fiscalyeathen t here is a death in the employeebs
employee is required to care for an immediate family member due to iliness, or when a member of
the i mmediate family residing outside tyhe empl oye

Court LeaveLeave with pay shall be granted to any employee who is required to serve on a jury
or, by subpoena or summons, to attend as a witness in any proceedings held as authorized by law.

Marriage LeaveEmployees will be granted up to five (5) days of special leave with pay for the
purpose of getting married.

Parental Leave with Pa¥ive (5) days of paternal leave will be granted to the father/mother of a
child in the event of a birth or adoption, provided they do not access El benefits. The leave must
be taken immediately following or coinciding with the event of the birth or &alopt

Special leave credido not accrue ancinnot be accumulated from year to year.

Education Leave

B

A permanent employee may apply for education leave without pay for the duration of their

education program. If the education or training isfelae d , t he empl oyeeds request
granted at the discretion of tieg € fxechtive Officer or Senior Director of Administration. The
empl oyee wil |l provide no | ess than two monthsd no

u) Parttime employeesare not eligite for education leave.

Other Leave

v) Notwithstanding any provision for leave in these policies, supervisors may grant leave of absence
without pay to an employee in emergency or unusual circumstances.

w) Notwithstanding any provisions for leave in these policiesTtijeé fFxecutiVe Officer may grant
a leave of absence with pay to an employee in emergency or unusual circumstances.
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Subject: LEAVE PROVISIONS FOR EMPLOYEES

Maternity/Paternity Leave

X) Maternity and paternity leave will be deuwlith in accordance with Canadian laws and regulations.
Cultural Leave
y) Full-time employeesnay applyfor up to three (3) days of leave for cultural purposes.

tur al |l eave is to ptaoaviade sup

z) The pu ul
v he protection and promotion of

pose of ¢
acti t

r
ities for

aa)AiCul tur al |l eaved includes, but is not | imited t
trapping, excursions on the land and by canoe, and attendance at the Gaiingaing.

bb) Cul t ur al l eave wil/l be approved at the discretion

cc) Culture leave is a unique benefitbfg é ﬁ;ayehn?henEmployees. Any abuse of this benefit may
result in future requests for cultural leave being denied.

Part-time Employees
The followingrequirements apply to ghlarttime employees:

Medical/Sick Leave
dd) Parttime employeeso not receive paid medical/sick leave

ee) When marttime employeeare absent from work because of a medical issue or illness they must
follow the same rules as outlined for ftilne employees

Annual leave
ff) Parttime employees do not accrue annual leave.

0g) Annual leave will be paid at a rate of four per cent (4%) of the hourly wage and will be paid on
biweekly paycheques.

Special Leave

hh) Parttime employeesnay be granted special leave according to the same rules and rates as those
for full-time employees

Education Leave

T § é Govemnsnent January 1, 2018 Version
Administrative Policy and Procedures



Section: Human Resource Management 6.4

Subject: LEAVE PROVISIONS FOR EMPLOYEES

i) Parttime employees are not eligible for education leave.
Other Leave

i) Notwithstanding any provisions for leavetirese policies, supervisors may grant a leave of
absence without pay to an employee in emergency or unusual circumstances

Maternity and Paternity Leave
kk) Maternity and paternity leave will be dealt with in accordance with Canadian laws and regulations
Cultural Leave

I) Parttime employees will be eligible the equivalent of 3 regular working days of paid leave for
cultural purposes.

mm) Parttime employeesnay be granted special leave according to the same rules as those
for full-time employees

Leave for Victims of Domestic Violence

nn) An employee who is a victim of domestic violence and has been employed by the same employer
for at least 90 days is entitled to both the following periods of domestic violence leave in each 52
week period:
a. Leave of up to 10 daysyhich the employee may choose to take intermittently or in one
continuous period;
b. Leave of up to 17 weeks to be taken in one continuous period.

