NIBINAMIK FIRST NATION

HUMAN RESOURCES
POLICIES AND
PROCEDURES MANUAL




Nibinamik First Nation

Box 115

Summer Beaver, ON

POT 3BO

Ph. (807) 593-2131 Fax (807) 593-2270

Date:

We the Nibinamik Chief and Council hereby approve and ratify the attached
Human Resources Policies and Procedures Manual.

Ogamakan Michael Sugarhead Deputy Chief Gershom Beaver

Councillor Hezekiah Neshinapaise Councillor Jolene Neshinapaise

Councillor Richard Roundhead



Table of Contents

SECTION 1: INtrodUCtiON ......ceeeeeeeeeiteteneenntststeeeissssesesssssssssessssssssssssssssssssessssssssssssssssssssasss 7
1.1 INtrodUuCtON.....cviiiiiiic s 7
1.2 MISSION .ttt 7
1.3 Vision Statement............cccoiiiiiiiiiiiiiii s 7
1.4 Operating PhiloSOPRIY ........ccccoiiiiiiiiiiiic s 7
1.5 Purpose, Application and Format of Policy Manual............c.ccccceviviiiniinninninnnn. 8
1.6 Disclaimer Statement and Agreement to Abide ...........ccccoiiiiiiiiiiiiiiee 9
1.7 Lines of Authority and Communication...........cccceeiiiiiiniiiiiniicicccceees 9
SECTION 2: Definitions.....cocovueereeerereninineennistsseensssssssessssisssssssssssssssssssssssssssssssssssssssssssesess 12
5) S(QH B U@ JAVIRCHE 25113 0] (074 11 T3 s L R 16
3.1 Employees Categories POLICY ... 16
3.2 Contractor and Employee Distinction POLiCY ..o, 18
3.3 Discrimination ........ccociiiiiiiiiiiiiiiiiii e 19
3.4 Accessibility and Accommodation of Persons with Disabilities Policy....................... 22
3.6 Preferential Hiring POLICY ........cccooiiiiniiiiiiiiiiicccceceeeees 27
3.7 Payroll Administration PoliCy.........cccoccciviiiiiiiniiiiiiiciicccces 28
3.8 Recognition POLICY .......cccciiiiiiiiiiiiiicicccc s 30
3.9 Performance Evaluation Policy .........ccccccoiiiiiiiiiiiniiiiiiiccciccccccceees 31
3.10 Progressive Discipline POLICY ........cccoeiiiiiiiiiiiniiiiiiiiciincecceeceeeeceeees 33
311 Termination......ccccciiiiiiiiiiiiici 37
3.12  Grievance Procedures.............ccccoiiiiiiiiiiiiiicce s 40
3.13 Grievance Process for External Complaints..........cocccuveveeieinenieninieneneeneneencnceeeens 41
SECTION 4: Compensation & Benefits........coceecvinnicurnensesncsnnsencsnininsiscssnsescsscssssessesseenn 47
41 SAlATIES.....coiiiiiiiiiiiccc s 47
4.2 Hours of WOrk POLICY .......cciiiiiiiiiiiiiicc e 48
4.3 Disconnecting from Work POLCY........cccccccoviiiviiiiniiniiiiiiiicccccccece 50
4.4 Bereavement LeAVe.........ccccooooiiiiiiiiiiiiiiii s 51
4.5 Education Leave POLICY ..o 52
4.6 Professional Development POLiCY ... 54
4.7 Sick Leave POLICY .....c.ccviiiiiiiiiiiciiicicccc et s 56
4.8 Medical Leave POLICY ........cccccoiiiiiiiiiiiicciiccc e 57
4.9 Vacation POLICY ........cccoiiiiiiiiiiiiiic e 58
410 Public HOLAAYS .....ccovriiiiiiiiiiiiciiiciccc s 60
412 Parental Leave ... 63

413 Compassionate Care Leave ... 64



NIBINAMIK FIRST NATION
HUMAN RESOURCES POLICIES AND PROCEDURES MANUAL

414 Critical I1Iness Leave...........cccooiiiiiiiiiiii e 66
415 Cultural Leave ... 67
416 Family Violence Leave ... 68
417 Child Death and Disappearance Leave .............cccoeceveecineineinincnecnecineeneceenenes 69
418 Personal Leave.........cccoiiiiiiiiiiiiiicc e 69
419 Travel Management POLICY .........ccccoviiiiiiniiiiiiiiicccc s 70
4.20 Vehicle POLICY .....cuouiuiiiiiiiiiicccc e 73
SECTION 5: CONAUCL ...ucvevinireiiititeneiiissesennissssesesssssssssesssssssssssssssssssssssssssssssssssssssssssssssass 76
51 Employee CONAUCE ... 76
5.2 Media Relations POLICY ........ccccooiiiiiiiiniiiiiiiiciiecnicccceeeee e 78
5.3 Dress Code and Hygiene ...........ccccocciviiiiiiiiniiiniiiiiiiicccececeeeeeeeceees 79
5.4 Conflict Of INterest.........cccooviiiiiiiiiiii s 80
SECTION 6: Health & Safety.....ccccocvvevirunrninrirenenisnisininnisenenenniesessssssesscssisssessssssssssssessess 85
6.1 Controlled ENtry SECUTILY ........coiuiiiiiiiiiiiiiiicccice e 85
6.2 Health and Safety POLiCY .........cccoccoiviiiiiiiiiiicicceeeeees 86
6.3 Workplace Hazard Identification POLiCy ..........cccoeiviiiiiiiiiniiiiiiiiiiccccc, 90
6.4 Reporting Workplace Injuries POLCY .........ccccoiiiiiiiiiiiiiiciccncccecae 92
6.5 Workplace Accident Investigation POLiCy .........cccoccciviiiiiiiiniiniiicccccee, 94
6.6 Right to Refuse Unsafe Work POLICY .........cccoouiiiiiiiniiiiiiiiiiciccccccas 97
6.7 Lockout/Tagout POLICY .......ccccoiiiiiiiiiiiiiccicc e 98
6.8 Personal Protective Equipment POliCy ..........ccccccocviiiiiiiiiiiiiccciccces 102
6.9 Workplace Hazardous Materials Information System (WHMIS) Policy .................... 103
6.10 Substance Abuse (Drug & Alcohol) POLiCy.........cccoeuiiiiiiniiiiiiiiiccccncccces 105
0.11 Smoke-free WOTKPIACE ......cooveuiriiiiiriciiciiiecictetce ettt 107
6.12 Workplace Violence, Harassment, and Sexual Harassment Policy .............ccccceuueee. 108
6.13  Safe Driving POLICY ......ccccccoiviiiiiiiiiiiiiiiiccccce e 118
0.14  Privacy POLICY ......cccoioiiiiiiiiiiccr e 118
6.15 Electronic MONItOTING.......cccceiviiiiiiiiiiiiiiiciceceee e 120
6.16 Computer and Internet Usage POLICY .........ccccccoveiniiiiniiiniiiiiiiccceccceee 120
6.17 Email Usage POLICY ........ccoiiiiiiiiiiiiciicc e 122
6.17 Information Technology POLICY.........ccccciiiiiiiiiiiiicccce e 122
6.18 Access, Storage, and Retention of Confidential Information Policy ..............c............ 123
6.19 Employee Files POLICY ..o 125
Appendix A : Selection Committee Terms of Reference..........ccoccoeeveevencinvencncvncnccennens 128
Appendix B: Employee Information FOrm..........ccccoueiiniiniiiiniiniiicicccieceee 129
Appendix C : Orientation CheckIist .........c.cocoivieiriiiininiciniiicinicecctceeceeeeseeeeen 130
Employee and Manager Acknowledgement..............ccccccociiiiiiiiiiiniiiiiccccecee 131
Appendix D: Payroll Deduction FOIM..........cccccoiviiiiiiiiniiiiiiiicciccceceeceees 132
Appendix E: Payroll Advance Request FOrm..........ccccccociiiiiiniiniiniiiicccece 133



NIBINAMIK FIRST NATION
HUMAN RESOURCES POLICIES AND PROCEDURES MANUAL

Appendix F: Employee Performance Evaluation Form .............ccooiiiiiiiinnne. 134
Appendix G: Nibinamik Bi-WeekKly .........ccccccoviiiiiiiiiiiiiiiicccccccees 138
Appendix H: Employee Time Off Request Form..........cccccccoeiiniiniiiniiniiiiicciecs 139
Appendix I: Vacation Request and Approval FOrm.........ccccececveineinnccncinncninccnecnes 140
Appendix J: Travel Authorization FOIm ......c.ccccccoiiiviiiiiniininiiniciccnccceceeeseees 141
Appendix K: Travel Advance Requisition FOrm..........cccoccevieivinieiiniinncincincnccnieees 142
Appendix L Travel Expense Claim FOrm........ccoccoveimirieiiiininiinicicncceeneeeseeeeens 143
Appendix M: Personal Vehicle Usage and Limit of Liability Form..............cccccccocccniiis 144
Appendix N: Vehicle Inspection Checklist .........c..cccoeeiniinninneiniiicincceceeeeneeeees 145
Appendix O: Emergency Action Plan...........cccoccciiiiiiiinniiiiccscccceeeaes 148
Appendix P: Incident Report and Investigation Form ............cccocccoviiininiiniininiins 149
Appendix Q: Workplace Violence and Harassment Risk Assessment Form..................... 152
Violence Assessment FOIMN.......cc.ccoiiiiniiininiiiiniiiiiciceneceetntctreee et 155
Appendix R: Harassment Complaint and Acknowledgement Form..............ccccccceueee 156
Appendix S: Violence Incident Report FOrm .........ccoovieiiiniiiiininiiinccecccenccens 158
Appendix T: Emergency Action Plan (Template) ...........ccccceiiiniiniinnciniiiiciiees 160



NIBINAMIK FIRST NATION
HUMAN RESOURCES POLICIES AND PROCEDURES MANUAL

Section 1: Introduction




NIBINAMIK FIRST NATION
HUMAN RESOURCES POLICIES AND PROCEDURES MANUAL

SECTION 1: Introduction

1.1

1.2

1.3

1.4

Introduction

The Nibinamik First Nation (NFN) Human Resources Policies and Procedures is
developed to foster a healthy working relationship between all employees and to
clearly define policy procedures and expectations. NFN understands that creating
this type of mutually beneficial work environment starts with understanding the
standards in our workplace. The Ogamakanuck of NFN have ratified this policy
manual to be used as a guideline in the day-to-day operations and management of
the NFN.