00) An employee may take a domestic violence leave only for one or more of the following purposes:

a. Toseekmedicdt t enti on for the employee or the
physical or psychological injury or disability caused by the domestic violence;

b. To obtain psychological or other professional counseling;

c. Torelocate temporarily or permanently;

d. To seeHlegal or law enforcement assistance, including preparing for or participation in
any civil or criminal legal proceeding related to or resulting from the domestic violence;

e. Any other prescribed purpose.

pp) Up to 5 days of leave taken under this section i@ a&ek period maybe approved as paid leave.
Any additional leave taken under this section in a 52 week period is unpaid leave.

gq) An employee who wishes to take leave under this section must give the employer as much notice
as is reasonable and practicainl¢he circumstances.

rr) An employee who takes leave, paid or unpaid, under this section maybe required to provide
reasonable verification of the necessity of the leave.
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Subject: LEAVE PROVISIONS FOR EMPLOYEES

ss) Confidentiality will be maintained by all employees in respect of all matters that toottmeir
knowledge in relation to leave of this nature taken by an employee.
Casual Employees
tt) Casual employees do not accrue medical or sick leave.

uu) Annual leave will be paid at a rate of four per cent (4%) of the hourly wage and will be paid on
paycheques.

w) When a casual employee is absent from work for medical issues of illness they must follow the
same rules as outlined for fdle employees.

ww)Casual employees are not eligible for atiyer types of paid leave.

5. Monitoring

Al Tge ﬁ;cmehn?henémployees are responsible for implementing this policy.
All supervisors are responsible for enforcing this policy with employees reporting to them.

TheManager: Human Resource Servigesesponsible for monitoring this policy.

The Director: @rporate Services is responsible for informing and evaluating this policy.

6. Process
The following process steps are to be used as a reference for executing the above policy:

a) Employees are responsible for completing leave request forms and subthétimgp their
supervisor within the required time frame as outl

b) Where sufficient leave credits exist and operational requirements allow, the supervisor shall
aut horize the empl oy eveformtortheegmpleygeds and return the |

c) Where the leave required is sick leave, the employee must submit the leave form to their
supervisor within two days of returning to work.

d) Authorized leave forms will accompany time sheets when they are submitted.

e) TheCompensation Coordinatarill ensure that all leave forms are accurate and recorded against
leave credit balances.
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Subject:

LEAVE PROVISIONS FOR EMPLOYEES

f)  Where an employee fails to submit a leave form within the required time frame, they may be
considered absent without leave and dealt wittoating to Policy 6.16 Absent Without Leave.

g) Any other infractions of this policy will be dealt with according to Policyi6[@scipline of
Employees.

Effective Date May 25, 2017
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Section: Human Resource Management 6.5

Subject: HOURS OF WORK

1. Definitions
fiHour s of wor ko means the official hours for which er

2. Authority and Application

This policy ismade under the a}uthority of the Chiefs Executive Council. This policy applies to permanent
employees of th& § é avdrnyhent administration.

3. Purpose and Position

The purpose of this policy is to set expectations for dil & q5c1vd1nY’hent employseegarding hours of
work.

TheT § éﬁ;c\he’(r nment &8s wor k ho uemloy&asaadTigléﬁittzdmmelnthEO clarify
administration is available to perform services.

4. Requirements
The standard hours of work forg é qsavehn?nent emplyees will be thirtyfive (35) hours per week.

a) The standard daily hours will be seven (7) consecutive hours, between 9:00 a.m. and 5:00 p.m.
each day from Monday to Friday, unless otherwise approved by department directors.

b) Unpaid lunch period is from 1@0 p.m. to 1:00 p.m. daily.

c) There shall be a paid 4hinute break in the morning and a paidriute break in the afternoon
at a time mutually agreed upon between the employee and supervisor.

d) If an employee must leave early for any reason, they mesivieepermission before they do so.

e) Employees who work less than 35 hours per weilkwvork set hours as determined by the
supervisor.

f)  An employee who varies hours of work for any reason must have written permission from their
supervisor in accordanedgth Policy 6.47 Leave Provisions for Employees.

g) Where employees fail to receive permission, this will be dealt with according to Policly 6.16
Absent without Leave and Policy G.Discipline of Employees.

h) Where special circumstances exist and opanatirequirements allow, an employee may make
special arrangement with the supervisor to change their standard hours of work.
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6.5

Subject:

HOURS OF WORK

5. Monitoring

AlTgeq ch Y @mplogeesranm esponsible for implementing this policy.