Mission

The mission of NFN is to become a strong, vibrant, and self-sufficient community
in which the needs of all members are respected. Through its leadership, NFN will
work to enhance the quality of life of its members and strive for self-governance
using the wisdom and value of its people.

Vision Statement

The vision of NFN is for a strong, healthy, and economically prosperous
community committed to self-sufficiency, good governance, service equity, and
fairness for all its members.

Operating Philosophy

NFN’s most important assets are its employees. Each employee is important to the
First Nation’s success in serving NFN community members. NFN holds itself
accountable to implementing and adhering to the following principles governing
its operations.

Principles of Operating Philosophy:
1. NEN will focus on people and maintain a positive and supporting
environment.

2. NFN will adopt and implement human resources policies that are fair and
consistent, and that comply with the community’s values as well as applicable
legal requirements.

3. NFN will work to develop trust in its management and create a working
environment where each employee is treated with respect.

4. NFN and its employees shall prioritize the needs of NFN members.
7
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5. Employees will be encouraged to contribute ideas and to freely speak out on
work-related issues in the proper forums. Employees will be provided with
timely feedback on their suggestions and requests.

6. Employees will be provided with the appropriate resources and training to
perform their job.

7. NFN will make sure that rules are clear, and management decisions are results-
oriented.

8. NFN’s Chief and Council, leadership, management, and employees shall
collaborate in developing NFN’s vision by instilling within it values, goals, and
strategies.

9. Policies and other rules of the workplace will be applied consistently to all
employees.

Purpose, Application and Format of Policy Manual

Purpose

The purpose of NFN’s Human Resources Policy Manual (the Policy Manual) is to
provide NFN employees, including managers, guidelines for the daily
administration of NFN, and to communicate procedures and policies applicable to
NFN employees.

No part of this policy should be construed as limiting rights assured under the
applicable human rights and employment standards legislation.

Application

In general, all policies contained within the Policy Manual apply to every employee
of NFN. However, not every policy will be relevant to the specific job functions of
each employee.

Where a policy applies to individuals who are not considered employees of NFN,
such as Chief and Council, the scope section of each policy shall expressly set out
the additional individuals or groups to whom the policy applies.
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Format of Policy Manual

The Policy Manual does not apply to individuals working as independent
contractors, volunteers, or any other individuals, unless stated explicitly in the
scope section of an individual policy.

The Policy Manual may be amended, added to, or repealed by the Chief and

Council in whole or in part by resolution passed by a majority vote at a duly
constituted NFN Meeting.

Disclaimer Statement and Agreement to Abide

Disclaimer Statement

This manual is a general guide to the NFN’s policies, procedures, and benefits. It
does not constitute an employment agreement, nor does it confer any special rights
or guarantee continued employment. NFN can make changes to the manual at any
time and undertakes the responsibility to convey any changes made to all
employees in a timely manner.

Agreement to Abide

To ensure that all employees are completely aware and informed of NFN policies
and procedures, each new employee will be given a copy of the Policy Manual. All
employees will be required to sign Agreement to Abide in Appendix B, indicating
that they have received a copy of the Policy Manual and they understand their
obligations to abide by the policies of the Policy Manual.

Lines of Authority and Communication

Policy Statement

NFN’s lines of authority and communication channels exist in recognition of the
fact that the supervisory relationship is one of the most important relationships in
the workplace. Supervision is an important component of NFN’s ability to provide
a safe and effective working atmosphere. Supervision is also an opportunity for
immediate supervisors and employees to engage in constructive discussions
regarding any aspect of employment with NFN.

This policy applies to all NFN employees.
Procedure

Supervisors will meet frequently with the employees they supervise to establish a
9
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trusting relationship whereby staff will feel comfortable requesting direction and
seeking clarification.

Supervisors shall provide feedback on employee performance in a positive way
that will reinforce and build upon an employee’s skill base and confidence.

When an employee has an issue, concern, or dispute, it will be pursued within the
lines of authority. Employees are encouraged to address minor issues, concerns, or
disputes through informal discussion with the involved individual(s) through
informal discussion.

Where informal discussion does not lead to a resolution, or where additional
support is required, employees shall bring the issue, concern, or dispute to the
attention of their immediate supervisor.

If an employee feels that they are not being treated fairly or that their issue is not
being dealt with by their immediate supervisor, they may then raise their concerns
with their director.

If the employee still feels that the issue, concern, or dispute has not been
appropriately addressed or resolved after bringing it to the attention of their
Director, they may then contact the Band Manager.

Wherever possible, complaints shall be made in writing.

Where an employee is seeking resolution or assistance with an issue, concern,
dispute involving their direct supervisor, they may bring the issue to the attention
of the Director at first instance. Similarly, where an employee’s Director is the subject
of a complaint, the employee may bring the complaint to the NFN Band Manager.

Employees shall not consult members of Chief and Council directly with respect to
work-related administrative or personnel issues. However, certain NFN
employment decisions will require Chief and Council approval, in accordance with
the Policy Manual. When Chief and Council are required to make an NFN
employment decision, the issue shall be brought to Chief and Council by the NFN
Band Manager.

Failure to adhere to the procedures set out in this policy may give rise to progressive
discipline action.

10
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SECTION 2: Definitions

The following is list of Definitions in the HR Policies and Procedures Manual ordered alphabetically.

casual employee an employee who works on an on-call basis for the relief of other
employee(s) in the event of absence or illness up to a maximum
of 2weeks.

complainant A person who has made a complaint about another individual who
theybelieve committed an act of violence or harassment against
them.

conflict of interest A conflict of interest occurs when any employee, because of his/her
work assignment with Nibinamik First Nation and his/her
affiliation withoutside activities, organizations or businesses, has
any personal, financial, or immediate family interest that might
deter the employee from acting in the best interests of Nibinamik
First Nation, or might giverise to an influence on him/her that is
not in the best interests of Nibinamik First Nation, or that might
raise the perception amongst NFN members and the public that the
employee could be in a conflict of interest.

contract position A position filled for a specified period of time or for a particular
project,on such conditions as set out in this manual, except as they
may be modified by contract.

critical injury Is an injury that places life in jeopardy, involves unconsciousness,
results in substantial loss of blood, results in a fracture of leg or arm
butnot a finger or toe, results in an amputation of leg or arm but
not a finger or toe, involves burns to a major portion of the body,
or results inthe loss of sight in an eye

employee An individual that is employed by Nibinamik First Nation
employer Nibinamik First Nation

energy A device used to ensure that power or energy cannot flow through
isolating to apiece of machinery or equipment. Some examples of these
device devices are: a disconnect switch, circuit breaker, manually

operated valve, or blind flange.

first aid First Aid is the one-time treatment or care and any follow-up
visit(s) forobservation purposes only.

First Nation Nibinamik First Nation

fiscal year refers to the time period from April 1 of one year to March 31 of
thefollowing year.

full-time employee those individuals whose normal work week consists of a
minimum ofthirty-five (35) hours per week.

12
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honorarium

imminent danger

indictable offense
just cause

management

occupational
hazard

office closure
official

official vehicle
Ogamakan
Ogamakanuck

part-time

probationary

program staff

respondent

selection committee

supervisor/ director
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Services requiring the professional skills of a health care
practitioner;

Services provided at hospitals and health facilities; Incidents
where dentures, glasses, or artificial appliances (e.g., prosthetic
arm) were damaged in a work related accident.

A payment made for services on which NFN custom prohibits
a price be set.

A danger that is not normal for that occupation, or a danger
under which a person engaged in that occupation would not
normally carry out the person's work.

Indictable Offence of the Criminal Code of Canada.

Cause that a person of ordinary intelligence would consider a
fair and reasonable justification for termination of employment

The Nibinamik First Nation Band Manager and
Supervisor/Directors as applicable who are mandated for the
day-to-day administration of this policy.

A thing or situation with the potential to harm a worker as
either a safety hazard that causes accidents that physically
injure workers or a health hazard which results in the
development of disease.

Days that the office is closed to the public.

A person who holds a position by appointment or employment
within the Nibinamik First Nation organization.

A vehicle belonging to, registered and insured by Nibinamik
First Nation

The person who is elected as spokesperson/leader of
Nibinamik First Nation.

The elected officials of Nibinamik First Nation.

Those individuals who work a consistent schedule that is
less than the full-time organizational commitment of 35
hours per week.

Those individuals who are recently hired, or, who are
reassigned to a new position and must undergo a period of
probation.

Those staff that are frontline workers to deliver the programs
and services of Nibinamik First Nation.

A person whom another individual has accused of committing
an act of violence or harassment.

A committee appointed from time to time to undertake the
duties for the selection of candidates for employment.

An employee of Nibinamik First Nation whose responsibilities
include supervision of employees, monitoring programs or

13
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support staff

time off in lieu

trainee

unofficial member
unofficial vehicle
vacation

entitlement year

workplace violence
and harassment

workplace injury

program specifics.

Those staff chosen to work as secretaries, receptionist, clerks,
administrative assistants, janitors, securities, teachers’ aides,
accountants and any other position designated as support
functions by Nibinamik First Nation.

Time in lieu is time off from work which an employee is granted
for

having worked outside of normal working hours.
Individuals doing training-on-the-job under direct supervision.

Anyone residing in Nibinamik First Nation that is not an official
member

A vehicle that does not belong to Nibinamik First Nation
Spans the NFN fiscal year, running from April 1st to March 31st.