All supervisors are responsilfier enforcing this policy with employees reporting to them.

TheManager: Human Resource Servigesesponsible for monitoring this policy.

The Director: Corporate Services is responsible for informing and evaluating this policy.

6. Process

The following process steps are to be used as a reference for executing the above policy:

a)

b)

c)

d)

Hours worked and leave taken must be recorded by employees on time sheets and submitted to the

supervisor for approval.

All documentation supporting leave must be submitted td/tfeager: Human Resource Services

to be reported on the payroll system.

The Manager: Human Resource Servigéh record hours worked and employee leave to date,

which will be reflected onthe ethpo y e e 6 s

Time sheets and any required leave forms are to be completed and executed by the employee and

pay

stub

and recorded

submitted to the supervisor no later than 5:00 p.m. on the day of payroll cutoff. Any time sheets
and leavedrms not submitted by this deadline will not be processed until the following payroll

cycle.

Any infractions of this policy will be dealt with according to Policy 6.Riscipline of

Employees.

Effective Date:April 13, 2015
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Section: Human Resource Management

6.6

Subject: DESIGNATED HOLIDAYS

1. Definitions

ADesignated holidayso ar®BJ @@ovddvhénol i days recogni zed

2. Authority andApplication

This policy is made under the guthority of the Chiefs Executive Council. This policy applies to all
employees of th& § é avdrnyhent administration.

3. Purpose and Position

The purpose of this policy is to set out paid holidaysTf@r & qsom/drn?hent employees.

TheT § é q3cn/ehn?hent providesmployeesvith a number of paid designated holidays.

4. Requirements

a) The following days are designated as paid holidays for employees'bf@fﬁﬁ;m/mn%ent:

New Year 6s Day (January 1)
Good Friday

Easter Monday

Victoria Day

Aboriginal Day (June 21)

Canada Day (July 1)

Civic Holiday

TgehayhyY

Labour Day

Thanksgiving Day

Remembrance Day (November 11)
Christmas Day (December 25)
Boxing Day (December 26)

= =A A48 _8_8_8_9_9_°8_°_A°_-4

holidays as proclaimed by tiie§ é ﬁEowehn?hent

any regular work days thatfdlet ween Boxing Day and New Year 6s

b) Employees at pay levels8lwho are required to work during a designated holiday will earn time

in lieu at 1.5 times their hourly rate of pay as per Policyi @2aynent of Employees Including

Overtime.

c) If aholidayfalls on a day off another regular working day will be taken off.

5. Monitoring
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AlTge ﬁ;m/ehnY’hentemployeeare responsible for implementing this policy.
All supervisors are responsible for enfiog this policy with employees reporting to them.
TheManager: Human Resource Servitcesgesponsible for monitoring this policy.

The Director: Corporate Services is responsible for informing and evaluating this policy.

6. Process
The following processteps are to be used as a reference for executing the above policy:

a) Employees wi[l receive notification of all designated holidays recognized as paid holidays by the
T § é gowdinyhent.

b) The payroll clerk and thklanager: Human Resource Serviga record the designated paid
holidays in the payroll system.

¢) Designated holidays will also be posted onThg & QSmIdIn?hent website andihg €4 ¢ h Y
Government offices.

Effective Date:April 13, 2015

Back to Table of Contents

T § é Govemnsnent January 1, 2018 Version
Administrative Policy and Procedures



Section: Human Resource Management 6.7

Subject: EMPLOYEE PERFORMANCE EVALUATION

1. Definitions

=13

Empl oye

e
mpl oyeed

(¢}

s p proviles feedbankc e and

2. Authority and Application

This policy is made under the guthority of the Chiefs Executive Council. This policy anIies to all
employees of th& § é Gavdrnyhent administration with the exception of Th§ & fxecltive Officer.