Violence in the workplace may be any action, conduct or
comment, including of a sexual nature that can reasonably be
expected to cause offence, humiliation or other physical or
psychological injury or illness to an employee, including any
prescribed action, conduct or comment.

Any injury that occurs on Nibinamik First Nation premises or
during the transaction of approved Nibinamik First Nation
business that requires either First-Aid or Health-Care.

14
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SECTION 3: Employment

3.1

Employees Categories Policy

Objective

NFN believes that employees must be treated in a fair and equitable manner.
Individuals holding similar positions in different groups within our organization
must be treated as consistently as possible. Individuals holding similar positions
in terms of qualifications, measurable responsibility and salaries will be classified
into one category and personnel in each category will receive similar benefits.

Categories

At NFN, employees may fall into the following categories:

1. “Permanent Full-time” employees are those who work more than 35 hours per
week or more on an on-going basis. Permanent full-time employees are
entitled to receive pension and group insurance benefits.

2. “Part-time” employees are individuals employed by the organization who
work a consistent schedule that is less than the full-time organizational
commitment, which is 35 hours per week on an on-going basis.

3. “Temporary full-time” employees are those individuals who are hired for a
limited duration of time to fulfill temporarily increased organizational staffing
needs. Temporary full-time employees will work 35 hours per week for the
duration of timerequired by the organization.

4. “Temporary part-time” employees are those individuals who are hired for a
limited duration of time to fulfill temporary increased organizational staffing
needs. Temporarypart-time employees will work hours that are less than the
organizational commitment for the duration of time required by the
organization.

5. “Salaried” employees are paid annually and are usually supervisory,
managerial or professional employees who work on an annual basis. Salaried
employees are not paidan hourly rate; their annual rate of pay is divided up
into equal payments based on the employer's pay period.

6. “Management” refers to the Band Manager and Supervisors/Directors as
applicable who are mandated for the day-to-day administration of this
policy.

16
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"Supervisor" refers to an individual who is in charge of a group of people
within the organization. They are responsible for deciding on the work being
performed by the team they supervise. The Supervisor discusses safety
issues with his/her workers, provides safety training and discusses the
details of the job with their employees. The Supervisor is the first point of
contact when an employee has complaints or concerns, they would like
addressed.

“Support Staff” refers to those employees who work as secretaries,
receptionists, clerks, administrative assistants, janitors, secretaries, teachers’
aides, bookkeepers, and any other position designated as support functions
by NFN.

“Program Staff” means those staff who work as front-line workers to deliver
the programs and services of NFN.

“Casual” employees are those individuals who do not work for the
organization on a regular and systematic basis and whose employment is not
guaranteed to be on-going. Casual employees work on an on-call basis for the
relief of other employee(s).

“Seasonal” employees are individuals who are employed permanently on a
seasonal basis. As seasonal employees are considered to be permanent, they
can expect to be continually recalled to work during their season of
employment and cannot lose theirpermanent status unless the individual is
terminated.

An employee is considered to be of “student" employment status when the
individual is currently enrolled in an educational institution and regularly
attending classes while employed with the organization.

“Trainee” refers to an employee receiving on-the-job training under direct
supervision.

“Probationary Staft” refers to those individuals who are recently hired, or who
are re-assigned to a new position and must undergo a period of probation. An
employee’s period of probation can be set by NFN at its discretion and will be
communicated to the individual prior to the start date of the position.

Ratification Signature Date of Initial Enactment Date of Policy Review
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3.2 Contractor and Employee Distinction Policy

Objective

NFN engages in a wide range of projects that may use employee and/ or contractor
human resources. This policy exists to provide a clear distinction between these
twocategories of personnel.

A contractor provides services to NFN, but is not engaged in an employment
relationship with NFN. The contractor is not eligible for NFN employment
benefits, and generally does not fall under the guidance of these Policies (unless
the Policy specifically states that it applies to contractors).

Procedure

And individual may be considered a contractor when some (or all) of the following
circumstances exist:

1. The individual controls when and how the services are provided to NFN.

2. The individual is paid an amount for the completion of a task or project, as
opposed to paid on an hourly basis for work performed.

3. The individual owns a business or has a registered business number for billing
purposes.

4. The business has its own policies and procedures and must abide by
appropriate healthand safety legislation.

5. The individual owns their own tools and is responsible for the tools and
equipment they use.

6. The individual earns a profit and also has a risk of losing money from the
workthey complete.

7. The individual can subcontract work to third parties.

8. Business services can be ended (that is, termination of contract), but the
individual ismtsubject to progressive discipline.

18
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By contrast an individual is considered an employee when some of the followings
are true:

1. Pay is not affected by the way work is completed.

2. Assigned work cannot be subcontracted to another person.

3. The organization has the right to discipline, dismiss, or terminate the
individual.

4. The organization determines what tasks the individual must complete, how
much theywill be paid, when work will be completed, and how and where the
individual works.

Where a contractor relationship exists, reasonable notice will be provided on
termination to the extent that it is not specified in any written agreement, as
determined on a case by case basis.

Ratification Signature Date of Initial Enactment Date of Policy Review

Discrimination

Objective

NFN is committed to providing equal treatment with respect to employment
according to the protected grounds established under the Canadian Human Rights
Act. NFN has adopted this policy to ensure that its employees are provided with
meaningful employment that is ethical and fair, and is in compliance with all
applicable employment and human rights legislation.

For harassment, workplace violence and sexual harassment please see Policy 6.12
Workplace Violence, Harassment, and Sexual Harassment Policy.

NFN will continuously work to ensure an environment for all employees that
fosters openness and tolerance. This policy is intended to ensure that NFN's
practices and the practices of all ouremployees are free from direct and indirect
discrimination. Under the Canadian Human Rights Act, employers have the
ultimate responsibility for ensuring a healthy and inclusive work environment,
including preventing and addressing discrimination in the workplace.

19
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Procedures:

The following is a list of prohibited grounds of discrimination under the Canadian
Human Rights Act:

o Age

e Ancestry

o Citizenship

e Colour

e Creed

e Disability

e Ethnic Origin

e Family Status

¢ Gender expression
e Gender identity

e Marital status

e Place of origin

e Race

e Record of Offences
e Sexual orientation

Prohibition of Discrimination

Discrimination is prohibited on the part of all those employed by, or thosewho
have a contractual agreement or privileges with NFN.

20
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Reporting

Incidents of discrimination should be reported to the NFN Band Manager and/or
their Designate or the employee’s immediate Supervisor/Director in writing. The
report will be presented by the Band Manager to Nibinamik Ogamakanuck for
further discussion.

Investigation

NFN Ogamakanuck will work with the NFN Band Manager to investigate
complaints of discrimination where appropriate. In order for a complaint to be
investigated, the complaint must identify the grounds of discrimination alleged,
the individual who allegedly perpetrated the discrimination, and sufficient details
of the incident(s) that are alleged to have occurred to allow for a fair and impartial
investigation.

NFN may determine either to conduct an investigation itself, have the Band
Manager conduct an investigation, or have an external investigation completed at
its sole discretion.

An investigation may involve sharing details of the complaint with the alleged
perpetrator of the discrimination.

Once an investigation is completed, NFN shall determine the appropriate next
steps in order to ensure that discrimination does not occur in the workplace.
Employees found to have committed a discriminatory practice may be disciplined
up to and including termination, in the sole discretion of NFN.

Confidentiality

All records of direct and indirect discrimination, reports filed, and subsequent
investigations are considered confidential and will not be disclosed to anyone
except to the extent required by law, or when necessary for the purposes of
conducting a fair and impartial investigation.

Ratification Signature Date of Initial Enactment Date of Policy Review
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3.4 Accessibility and Accommodation of Persons with Disabilities
Policy

Objective

NFN values individual differences, respects individual needs, and supports
accessibility, diversity, and fairness in the treatment of all individuals. All goods
and services provided by NFN will follow the principles of dignity, independence,
integration and equal opportunity. This policy intends to set guidelines and best
practices to meet the needs of employees and community members with
disabilities.

This policy applies to all NFN employees.

NFN will make every reasonable effort to ensure that its policies, practices, and
procedures are consistent with the principles of dignity, independence,
integration, and equal opportunity.

Procedures

The following principles guide NFN’s Accommodations Policy:

Individual Assessment- Employment accommodation is assessed and delivered
individually for employees who make their needs known. Each situation must be
considered individually to assess appropriate accommodation. Requests for
employment accommodation must be dealt with quickly and effectively so
employees can fully participate in all aspects of employment and recruitment,
except where undue hardship can be demonstrated.

Dignity and Privacy - Individuals must be accommodated in ways that respect
their dignity, worth, and right to privacy in the workplace. All information
relating to specific requests for accommodation will be treated as confidential and
only used for meeting accommodation requirements.

Provision of Services

When providing services to band members and other members of the public, NFN
employees will:

1. Ensure that all members receive the same level of respect and quality of
services.
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Allow members with disabilities to do things in their own ways, at their
own pace when accessing services, as long as this does not present a health
and safety risk.

Use alternative methods, when possible, to ensure that individuals with
disabilities have access to the same services, in the same place and in a
similar manner.

Take into account individual accommodation needs when providing
services; and

Communicate in a manner that takes into account the individual's

disability.

Persons with disabilities may use their own assistive devices as required when
accessingservices provided by NFN.

Accommodation of Employees with Disabilities

It is the policy of NFN to create and maintain an inclusive, barrier-free
environment to ensure the full participation of persons with disabilities.

NEN will, where appropriate, implement this policy by:

Identifying and removing barriers to employment, career development and

promotion of persons with disabilities unless doing so would result in undue
hardship;

Designing all employment systems, processes, and facilities to be accessible by
building accommodation into workplace standards, systems, processes and
facilities; and

Accommodating individuals when such barriers cannot be removed, to the
point of undue hardship taking into consideration issues of health, safety, and
cost.

NFN will ensure that:

Criteria for selection and assessment of employees do not discriminate on any
prohibited ground of discrimination, including disability, unless the
requirement is a bona fide occupational requirement;
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e C(Create and maintain inclusive, barrier-free work environments that are
accessible;

* Inform all employees of this policy and the process for obtaining
accommodation;

* Respect individual’s privacy and confidentiality;

* Assess and address individual accommodation requests of persons with
disabilities by consulting with the employee to identify the nature of the
accommodation, and if necessary, consulting appropriate medical and
rehabilitation advisors and others, with the employee’s consent, to determine
the accommodation appropriate to that person; and

e  Accommodate individuals unless such accommodation would result in undue
hardship.

Employees must inform their supervisors of their employment-related needs, and
work with NFN to find the most appropriate means to accommodate their
employment-related needs.

Ratification Signature Date of Initial Enactment Date of Policy Review
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3.5 Recruitment and Hiring Policy
Objective

* NFN follows equal opportunity and fair hiring practices when filling
positions, and to ensure the success of our business hires only the most
qualified individuals. NFN hasadopted this policy so that all employees and
potential candidates are fairly and consistently considered for employment
opportunities.

* NEFN will prioritize qualified Anishnawbe applicants for employment, with
qualified Band Members being provided first consideration for employment.

Job Postings

NFN Band Manager and/or their Designate will post the position in the NFN Band
Office and on social media. The job posting will include the following information:

1. The job description, including a summary of duties.
2. Lines of authority and who the employee will report to.

3. Essential qualifications required.

4. Salary.

5. Contact person, and

6. Deadline date to submit applications.
The job posting shall also clearly state that NFN prioritizes the hiring of NFN band
members, followed by Anishnawbe applicants, as set out in Policy 3.6 Preferential

Hiring Policy.

The following will apply except in cases where NFN determines, in its sole
discretion, that urgent circumstances apply:

* All positions shall be publicly advertised.
* Vacant positions must be advertised for a minimum of two (2) weeks.

In cases of urgent circumstances, the Ogamakanuck and/or their Designate may
advertise the position for a shorter period of time than outlined above, target specific
individuals for the position, and/or appoint a person who meets the qualifications.
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Procedures

All applicants shall submit a resume in writing that will include information on
previous jobexperience, education, skills and qualifications, hobbies, references.

* The Employment Coordinator and/or the Ontario Works Employment
Officer may provide resume assistance if needed to complete applications.

NFN may refer candidates to available assistance if required.

Successful candidates will be selected by a Selection Committee.

* The Selection Committee shall be established by the NFN Manager and/or
their Designate.

* The Selection Committee shall be comprised of a minimum of three (3) people
and a maximum of five (5) people.

* The Selection Committee must consist of representatives from the First
Nations Management, the program staff and any member appointed.

* No person can be on the Selection Committee if he or she is an immediate
familymember of the candidate applying.

Interviews will be conducted by the Selection Committee as per the Selection
Committee Terms of Reference (Appendix A).

* Interview questions shall be prepared and reviewed by the selection
committee andeach candidate shall be asked the same set of questions.

* The Selection Committee shall choose by consensus a successful candidate.

* A second candidate will be agreed upon in case the first is unable to accept
the position.

Newly hired employees may be required to obtain a Police Record Check if it is a
requirement of the position.

Once employees are hired at NFN, they will be required to complete and submit the

Employee Information Form (Appendix B) along with their payroll direct deposit
information.
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Supervisors will provide orientation to new employees using the Orientation
Checklist (Appendix C) as a guide. Once complete, this checklist is to be signed by
both supervisor and employee and filed in the employee’s personnel file.

Ratification Signature Date of Initial Enactment Date of Policy Review

3.6 Preferential Hiring Policy

Objective

NEN is committed to hiring the best suited candidate for any position while also
providing employment opportunities for NFN band members and other
Anishnawbe people, as well as providing First Nations role models to the NFN
community.

This Policy applies to the recruitment of all positions within NFN.
Procedures

In hiring for new positions or considering promotions, NFN shall abide by the
following guidelines:

* Suitably qualified NFN band members shall be given preference for positions;

* If a suitably qualified NFN band member is not available for a position, a
suitably qualified Anishnawbe person will be given priority;

* Where a suitably qualified Anishnawbe person is not available for a position,
a suitably qualified Indigenous person of non-Anishnawbe heritage shall be
given priority; and

* Where a suitably qualified Indigenous person is not available for a position,
the most suitably qualified non-Indigenous applicant will be given priority.

Nothing in this Policy restricts the right of NFN to hire a non-Indigenous applicant
for a position that the non-Indigenous applicant is the most suitably qualified for the
position, at the sole discretion of NFN.

All NEN job postings will indicate that NFN band members will be given priority,

followed by Anishnawbe persons and then Indigenous persons who are of non-
Anishnawbe heritage.
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NEN hiring committees shall consider educational qualifications and relevant work
experience, as well as the candidate’s knowledge and/or experience with the
language, culture, history and customs of NFN when determining whether a
candidate is suitably qualified.

Ratification Signature Date of Initial Enactment Date of Policy Review

Payroll Administration Policy
Objective

The objective of this policy is to communicate NFN's process and procedures.

Payroll information is to be treated as confidential and accordingly must never be
revealed toany staff member or outside person unless authorized.

Nibinamik employees will be paid on a bi-weekly basis with renumerations to be
directly deposited into the employee’s bank account every second Friday.

* Employees must provide banking information to the payroll department
upon commencement of employment and must fill out the Employee

Information Form(Appendix B).

* Employees who decide not to be paid by direct deposit will be paid by
manual cheque at 4:30 PM on the designated payday.

All Status Indians working for NFN will provide proof of exemption from income
tax.

All employees are required to contribute to Employment Insurance and Canada
Pension Plan.

Procedures

Payroll deductions for housing maintenance fees, utility fees, donations, etc. will be
set upthrough the Payroll Deduction Authorization Form (Appendix D).

Pay Period
* Payroll shall be completed bi-weekly.

* Paydays will be every second Friday according to payroll schedule. All
timesheets will besubmitted on Wednesday for all employees.

28



NIBINAMIK FIRST NATION
HUMAN RESOURCES POLICIES AND PROCEDURES MANUAL

* Pay cheques will be released by 4:30 PM on the scheduled payday.

* Pay cheques will not be released prior to paydays unless the employee will
be away onannual leave.

* All Casual workers and contract workers will be paid on the last business
day of theweek in which timesheets or invoices are received.

All employees shall be provided with a notification of deposit, and a statement of
earnings anddeductions for every pay period.

Payroll information is a permanent record and therefore must be retained
indefinitely.

Pavyroll Advances

* Under certain circumstances an employee’s payroll advance request may be
permitted. The employee must have a reasonable need for a payroll advance.

* The NFN will only approve a maximum of 65% of the bi-weekly payroll net
amount.

* The maximum amount to be advanced to a member during a calendar year will
be 10% of their net salary. This is applicable only to those members who are
employed full timewith the NFN.

* Seasonal and temporary payroll advance is limited to 50% of their previous bi-
weeklypayroll net amount or 50% of expected pay cheques during their current
period of employment.

* Employees requesting a payroll advance are to fill out the Payroll Advance
RequestForm (Appendix F).

* Employees must have completed their probationary period to qualify for an
advance.

* Employees are not permitted to obtain a pay advance twice in a row.

* All advances will be subject to a 15% administration fee.

Legal compliance

* NEFN shall ensure its payroll processes and procedures comply with relevant
legal requirements and adhere to all the reporting and tax withholding
requirements.
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* NFN shall ensure all payroll and compensation information obtained is stored
and maintained in a secure area. Such information shall only be shared for
payroll, administrative and legal purposes.

Federal and Provincial income tax forms will be used kept in employee payroll files

and are usedto calculate statutory deductions as required by law, such as CPP, EI
and Income Tax.

Ratification Signature Date of Initial Enactment Date of Policy Review

Recognition Policy
Objective
NFN has adopted this policy to ensure that staff are recognized for their

achievements in an appropriate fashion. NFN recognizes and values the efforts of

our staff members,and the contributions they make towards the success of our
community.

NFN may provide recognition in the following manner:
* Verbal or written congratulations and/or thanks.
* Awards for excellence and/ or achievements and

Ceremonies for the celebration and communication of excellence and/or
achievement.

NEN will ensure that all recognition provided reflects the staff member or team’s
ability to successfully meet or exceed defined band objectives, goals and values, and
will ensure that therecognition creates a lasting effect.

The Band Manager or designate shall be responsible for the coordination of the
annual awards ceremony.

Each department will be responsible for effectively documenting service
achievements and communicating these achievements effectively. Where
appropriate, departments will provide recognition, and may submit the information
for consideration for organization wide recognitionand/or award(s).
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Departmental Obligations

3.9

* NFN departments are encouraged to promote our goals and objectives, and
therecognition programs and strategies.

* Departments shall create documentation for all formal recognition activities
and provide feedback to assist in the review and revision of recognition
programs.

* The NFN Chief and Council shall review and revise recognition policies and
programs on a regular basis, as required.

Long-Service Intervals will be based on continuous length of employment with NFN
and are notlimited to continuous length of employment in one position.

Ratification Signature Date of Initial Enactment Date of Policy Review

Performance Evaluation Policy

Objective

NFN adopted this policy to ensure that all staff members are provided with accurate
andappropriate feedback regarding their performance within the organization. By
utilizing aperformance management system NFN will work with its employees to
ensure organizational objectives are met through the achievement of individual
performance goals and objectives.

This policy applies to all NFN employees.

All employees shall receive an annual employee evaluation as a means of conducting
a formal review of performance, in which the employee’s contribution to NFN is
assessed by theemployee’s supervisors (i.e., immediate supervisor, Band Manager
and/or their Designate, Ogamakanuck, etc.).

The Employee Performance Evaluation form (Appendix F) shall be filled out by both
the employee and supervisor which outlines annual goals for career development
and job performance for the employee.