3. Purpose and Position

The purpose of this policy is to outline how employee performance evaluations will be conducted.
TheT § é q3cn/ehn?hent believes that timely and meaningful feedback is key to the success of its

employees and of the § & qsm/emrhent overall. Th& § & ﬁ;avehn?hent will ensure employees receive
regular feedback on their performances and will provide for training and development where warranted.

4. Requirements
a) TheT g é ﬁ;cn/dm?hent will ensure regular communication betwaerervisors and employees
regarding individual work performances. All employees will participate in a process of
performance evaluation after 12 months of continuous employment.
b) TheManager: Human Resource Servicesequired to:
i ensure all employees p@ipate in regular performance evaluations with their
SUPEervisors;
ii. ensure that the feedback process will include a review of past performance as well as the
establishment of goals and objectives for the upcoming year; and

iii. ensure all employees receinecessary professional development and training where
reasonable.

5. Monitoring
Al Tgé ﬁ;cn/dm?henEmployees are responsible for implementing this policy.

All supervisors are responsible for enforcing this policy with employees reporting to them
The Manager: Human Resource Servigegesponsible for monitoring this policy.
The Director: Corporate Services is responsible for informing and evaluating this policy.

6. Process
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Subject: EMPLOYEE PERFORMANCE EVALUATION

The following process steps are to be used as a reference for exéoataigpve policy:

a) The Manager: Human Resources Servigi#lssend notification of required performance
evaluations to employees and supervisors at least sixty (60) days before evaluations are due.

b) Supervisors are responsible for reviewing evaluatiotis thieir employees before the evaluation
is finalized.

c) An employee who does not agree with an evaluation score or ranking may file a written appeal to
the ManagerHuman ResourceServices

d) TheManager: Human Resource Servieel investigate all appeda and review the findings with
the Senior Director of Administratioi, § € fxechtiYe Officer and the supervisor who conducted
the evaluation.

e) TheManager: Human Resource Servigah report back on the investigation and meeting to the
employee whoif | ed t he appeal and record any changes to t
file.

f) TheManager: Human Resource Servieah provide any performance documentation to the
employee and supervisor for performance evaluation.

g) The employee and supervisor will record and approve the feedback process and the goals and

objectives established for the upcoming year and subrivattager: Human Resource Servites
record performance evaluation and payroll adjustments.

Effective Date: April 13, 2015
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Section: Human Resource Management 6.8

Subject: TERMINATION OF EMPLOYMENT

1. Definitions

ATermination of employmento means th@ge@mwdhvhent the empl
initiated by either the employee or employer.

2. Authority and Application

This policy is made under the authority of the Chigfs Executive Councthaidg &€~ ¢ h Y HEmanance &
Resources Law. This policy appliestaj € gawvdinyhent employees.

3. Purpose and Position

This policy serves to clarify the process for termination of employment.

TheT § & Gaveinyhent believes that terminations shdadchandled consistently pursuant to the following
requirements.

4. Requirements
TheT § é q5m/ehn¥’hent will apply the following requirements for the termination of employees:
Employee Resignation
a) An employee wishing to resign must submit a resignatiowriting to the supervisor.

b) Current activity report(s) must be completed by the resigning employee and submitted to the
supervisor or the Senior Director of Administration prior to the termination date.

c) Any equipment, keys or other belongings of Thg & q3m/drm‘?hent in the possession of the
employee must be returned to the supervisor prior to the last day of employment.

d) Any passwords to computers, computer files and applications belonging‘ﬁo@tfﬁaﬁ;avmn?hent
must be provided to the supervisor prior to the last day of employment.

e) Cheques for the final pay period, any amounts owed and letters of recommendation will normally
be withheld if a terminating employee fails to complete items &fough (d).