All probationary employee evaluations shall be carried out within 6 months of the
hiring date,and each anniversary date thereafter. All employees on an extended
probationary period shall be evaluated and notified of future jobstatus at least two
(2) weeks prior to the end of the extended probation period.
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A performance evaluation cannot be conducted by an immediate family member of
the employee whose performance is being reviewed.

Performance evaluations are based on the performance of the duties outlined in the
job description and the employee’s adherence to expected standards of conduct,
including punctuality and respect for others in the workplace, as well as the
employee’s compliance with the policies and procedures established by NFN from
time to time.

Procedure

All performance evaluations will consist of a written, signed document, the contents
of which shall be reviewed with the employee. The employee shall have the
opportunity to read the evaluation, write his/her comments on the evaluation, and
countersign the documents.

The process of the performance review will include the following steps:

a) The supervisor or the Director, working with the Band Manager as required,
tills out the Employee Performance Evaluation Form;

b) The supervisor or the Director meets with the employee to review the
Employee Performance Evaluation Form. The original form is retained by the
Supervisor and a copy is provided to the employee.

¢) During the meeting, the supervisor and the employee discuss the goals and
training or career development plan with the employee. This is intended to
provide a guide for the employee’s professional development during the
upcoming year. The employee’s goals and career development plan shall be
recorded by the supervisor.

d) The supervisor will discuss the employee’s performance as it compares to
the job requirements, goals set for the year, and training/career
development goals.

e) The supervisor will provide any feedback to the employee regarding their
performance.

f) The employee may consider the information provided on the Employee
Performance Evaluation Form and may add comments on the front page where
indicated. The employee will also sign the form and return the form to the
Supervisor.

The employee’s evaluation shall form part of the employee’s personnel file and shall
be kept bythe NFN Band Manager and/or their Designate. Access to an employee
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personnel file shall be restricted to the employee, the administrator and the Band
Manager. For more information on privacy please refer to Section 6.14 Privacy Policy.

All employees must notify the NFN Band Manager and/or their Designate if they
are not capable of performing their job tasks. NFN Manager and
Supervisor/Director shall be responsible for redistributing work in these situations.

All Employees who feel they have been subject to an unfair performance review or
who believetheir performance plans to be out of the scope of their normal duties
and responsibilities NFN may submit a grievance. Please refer to Section 3.11
Grievance Procedure.

Additional performance reviews may be carried out at any time by a Supervisor or
Director, at NFN’s sole discretion. The employee shall be provided with reasonable
notice of a Performance Review.
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Progressive Discipline Policy

Objective

The objective of this policy is to lay out the guidelines and procedures for the use of
disciplinary actions towards an employee.

The purpose of progressive discipline is to correct the cause of the unsatisfactory
behaviour or unsatisfactory job performance. The remedial efforts of NFN and the
degree of discipline imposed will be reasonable and commensurate with the severity
of the issue and the employee’s work record.

Each step in the disciplinary procedure serves to increase the awareness that the
result, if unsatisfactory behaviour and/or unsatisfactory job performance continues,
is dismissal. NFN may select a higher step in the discipline procedure, up to and
including termination of employment, depending on the severity of the offence or
performance issue.

All employees of NFN, as a condition of employment, must abide and respect the
Community By-Laws, Codes and Policies legally and duly approved by
Ogamakanuck and community process.

This Policy applies to all NFN employees.

Procedure
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Disciplinary Process

All employees shall faithfully and diligently carry out their employment and act in
thebest interests of NFN and shall carry out all lawful directions given to them.

NFN may discipline any employee in the event that the employee’s actions, lack of
actions or performance warrant such discipline. In general term, discipline includes
misconduct or negligence, but it can also include poor performance or other
significant issues with work performance. Infractions that warrant discipline
include, but arenot limited to:

a) Absenteeism;

b) Unwillingness to work co-operatively with other employees;
C) Insubordination;

d) Poor attitude towards work;

e) Poor performance; or

f) Tardiness

Section 5.1 Employee Conduct also applies to this section by establishing rules of work
conduct and ethics that are essential in building and maintaining a productive work
environment.

Disciplinary action will usually proceed in a progressive process as outlined below.
However, serious offences or performance issues, as well as severe circumstances or
egregious policy breaches, may necessitate a higher step in the discipline procedure,
up to and including termination of employment.

Verbal Notice

The Supervisor and Band Manager will set up a confidential meeting with the
employee to discuss the concerning behaviour confidentially. During the meeting,
the employee will have the opportunity to explain any related circumstances.

The Supervisor will:
* identify the unacceptable performance/behavior; and

* explain why it is unacceptable; and
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* clarify the expectations; and

* work with the employee to agree on methods for improvement and offer
internal or external assistance as appropriate; and

* set realistic time frames for the expected improvement or change, and;
* keep a detailed written record of the discussion.

There may be more than one verbal notice. For example, an immediate Supervisor
and the Band Manager may speak to an employee three times about inappropriate
language before moving to the next stage.

The Supervisor must keep notes from the meeting(s). The notes must include the
date of the meeting, and the details of the discussion. The notes will be placed in the
employee’s personnel file.

Following the meeting, the Employee shall be provided with a written letter
detailing that a verbal warning was issued, and outlining the unacceptable
performance/behaviour, explaining why it is unacceptable, and clarifying the
expectations.

Written Notice

If there is no improvement within the time frame specified following the verbal
notice/interview, or if there is an additional breach of conduct after the verbal
warning is issued, a meeting will be held by the immediate Supervisor and the
employee for the purpose of providing a written notice to the employee.

The written notice will be in the form of a letter to the employee, and will:
* identify the unacceptable performance behavior;
* explain why it is unacceptable;
* clarify the Supervisor’s and NFN’s expectations;
* state methods for improvement and suggest sources of assistance;

* specify the period for the expected improvement; and

* set out an outcome if there is no change or improvement. (e.g., further
discipline up to and including termination of employment)

A copy of the written notice to the employee and any written record of the meeting
will be placed in the employee’s personnel file.

35



NIBINAMIK FIRST NATION
HUMAN RESOURCES POLICIES AND PROCEDURES MANUAL

Disciplinary Suspension

As part of the disciplinary process, the Band Manager may suspend an employee,
with or without pay, after verbal warnings and/or a written notice has not resulted
in the required improvements, or if there is an additional breach of conduct after the
written warning is issued.

A Disciplinary suspension shall not be issued by the employee’s Supervisor. It must
be issued by the Band Manager.

A disciplinary suspension with or without pay will generally be between one and
five days in length.

A meeting will be held with the employee, the employee’s Supervisor and the Band
Manager to explain the suspension, and to obtain the employee’s point of view. The
employee may bring a support person.

A letter of suspension will be given to the employee at the meeting (or before)
outlining:

* the unacceptable nature of performance/conduct;

* the length of the suspension either with or without pay;

* dates the suspension will begin and end;

* what is expected upon the employee’s return to work and time frames;

* possibility of termination of employment if further breaches of conduct
occurs, and;

* the employee’s right to explain or address the situation in writing.

If a meeting is not practicable the letter of suspension may be hand-delivered to the
employee with a witness present or may be sent to the employee by registered mail.
Written correspondence to or from an employee on suspension will be placed in the
employee’s personnel file.

If a serious breach of conduct is suspected, an employee may be placed on
administrative suspension with pay while the matter is being investigated. An
administrative suspension is non-disciplinary. Administrative suspension allows
for NFN to conduct any necessary investigations into the breach of conduct.

While on administrative suspension, an employee shall refrain from discussing the
breach of conduct with others, including with other NFN employees, and shall
participate in any investigation as requested by NFN.

Termination
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As a final or extraordinary step in the disciplinary process, an employee may be
terminated pursuant to the procedure outlined in NFN’s Termination Policy.

All notices of termination shall require a resolution of the Ogamakanuck andshall
state the reason and the effective date of the termination.

The procedures to be followed in cases of dismissal for cause are outlined in the
section “Instant Dismissal for Cause”.

Emplovee Assistance Program

* Employees experiencing serious personal problems or alcohol and drug
dependence problems are encouraged to get help and treatment before work
performance is affected and disciplinary action is required.

* The First Nation Band Manager and/or their Designate, Ogamakanuck,
Elders, Health Staff and other employees who are knowledgeable about
resources canprovide employees with confidential consultation and referral
information.

* Employees may be eligible to apply for certain types of leave that will enable
them to access the proper resources to help resolve their situation.

* Such leave will be documented in the employee’s personnel file; however,
this type of leave will not affect the outcome of future performance
evaluations.
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3.11 Termination

Objective

NEN recognizes that termination from employment may be required on occasion.
This policy supports the termination of an employee’s employment in a manner
that is consistent with applicable Human Rights and Employment Standards
legislation.

This policy applies to NFN employees.
Procedure

Termination Without Cause

37



NIBINAMIK FIRST NATION
HUMAN RESOURCES POLICIES AND PROCEDURES MANUAL

If the employment of an employee is to be terminated other than for cause, notice
of termination or payment in lieu of notice of termination, or combination thereof,
will be provided by NEN, subject to the conditions and requirements set forth in
this policy and subject to the requirements under applicable employment
legislation (presumed to be the Canada Labour Code).

Notice

NEN will provide at least two (2) weeks notice of termination, or pay in lieu of
notice of termination, or a combination thereof, to an employee whose employment
has been terminated if the employee has completed a minimum of three (3) months
of continuous employment.

Severance Pay

If an employee has completed a minimum of twelve (12) months of continuous full-
time employment, they are eligible for severance pay amounting to the greater of
tive (5) days pay or two (2) days pay for each completed year of continuous
employment with NFN.