) Empl oyees with | ess than five (5) years of serviec
before the date on which they propose to terminate their employment.

g) Employees with more than five (5) years of service must provide at leagt#yr wee ks d noti ce
before the date on which they propose to terminate their employment.
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h)

All department directors and executive departnegnployeesnu st provi de four (4) we
before the date on which they propose to terminate their employmgatdiess of their length of
service.

Termination by the T § & Gavérnment

)

)

k)

m)

n)

TheT § é ﬁBm/d'mY’hent may terminate employees in accordance with Poli¢y@istipline of
Employees.

Pursuant to th&inance andduman Resources Law, notice of termination will be provided in .
writing to the employee by the § € fxechtive Officer or a director authorized by the €4 ¢ h Y
Executive Officer and wil!/ be placed in the emplo

Termination notices Wiexplain the reason for the decision and the terms on which the employee
is terminated.

Where theT § é qsavehn?hent terminates an employee who has completed fewer than twelve (12)
consecutive months of continuous employment,Titie & ©avdinyhent, xcept where the
termination is for just cause, will give the employee either:

i notice in writing at least two (2) weeks before the date specified in the notice of the
empl oyerds intention to terminate employment
ii. inlieu of notice,twoweek of wages at the employeeds regul g
hours of work.

Where the employee has completed twelve (12) consecutive months of employméri, &g ¢ h \

Government will, except where the termination is for just cause, pay the employésinaim

t wo weeks of wages at the employeeds regular rate
continuous employment with thieg & qscc/é'm‘ihent, to a maximum of twergix (26) weeks.

In the event of insufficient work, a reorganization and relatecbdtinuance of a position, or a
|l ack of funding, employees may be | aid off with t

i. when the term of the layoff is three (3) months or less; or

ii. where the term of the layoff is more than three (3) monthsT t§eg ﬁ;ayde’hent will
include in its notice a fixed date or a specified period, neither of which will be more than
six (6) months from the date of the layoff.

5. Monitoring

Al Tg e q;qyehn?hen'employees are responsible for implementing this policy.

All supervisors are responsible for enforcing this policy with employees reporting to them

The Manager: Human Resource Servigegesponsible for monitoring this policy.
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The Director: Corporate Services is responsible for informing and evaluating thig polic

6. Process

The following process steps are to be used as a reference for executing the above policy:

a)

b)

c)

Employees must submit their resignation to their supervisor and complete all requirements.

Upon termination of an employee, theg é Jq‘:xecklth’ﬂeOfficer or director authorized by the
T § & fxechtive Officer must provide the employee with written notice of termination.

Records of employment and final compensation must be made available to the employee within
five (5) days of separation from theg & Gavernyhent as per labour standards guidelines.

Effective Date:September 3, 2012
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Table of Contents
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Section: Human Resource Management 6.9

Subject: PAYMENT OF EMPLOYEES INCLUDING OVERTIME

1. Definitions

APayment of employees including overtim@éqa:nle\iins C omp e
Government.

2. Authority and Application

This policy is made under the authority of the Chiefs Executive Council. This policy applie$ @&+ ¢ h \%
Government employees.

3. Purpose and Position

The purpose of this policy is to ensure erpployees are compensated fairly and to clearly articulate
compensation guidelines for g & Gavdrnyhent employees, including identifying who is eligibleamn
time in lieu, how it is paid/tracked and how it is approved.

Working overtime is generally discouraged, except in exceptional cases where overtime hours are
necessary.

4. Requirements

TheT § é q5m/ehn¥’hent will adhere to the following proceduresegard to the payment of employees:

a) Employee salary ranges will be based upon the approved salary scale unless otherwise approved
by the Chiefs Executive Council.

b) The pay scale will be distributed to all employees as part of orientatiorCdrperateServices
Department will review the pay scale every four (4) years. The findings of the review will be
submitted to the Chiefs Executive Council for its approval pursuant feinaece andHuman
Resources Law.

c) Wages will be paid based on the followiggidelines:
i. salaried employees will be paid biweekly;
i. mandatory deductions wil/l be made from an empl
iii. reasonable recoveries may be made.

d) The Senior Community Director may appoint an employee to act in the position of Community
Director b meet the operational requirements of the position for a period not to exceed twenty
five (25) working days.

e) The Senior Director of Administration may appoint all other acting positions.

f)  An employee acting in a higher position will be paid acting gfayp to fifteen per cent (15%) of
their regular salary.
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g) OnlytheT § é Jq‘:xectltl\’ﬂe Officer may appoint an employee to an acting position that exceeds
twenty-five (25) days.

h) TheT g & Jq‘:xectltl\’le Officer may appoint an acting TEO for up to twdivg (25) days. All
acting TEO appointments exceeding twefite (25) days must be appointed by the Chiefs
Executive Council.

i) All trainee positions will be paid a maximum of eighty per cent (80%) of the approved salary for
the position.

i) Only employees ongy levels 15 are eligible to earn time in lieu. Where such an employee works
overtime, the following conditions apply.

i. Allovertime mustbeprapproved in writing by the employee
ii.  All overtime will be accumulated as hours in lieu at a rate of 1.5 hours for every hour
worked.

iii.  Allunused time in lieu will be paid out on March 31 of each fiscal year.

iv. All approved claims for overtime must be recorded on a time sheet and submitted to th
Payroll and/or Compensation Clerk

v. An employee cannot earn overtime while taking any kind of leave. If the employee must
work while on leave, they will be feredited (to the leave account they had taken) an
equivalent amount to the time worked.

vi. An empbyee cannot earn overtime on a weekend if they take one or more days leave
during the week immediately before or after.

vii. An employee cannot earn more than seventy (70) hours of time in lieu in any one fiscal
year unless approved by tfie§ é E_xechth’ﬁe Gficer.

5. Monitoring

Al Tge ﬁ;wdm?henémployees are responsible for implementing this policy.

All supervisors are responsible for enforcing this policy with employees reporting to them

TheManager: Human Resource Servicesesponsible for monitoring this policy.

The Director: Corporate Services is responsible for informing and evaluating this policy.

6. Process

The following process steps are to be used as a reference for executing the above policy:
a. Employees must s& approval from their supervisors prior to working overtime.

b. Overtime hours must be added to time sheets within the appropriate pay period.
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TheManager: Human Resource Servigeh track all overtime and provide regular reports to the
supervisor on employee overtime.

The Manager: Human Resource,ServiaéH; notify the supervisor, Senior Director of
Administration andl’ § € fxechitie Officer if an employee reaches the maximovertime hours
allowed per fiscal year as established under 4(j)vii of this policy.

Effective Date:September 3, 2012
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Section: Human Resource Management 6.10

Subject: EMPLOYEE COMPLAINTS AND APPEALS

1. Definitions

AEmpl oyee complaints and appeal s0 means a documented
employee.

2. Authority and Application

This policy is made under the authority of the Chiefs Executive Council. This policy applie$ @+ ¢ h \4
Government employees.

3. Purpose and Position

The purpose of this policy is to establish a process for resolving disputes between employees.

TheT @

@ﬁf(overnment recognizes that disputes arise between employees and must be handled in a fair

and reasonable manner using due process. Employee disputes that cannot be settled by the parties involved
may be addressed through a complaint and appealssproce

4. Requirements

The complaint and appeal procedures are:

a)

b)

c)

d)

e)

The complainant should first work directly with the other employee to seek resolution for the
complaint. If the matter is between an employee and the Senior Director of Administration, the
conplainant should take the matter directly to Thg & fxecltive Officer.

If the issue cannot be resolved between employees, the complainant should report the issue in
writing to the supervisor.

If the supervisor cannot resolve the issue between tipbogees, the supervisor should seek the
advice of theManager: Human Resource Servitesttempt to resolve the complaint.