Termination for Just Cause

Situations where NFN will consider dismissal for just cause will include, but are
not limited to, the following;:

* extreme misconduct, including the violation of NFN policy which results or
may result in a negative effect on other employees or clients, such as fraud,
falsification of records, or willful destruction of NFN property;

e refusal to follow instructions and directions;

* extreme negligence, carelessness, or neglect of duty, including when there is
unsatisfactory job performance which does or may endanger the safety of
colleagues and/ or clients;

* breach of confidentiality;
* violence in the workplace;
* being found in possession of illegal drugs on NFN property;

* being under the influence of alcohol or illegal drugs while working or
performing work duties;

* theft, fraud or misuse of organization funds, equipment, or materials;
* discrimination, harassment or abuse of clients, subordinates, or colleagues;

* breach of conflict-of-interest policy, and;
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* Dbeing charged or convicted of a criminal offense that is incompatible with
continued employment by NFN;

 failure to improve performance or behaviour despite being provided with
progressive discipline, as outlined in Policy 3.9 - Progressive Discipline; or

* any other conduct, behaviour, or omission inconsistent with ongoing
employment with NFN.

Dismissal for Just Cause Procedures

Any termination of employment for just cause must be approved by the Band
Manager. Prior to approving any termination of employment for just cause, the
Band Manager shall discuss the situation with the Ogamakanuck and obtain the
advice of the Council.

The Band Manager and/or their designate shall sign all letters of termination of
employment.

In the case of termination for just cause, the Band Manager should make the
announcement in a neutral place and prevent the employee from returning to their
workstation.

Where an employee is terminated for just cause, they will be paid only for time
worked. There shall be no pay in lieu of notice provided. Employees terminated for
just cause will, however, be paid upon termination for all earned salary, vacation
credits, and outstanding overtime.

An employee whose employment is terminated for just cause is not entitled to
severance pay.

The Record of Employment issued to all terminated employees is reviewed by the
Band Manager before releasing it to the affected employee.

Upon termination, any outstanding salary or travel advances or monies owing to
NEN will be deducted from the employee’s final pay which will be issued on the
tirst regularly scheduled pay date following the termination. The final pay is
withheld until the employee has returned to the office any keys, equipment, or
other resources and material belonging to NFN. By acknowledging this policy,
employees hereby authorize NFN to make all necessary deductions in instances of
a just cause termination.

Termination of Employment by Employee

* All employees shall give at least 14 days’ notice of resignation by letter
addressed to the Band Manager, unless the employee’s employment contract
has a notice of resignation period longer than 14 days. The date of receipt of
letter by the Band Manager and/or their Designate will count as the first day
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of the 14 days’ notice.

On resignation with notice or on termination of employment the employee is
entitled to accrued salary and earned vacation pay to the date of leaving
work. If he/she has taken more vacation than he/she has earned,adjustments
will be made in his/her last pay cheque to recover any overpayment.
Adjustments will be made on a last cheque to adjust such items as financial
advances and any other monies owed by the employee to the NFIN.

Political Office

Any employees assuming political office, including in a position as band
councillor or Chief, will be given a leave of absence for the completeterm of
office. If, at the end of the first term of elected office the employee chooses to
return to his/her previous position, he/she shall be permitted to return to the
same position or a comparable position if the previous position no longer
exists. If he/she pursues another term in elected office and is successful,
he/she will be deemed to have resigned from his/her position by virtue of
being unavailable to perform the duties of the position.

NFN will obtain legal advice for any termination for cause.
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Grievance Procedures

Objective

NEN has instituted this policy to provide employees with an outlet to raise
concerns regarding any conflict in the workplace or dissatisfaction with respect
to issues relatedto their employment in an open and fair manner with provisions
made to ensure theirprompt and reasonable resolution.

The following conflicts should be reported, and NFN shall strive to
address them withreasonable resolutions:

a) Dispute with co-workers or managerial staff with
unwanted, and unresolvedconsequences.

b) Perceived unfair or inequitable treatment.
c) Harassment of any kind.
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d) Abuse of authority.

Procedure

Employees are encouraged to first discuss the unwanted behaviour or actions with
theoffending party as the situation dictates.

An employee who feels they have a legitimate complaint related to their
employment that cannot be resolved by speaking directly to the individual
involved, including any complaints against any disciplinary action the employee
feels was unjustified may, after havingtried to resolve the dispute informally with
the Band Manager, submit a written grievance to the Ogamakanuck.

Such grievance must be submitted in writing within two (2) weeks of the event or
discussion thatprompted the grievance.

The Ogamakanuck can, at the Ogamakanuck’s sole discretion, request any and all
information from the Band Manager, Supervisor or any employee as is needed to
properly determine the grievance. The Ogamakanuck shall render a decision on the
grievance as soon as practicable, and normally within ten (10) working days of its
receipt. The Ogamakanuck’s decision is final.

In the respect of grievances filed by an employee in respect to actions of other
employees, the Band Manager and/or their Designate and/or the Ogamakanuck
shall hear the case and shall give their decision of the grievance. The decision of the
Ogamakanuck is final.

In the event that a complaint is not substantiated due to lack of evidence or other
reasons, bothparties shall be informed with the rationale used. The complainant
shall be notified first.

NEN shall keep on file all formal complaints, and the accompanying documentation,
and thefindings of any investigation.

Information from a previous investigation resulting in a substantiated complaint
may be usedfor review and consideration purposes in the event of a new allegation.

Ratification Signature Date of Initial Enactment Date of Policy Review

3.13 Grievance Process for External Complaints
Objective
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This Policy is intended to provide a process for the handling of complaints made
by band members or other clients who receive services from NFN employees. This
Policy provides band members and other individuals with an opportunity to raise
concerns with the treatment they have received from an NFN employee.

Procedure

An individual complaint respecting an allegation of concerns over treatment by an
NFN employee must be submitted in writing to the NFN Band Manager, as soon
as possible after the incident that raises the complaint.

The Band Manager shall be responsible for reviewing the complaint and taking any
investigative action required to properly assess the complaint, gather all relevant
information, and obtain information from the NFN employee(s) in question

regarding their version of the situation that led to the complaint.

The Band Manager shall normally commence the investigation into the complaint
within ten (10) days of receiving the complaint. In exceptional circumstances the
Band Manager may extend the time required to commence the investigation at their
sole discretion.

All NFN employees who are informed of a band member or other individual’s
complaint shall direct the individual to speak to the Band Manager.

If the Band Manager is the subject of the complaint, the complaint shall be made to
the Ogamakanak. The Ogamakanak shall then take all actions that would
otherwise be fulfilled by the Band Manager under this Policy.

All investigations into complaints made against NFN employees shall ensure that
the NFN employee is provided the opportunity to be fully informed of the
particulars of the complaint, and be given the opportunity to respond to the
complaint.

The NFN employee in question shall be permitted to be accompanied by another
person for support, including external representation or interpretation if necessary,
during any interviews related to the complaint.

The Band Manager, and any NFN employees involved in the complaint or the
investigation shall ensure that the complaint and the investigation is kept
confidential, except to the extent required for the full investigation to take place.

Following the Band Manager’s investigation, the Complainant shall be informed of

the findings of the complaint. Any NFN employee that is the subject of such a
complaint shall be entitled to know, in writing, the findings of the investigation.
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3.14 Layoffs

Objective

On occasion, NFN may determine that circumstances require it to reduce its
workforce. This could be a result of adverse economic or other conditions, funding
issues, or other unforeseen circumstances. In the event of such circumstances, layoffs
and recall from layoffs will be conducted in a manner that is consistent with
applicable labour standards legislation.

This Policy applies to all NFN employees.

Procedure

Employees will be selected for layoff in accordance with NFN’s operational needs.
NFN will consider an employee’s demonstrated current and past performance, the
needs of NFN and its specific projects, and the employee’s length of service when

determining employees for layoff.

Employees selected for layoff will be provided with as much notice as possible, and
no less than the notice required under applicable labour standards legislation.

Unless otherwise informed by NFN at the time of layoff, NFN shall continue to
provide all regular medical benefits to the employee during the layoff period.

Recall Procedure

Employees who are laid off will be maintained on a recall list for six months, or until
NEN determines that the layoff is permanent, whichever occurs first. While on the
recall list, employees must inform the Band Manager if they become unavailable for
recall.

In the event that the layoff becomes permanent, the employee’s employment shall
be considered terminated without cause, and the proper process as outlined in
Policy 3.10 - Termination shall be followed.

Ratification Signature Date of Initial Enactment Date of Policy Review
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Job Abandonment

Objective

Employees are expected to be at work at their scheduled start time. This Policy
addresses employees who do not attend work and fail to communicate with their
supervisor, or otherwise indicate any reasons for their absence.

This Policy applies to all NFN employees.
Procedure

NFN expects employees to report for work on time for every scheduled shift. An
employee who is unable to report to work at the designated time is required to notify
their direct supervisor as soon as practicable but no later than the employee's
scheduled start time.

Employees who fail to report to work for three consecutive business days without
notifying the organization of the absence will be considered as having intended to
voluntarily resign. The immediate supervisor will make every reasonable effort to
contact the employee before finalizing the resignation.

If the employee or a representative of the employee is unable to contact NFN due to
extreme circumstances (such as a medical emergency or natural disaster that
prohibits the employee or their representative from contacting the supervisor within
three days), the employee or their representative must contact NFN as soon as
practicable to explain the situation. In extreme circumstances, NFN will consider the
explanation and its timing before determining if the voluntary resignation will be
upheld.

Ratification Signature Date of Initial Enactment Date of Policy Review

Return of NFN Property on end of Employment

Objective

This Policy is intended to ensure that any employee whose employment with NFN
comes to an end, for any reason, shall return all NFN property to the supervisor at
the time of termination.
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This Policy applies to all NFN employees.
Procedure

Any NFN property issued to an employee, such as band equipment, including but
not limited to keys, vehicles, computer equipment, cell phones, laptops, tools, and
documents must be returned to NEFN at the time of cessation of employment, for
any reason. Each employee is responsible for paying the cost of replacing any lost or
damaged items.

All NEN Directors will keep an inventory of all issued equipment, including what
staff have what equipment in their possession, and ensure that the Band Manager is
provided an updated list on a regular basis.