It the complaint cannot be resolved, the complainant may appeal in writing to the Senior Director
of Administration or designate. The Senior Director of Administration or designate must respond
in writing to the complaint within ten (10) working days.

If, after review by the Senior Director of Administration, the matter remains unresolved to the
empl oyeedbs satisfaction, thégefxeditiyyQifitermay appeal

Subject to thd § & Condiitdition, thel § & fxechtVe Oft er 6s deci sion is final i
personnel matter. THe § € fxechtive Officer will render a decision no later than thirty (30)
working days after the appeal is received.
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5. Monitoring

Al Tg e ﬁsm/dm?hen'employees are responsible for ieymenting this policy.

All supe

rvisors are responsible for enforcing this policy with employees reporting to them

The Manager: Human Resource Servigegesponsible for monitoring this policy.

The Director: Corporate Services is responsiblerffarming and evaluating this policy.

6. Process

The following process steps are to be used as a reference for executing the above policy:

a)

b)

c)

Employees are expected to work effectively with o#raployeesnembers, demonstrating
respect and integrity in &ir interactions with others.

If an issue arises that cannot be resolved between employees, the issue/complaint must be put in
writing and sent to the supervisor.

Supervisors must take action on complaints within ten (10) days.

Effective Date:September 3, 2012
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Subject: SEXUAL HARASSMENT

1. Definitions

iSexual harassment 0 meoatacsof aasaxyal matore that cadses ofteecedrur e or
humiliation. It also includes behaviour that might be understood by an employee as placing a condition of a
sexual nature on their employment or on any opportunity for promotion or training.

Such behavioumay include but is not limited to:

sexual remarks;

jokes or making fun of a personés gender or
verbal abuse or threats of a sexual nature;

requests or demands for sexual favours;

physical advances or unnecessary physical contact; or

display of sexually offensive pictures.

= =4 =4 -4 -4 -4

2. Authority and Application

This policy appliesto all § € qsavé'm?hent employees, Chiefs Executive Council members and Assembly
members.

3. Purpose and Position

The purpose of this policy is to establisk firocess for receiving, investigating and resolving a sexual
harassment complaint.

TheT § & ﬁScn/d’mY’hent recognizes the legal right of every employee to work in an environment free of
sexual harassment and is committed to providing a work environmertich employees are free of
sexual harassment.

4. Requirements

a) Employees who are the victims of sexual harassment will be protected to the best ability of the
T § é gaveinyhent. Reports of sexual harassment will be investigated promptly, fairly and
confidentially.

b) TheT § e ﬁ;m/ehn?hent will adhere to the following procedures in regard to the investigation of
the sexual harassment of employees.

i. Where an employee believes that they have been subjected to sexual harassment, the
employee shoulthform the individual(s) in question that their behaviour is offensive and
tell them to stop. If the harassment stops, no further action need be taken.

ii. Inthe event that the sexual harassment does not stop, the offensive behaviour should be
reported in witing to theT § € fxechtive Officer. In the event that tfie§ & fxechtiVe
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Officer is the alleged offender, the written correspondence would be directed to the
Chiefs Executive Council.

ii. TheT g é Jcﬁxectlth’de Officewill confirm to the complainanin writing within seven (7)
days the receipt of the complaint and will proceed to investigate the incident.

iv. All reported complaints alleging sexual harassment are to be investigated promptly and
concluded within thirty (30) days of the time the compl@é@nnhade.

v. When deemed necessary, an experienced, professional investigator will be retained to
investigate the complaint and submit a report.

vi. Careful investigation of a reported incident of sexual harassment may prove to be
inconclusive. In such casesfudl report should be submitted to both the complainant and
the alleged perpetrator. Strict confidentiality is particularly important in cases that are
shown to be inconclusive.

c) Disciplinary action will be taken against an employee in all substantiates of sexual
harassment. The nature of the disciplinary action will depend on the gravity of the misconduct and
any mitigating circumstances. Disciplinary action may include a reprimand, suspension, demotion
or dismissal.