Ratification Signature Date of Initial Enactment Date of Policy Review

45



NIBINAMIK FIRST NATION
HUMAN RESOURCES POLICIES AND PROCEDURES MANUAL

Section 4: Compensation & Benefits
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SECTION 4: Compensation & Benefits

41 Salaries
Objective

The objective of this policy is to clearly outline the rules and guidelines for salaries
earned by employees of NFN.

Procedure

NFN will make the final offer to the employees based on the level of funding and
qualificationsrelated to job position. The starting salaries and increments will be
reviewed and agreed by a quorum of the NFN Ogamakanuck.

All salaries offered to employees are at the discretion of the NFN Ogamakanuck.

Salary grids, if implemented, will reflect annual, monthly, weekly, daily and/or
hourly rates of pay as appropriateto the position.

Annually, NFN Management shall review all job descriptions and job classifications
of NFN.

Any increases to salary grids or salary scales for NFN employees must be approved
by the NFN Ogamakanuck.

NEFEN is committed to ensuring that all compensation is equitable. This means that
employeesthat are performing substantially the same kind of work that requires
basically the same skill, effort and responsibility and under similar conditions
should have the same compensation schedule (grid).

In circumstances where a request for garnishment has been made, a copy of the
Court Orderwill be placed in the employee’s personnel file.

Ratification Signature Date of Initial Enactment Date of Policy Review
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Hours of Work Policy
Objective

NEFN believes it is important to establish work hours to set clear expectations and
consistent administration of working hours. Hours of work are important to ensure
that employees are paid properly, entitlements are calculated accurately, and work
is done consistently. This policy addresses expectations around when work will be
completed byemployees.

Work is generally considered to be performed when an employee is performing
labour orproviding a service to NFN, or the employee is not working but is required
to stay at the workplace.

Employees are expected to devote their full time and attention to their duties during
their working hours.

This Policy applies to all NFN employees.
Procedure

A regular work week for most full-time employees is 35 hours: Monday - Friday, 7
hours per day. Hours of work for all employees shall be from 9:00 a.m. to 12 noon,
and from 1:00 p.m. to 5:00p.m., unless otherwise set by the NFN Management.

Directors may identify changes in hours as required to meet the needs of the
community.

Every employee is entitled to one (1) hour for lunch from 12 noon to 1:00 p.m.
each workday (unpaid).

Two fifteen (15) minute coffee breaks are allowed for each full day worked. Morning
coffee break will usually be taken between 10:30 a.m. and 10:45 a.m. Afternoon
coffee break will usually be taken between 3:30 p.m. and 3:45 p.m. Supervisors may
provide flexibility on the prescribed break times to ensure proper coverage or at the
request of an employee, as long as the length of the coffee breaks are 15 minutes.

Hours of work for all other employees, by nature of their employment position may
be requiredto work different hours. This includes, but is not limited to, the following
positions: teaching staff, Contractors, Carpenters, Public Works employees.

Employees are expected to report to work regularly and on time for every scheduled
working day.

All employees are expected to sign in daily attendance as they come in/out of the
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workplace. Attendance sheets shall be submitted bi-weekly with payroll time sheets.
Please see Appendix Hfor the bi-weekly timesheet.

No employees, except supervisory or management employees, regardless of
department, shall work more than 48 hours per week without the explicit written
permission of their supervisor.

If an employee wishes, on occasion, to change their hours of work because of
unusual or exceptional circumstances, a written request must be made to their
immediate Supervisor for consideration. No change will be approved that may
adversely affect the organization's overall performance.

Hours worked more than thirty-five (35) hours in a week must be pre-authorized in
writing by the employee’s immediate Supervisor/Director. Any such pre-
authorized hours are to be accurately recorded by the employee on their timesheet.

It is the responsibility of the Supervisor to verify the hours recorded on each
employee’s bi-weekly timesheet and authorize the hours reported prior to the report
being forwarded to Finance for processing.

Overtime

* At times, employees may be asked to work overtime to help maintain
workflow.

At NFN, a regular workweek consists of 35 hours worked and runs from
Sunday to Saturday. Overtime is paid as time off in lieu which shall bank at
arate of 1.5 times for hours worked over and above 40 hours in a workweek.
Hours worked in excess of 35 butfewer than 40 shall contribute to banked
time at a rate of 1.

Paid leave, such as holiday, vacation, or sick time, may not be used towards
overtime. If an employee receives holiday pay for working on a public
holiday, hours worked that day are not considered when calculating
overtime pay.

All overtime hours must be authorized by the Department Director, Band
Manager or designate in advance of overtime hours worked unless an
emergency or other unforeseen event prevents them from doing so.

Employees who do not obtain approval before working overtime hours may
be subjectto discipline. Subsequent offences may result in disciplinary action
up to and including termination of employment.

The hours of work for all part-time and casual employees depend upon the
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operational requirements of NFN. Part-time and casual employees are not
guaranteed a set number ofhours per week.

Disconnecting from Work Policy

Objective

This Policy is intended to promote employee health and wellness and provide
employees with a positive work-life balance by detailing NFN's expectations related
to disconnecting from work.

The phrase ‘disconnecting from work” is defined to mean not engaging in work-
related communications, including emails, telephone calls, video calls or sending or
reviewing other messages, to be free from the performance of work. As the list of
work-related communications is inclusive, and not exhaustive, other types of work-
related communications could also fall under this definition.

This Policy applies to all NFN employees, with the exception of management
employees.

Procedure

NEN values our employees” personal time and believes everyone should be able to
fully disconnect from work outside of the hours of operation listed above. NFN will
not expect any employee to engage in any work-related activity outside ofthose
hours. Employees should stop performing their job duties at the end of their
scheduled hours of work, should not bring any work home with the intention to
complete it during non-work hours, and should not respond to any work-related
communications outside of the hours of operation.

No employee will ever face any repercussions for disconnecting from work outside
ofwork hours.

An exception to this policy is if the nature of the employee’s work is to respond in
anyemergency capacities.

Exception: Managers and Directors

This policy does not apply to Managers, Directors, or the Band Manager. Managers,
Directors and the Band Manager may be required to be available after regular
working hours to address issues that arise.
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4.4 Bereavement Leave

Objective

The objective of this policy is to ensure employees are provided the time they need to
properly take care of their family obligations, while maintaining their employment at
NFN.

This Policy applies to all NFN employees.

Immediate Family

e For the purpose of this policy, immediate family is loosely defined as spouse
(including common-law spouse residing with the employee), dependent
children (including children of legal or common-law spouse), parents (including
step-parents, foster parents or in-law parents), grandparents (including
grandparents of legal or common-law spouse), grandchildren, son-in-law,
daughter-in-law, brother-in- law, sister-in-law, aunt or uncle, brother or sister or
any relative residing in the employee’s household or with whom the employee
permanently resides.

e The immediate family definition should consider the NFN culture and the
reality ofextended family.

Procedure

Bereavement / Funeral Leave time is granted such that an employee may have time
to attend afuneral, grieve, and deal with family issues in the event of a death in the
immediate family as defined above.

When a member of an employee’s immediate family dies, the employee shall be
entitled to bereavement leave with pay for a period of up to ten (10) days for the
purpose relating to thebereavement. For an employee who has been employed with
NEFN for at least three (3) consecutive months, five (5) of the ten (10) days shall be
paid at the employee’s regular rate of pay, exclusive of overtime.

An additional two (2) days may be granted for travelling time if warranted but must
be approvedby the NFN Band Manager.

Employees can take bereavement leave in one or two periods. The period of time
within which bereavement leave may be taken starts on the day on which the death
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occurred and ends six (6) weeks after the date of the funeral, burial, or memorial
service for the immediate family member.

Leave may be granted to employees for any other family related crises as approved
by NFNBand Manager.

Leave time with or without pay may also be granted for anything else that the NFN
BandManager deem:s eligible.

Employees requesting bereavement leave are required to request leave from their
supervisor, in writing, as soon as possible.

Employees must notify their supervisor of the need for bereavement leave as soon
as possible. Wherever possible, the notice shall be in writing and indicate the start
date and the anticipated length of the leave.

Where requested by the Band Manager, the employee shall submit proof of the
employee’s relationship with the deceased.

Community Funerals

Employees may leave work to attend a funeral in the community, with the
permission of their immediate supervisor.

The time spent at the funeral will be paid. However, employees who are not on leave
for the purpose of attending the community funeral shall attend work for the
remainder of the day. For example, an employee approved to attend a community
funeral which commences at 1 pm and ends at 3 pm is expected to attend work as
scheduled, except between the hours of 1 pm and 3 pm.

NFN Ogamakanuck and the Band Manager may close NFN offices in order to allow
employees to attend a community funeral.
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4.5 Education Leave Policy
Objective
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The NFN recognizes that educational development is important and should be
encouraged. This policy is established to provide an opportunity for the staff to
obtainadditional education or training to increase their competence in present jobs
and to prepare for future advancement.

All full-time employees are eligible to apply for education leave and assistance.
However, this Policy is specifically intended to support Nibinamik band members
who are also employees of NFN in pursuing their educational development.

Procedure

All full-time employees who wish to apply for education leave must apply in writing
to Ogamakanuck for approval. Applications for leave must include:

a) Course Name

b) Course Description
C) Costs

d) Name of Institution
e) Time Requirements
f) Location

g) Status (full-time/ part-time)
h) Reason for taking the coarse and benefit to Nibinamik

i) Confirmation that funding is available through the Education
Department (if applicable)

Full-time employees who are also band members of NFN will normally be given an
education Leave with pay for a short term providing that the course is work related
and that it will contribute to the employee’s development, andthat the course is a
modular type of program. However, Ogamakanuck reserves the right to deny the
education leave depending on the organizational needs at the time of the requested
leave.