d) Any investigation that shows @amployee brought a mischievous or malicious complaint of
sexual harassment against anyone will result in disciplinary action against the individual
responsible. The severity of the disciplinary action will depend on the severity of the false
complaint.

e) WhereT § € ﬁ;cn/ehn?hent employees, Chiefs Executive Council or Assembly members observe
behaviours that they deem to be in violation of this policy, even if they are not the intended target,

they have an obligation to report inappropriate behavioursdardance with this policy. The
report will be reviewed according to the same process described in this policy.

f) Disciplinary measures will be taken where retaliatory action is used against an employee for
reporting harassment.

5. Monitoring

Al Tg e q;qyehn?hen'employees are responsible for implementing this policy.

All supervisors are responsible for enforcing this policy with employees reporting to them
TheManager: Human Resource Servicesesponsible for monitoring this policy.

The Drector: Corporate Services is responsible for informing and evaluating this policy.
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6. Process
The following process steps are to be used as a reference for executing the above policy:
a) Any employee, Chiefs Executive Council member or Assembly membebadwmmes aware of a
sexual harassment incident committed by an employee is required to take appropriate action,

including reporting the incident to tHeg§ é Jq‘:xectltl\’ﬂe Officer.

b) TheT g e Jq‘:xechth’ﬁe Officer is required to take appropriate actioriuding speaking to both
parties involved in the incident and documenting those findings.

Effective Date:September 3, 2012
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Subject:

EVALUTION OF THE T G] C HEXECUTIVE OFFICER

This policy has been repealed fronT g € f_;(wém?‘nent Administrative Policy and will only be
implemented within the T § & 4 egisiadive Policy.

PAGE INTENTIONALLY LEFT BLANK.

Effective Date:May 3, 2010
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Subject: PERSONNEL FILES

1. Definitions

iPer sonnel coffidlentaldilés kepefa all@mployees, including contact information,
evaluations and compensation information, disciplinary information and professional development
information.

2. Authority and Application

This policy is made under the authoritytbé Chiefs Executive Council. This policy applies to personnel
files of T § & ¢aveiyhent employees.

3. Purpose and Position

TheT § é ﬁ;cn/ehn?hent recognizes that personnel files are a legal record and a necessary and valuable
documentation of thengployment of all employees.

4. Requirements

a) A personnel file will be kept for all employees during their employment. All documents placed in
an employeeds file wild.l be kept confidential and

b) Upon an empl oyeeds written request, the employeebd
during office hours, in the presence of Manager: Human Resource Serviceslesignate.

c) Any disciplinary statement grbyadatedtwo(2) years, if e mpl oy ee d
no further problems have occurred during that period.

d) Personnel files of employees who have left the employment df the Gavemvyhent will be
archived safely and in a confidential manner for a period of seven (7)fy@arthe date of
termination of employment and then be destroyed in an appropriate manner.

e) Access to personnel files will be limited to the employee, supervisor anditi@ger: Human
Resource Service$heManager: Human Resource Serviggh only grarnt access to other
individuals where there is a clear reason to do so and will limit access to information that is
directly relevant to the matter at hand.

5. Monitoring
The Manager: Human Resource Servigegesponsible for implementirgnd monitoringhis policy.

The Director: Corporate Services is are responsible for enforcing this policy.
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The Senior Director of Administration is responsible for informing and evaluating this policy.

6. Process
The following process steps are to be used as a refefenexecuting the above policy:
a. TheManager: Human Resource Servicesapproved designate will create, cleanse, update and
archive all employee personnel files.

b. Personnel files will be kept in a locked cabinet with access given only to an employee upon
written request and in the presence Manager: Human Resource Servicesapproved
designate.

c. Employees are responsible for providing Human Resources with dpoateact information, life
status changes and any other pertinent information on a timely basis.

Effective Date:April 13, 2015

Back to Table of Contents

T § é Govemnsnent January 1, 2018 Version
Administrative Policy and Procedures







































































































































































































































































