Long term is considered to be 1-, 2- or 3-year full-time programs or courses. The
Ogamakanuckmay grant a leave of absence or education leave without pay to an
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employee to engage in a long-term training or to attend full-time courses that would
be of a benefit to the employee’s development and the enhancement of his/her
contribution to the First Nation. However, Ogamakanuck reserves the right to deny
the education leave depending on the organizational needs at the time of the
requested leave.

Each application must be approved individually by the Ogamakanuck.

If the application is rejected at any stage, the reasons for the decision should be
discussed withthe employee and the employee’s educational plan reviewed.

Applications for financial assistance regarding post-secondary education must be
made to theOgamakanuck of NFN, upon approval of applicant it shall then be
forwarded to the Nibinamik Education Authority First Nations Post Secondary
Student Support Services. Employees shall have to follow the set rules and
regulations of that organization.

The employee shall meet with the Ogamakanuck to discuss the details of the
requestededucation leave.

The employee is expected to make a time commitment to remain in the employment
of the NFNfor a period at least equivalent to the duration of the Educational Leave.

The employee shall write reports for the Ogamakanuck regarding the material
learned in thecourse. The employee is also required to submit his/her final grades.
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4.6 Professional Development Policy

Objective

The objective of this policy is to demonstrate its support of employee participation
in Professional Development activities, either on behalf of Nibinamik or for personal
growth.

In an effort to promote career growth and continuous education among employees,
NEN supports Professional Development activities, both inside and outside of their
regular duties. External Professional Development activities include, but are not
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strictly limited to:
a) Professional Associations.

b) Conferences.

C) Committees.

d) Workshops.

e) Board of Directors.

Procedures

NFN employees who are interested in Professional Development activities on behalf
of NFN, are required to submit a written request to their Supervisor/Director or
NFN Band Manager.

All Applications shall provide a comprehensive description of the program or
course, the cost, travel, and duration of the course, as well as a copy of any
information brochure available.

Professional Development Leave may be with or without pay, and the employer
may cover all ora portion of the expenses associated with the employee’s attendance.

The employee may be required to provide a written or oral report to present to the
staff upontheir return.

If an employee is known to have missed 1, 2 or more days of the professional
development opportunity, the employee may be required to reimburse NFN for the
entire trip and be subject to disciplinary actions.

Employees may also be required to provide confirmation of attendance which is to
be signed bythe instructor/facilitator on a daily basis. Staff who do not comply with
such requests may be subject to disciplinary action.

For information about the travel expenses please refer to Policy 4.19 - Travel
Management ofthe Nibinamik First Nation Financial Policies and Procedures.

Ratification Signature Date of Initial Enactment Date of Policy Review
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4.7 Sick Leave Policy
Objective

NEN shall provide the following program to assist employees who are absent from
the workplace due to illness or injury. Employees have a responsibility to make
every effortto ensure that they return to work in a state of health and well-being
which will enablethem to perform their job to the best of their abilities.

This Policy applies to all NFN employees.
Procedure

All illness causing the absence of any NFN employee must be reported to the
employee’simmediate supervisor as soon as possible on the first day of the absence.
Any absence in excess of three (3) days must be supported by a medical certificate
to be presented upon return to work.

Employees accrue sick days at a rate of 0.83 per month to a maximum often (10) paid
sick days in a year.

If an employee starts or finishes employment in the middle of a month, the employee
shall beentitled to the month’s sick leave credit provided they work ten (10) days in
that month.

Sick leave days can be applied to cases of long-termillness up to a maximum of four
(4) months and may be applied only after the current year’s earned sick time has
been used. For purposes of this section, long term is deemed to be a period in excess
of ten (10) working days.

Once sick leave days have been exhausted, employees are encouraged to access
Employment Insurance Sick Benefits while they are unable to work for medical
reasons.

Certifiable sick time which occurs during an employee’s scheduled holiday will be
paid as “sick time” at the discretion of the Ogamakanuck. Holiday time, if owing,
will be rescheduled by the First Nation Band Manager, and/or Director in
consultation with the employee.

Any employee who for any reason resigns or is dismissed will not be entitled to
payment for sickleave accumulated. Unused sick leave carries no monetary value
and will not be paid out to any employee at the end of the fiscal year, calendar year,
or at the end of employment, unless required by law.
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First Nation employee classified as part-time, temporary, term or replacement will
be applicable, whereby the employee will be allowed to three (3) days sick leave
with paysupported by medical certificate.

Sick Leave also includes attending to health problems of the employee’s immediate
family, and all health-related appointments including travel.

Employees must notify administration of intended medical leave at least 5 working
days prior tothe appointment, or in cases of specialist appointments as soon as the
employee is notified by the specialist. Leave without pay will be recorded unless
documentation is presented within 5 days upon return to work. It is the employee’s
responsibility to provide documentation.

Sick leave shall only be accrued by active employees. Inactive employees do not
accrue sick leave.

Employees are entitled to the same number of sick days each calendar year,
regardless of how many sick days were used in the previous calendar year.
Employees cannot carry over unused sick days into the new calendar year in order
to have more than ten (10) sick leave days annually.

This Policy should be read in conjunction with Policy 4.18: Personal Leave, that
provides employees with five (5) paid Personal Leave days per year.
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4.8 Medical Leave Policy
Objective

NFN employees are entitled to an unpaid, job-protected medical leave of absence of
up to twenty-seven (27) weeks in length as a result of personal illness or injury, organ
or tissue donation, medical appointments during work hours, and/or quarantine.

This Policy applies to all NFN employees.
Procedure

Employees are expected to exhaust their paid sick leave, and Compensatory Time
Off prior to starting an unpaid medical leave of absence. Exceptions may be made
on a case by case basis.

The benefits and seniority earned by an employee prior to their medical leave of
absence shall not be lost. Additionally, pension, health, and disability benefits and
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seniority continue during the medical leave of absence.

However, employees must arrange to pay their pension contributions prior to going
on medical leave.

Employees are encouraged to make inquiries as to their eligibility for employment
insurance benefits during their medical leave of absence. Employment insurance
benefits depend on an employee’s earnings and shall be determined on a case by
case basis.

Employees may be eligible to receive federal employment insurance benefits for up
to twenty-six (26) weeks, with a two (2) week waiting period.

After twenty-seven (27) weeks of medical leave, NFN may stop paying premiums
for benefit coverage other than where the absence is due to a work-related injury.
The option for the employee to continue benefit coverage by paying the premium
costs shall thereafter be determined in accordance with the terms of the policy holder
agreement.

Use of medical leave shall not be considered in determining an employee’s
entitlement to vacation leave or their movement on the salary grid.

Notice

Employees shall make a request for a medical leave of absence prior to commencing
leave, or as soon as possible thereafter, by submitting a completed Leave Request
form to their immediate supervisor.

Should an employee not be able to return to work after the twenty-seven (27) weeks
of unpaid sick leave, they must notify their immediate supervisor and re-submit an
updated medical certificate from their healthcare practitioner.

Employees requiring medical leave shall provide to their immediate supervisor a
medical certificate from a healthcare practitioner substantiating the need to be away
from work due to illness prior to commencing the leave, or as soon as possible
thereafter.

4.9 Vacation Policy
Objectives

NFN understands the importance of personal time off for its employees. Employees
areencouraged to use their accrued paid vacation time for rest, relaxation, and

personal pursuits.

This Policy applies to all NFN employees.
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Procedure

Full-time employees shall earn vacation days at a rate of one and a quarter (1%4) per
month, for atotal of fifteen (15) working days over the course of the vacation
entitlement year.

The vacation entitlement year shall include time the employee spends away from
work due to:

a. sickness or injury

b. pregnancy, parental, sick, family responsibility, bereavement, declared
emergency,family caregiver, family medical, critical illness, organ donor,
reservist, domestic orsexual violence, child death, or crime-related child
disappearance leaves.

c. any other approved leaves.
An employee is entitled to vacation leave with pay from earned credits.

An employee earns but is not entitled to vacation leave until completion of six (6)
months of employment.

Part-time, temporary, seasonal, contract workers and student workers are eligible
and subjectto 4% of their gross wages paid on each cheque.

Should any employee resign or be dismissed with vacation benefits owing to
him/her, theemployee will receive their vacation pay, subject to all deductions.
Should any employee resign or be dismissed; the employer shall recover any
outstandingadvances from the employee’s vacation pay.

Employees are expected to use all their vacation credits during the vacation year in
which it isearned.

Emplovees are not allowed to transfer unused vacation credits to the next fiscal year,
unlessdeemed necessary by the NFN Band Manager and Supervisors/Directors.

e Applies to new employees hired within October of the given fiscal
year.

e Where, in any vacation leave, an employee has not been granted all of
the vacationleave credited to him/her, the unused portion of his/her
vacation be carried over.

An employee shall inform in writing to the NFN Band Manager and/or Directors,
cc to immediate supervisor of his/her vacation request at least one week prior to the
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plannedvacation.

Employee’s requesting time off are required to submit the Time Off Request Form
(Appendix I).

Subject to the operational requirements, the manager shall notify the employee of
available vacation credits and make an effort to schedule an employee’s vacation
leave in the vacationyear in which it is earned.

The employer shall give an employee as much notice in the practicable and
reasonable approval,disapproval or cancellation of such leave, the employer shall
give a written reason.
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Public Holidays
Objective

Employees who qualify for public holiday pay will receive holidays with pay per
thefollowing procedures.

All NFN employees are entitled to all Statutory Public First Nation declared
Holidays as follows:

Public Holiday Day

New Year’s Day January 1

Family Day Third Monday of
February

Ash Wednesday 40 days preceding Palm Sunday
(Wednesday)

Good Friday Friday beforeEaster
Sunday

Easter Monday Monday after Easter
Sunday

Ascension Day 39 days afterEaster Sunday
(Thursday)
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Victoria Day Last Mondaypreceding
May 25

Nibinamik First Nation Day June 11

National Aboriginal Day June 21

Canada Day July 1

Civic Holiday First Monday
of August

Labour Day First Monday of
September

National Truth & Reconciliation September

Day 30
Thanksgiving Day Second Monday of
October
Remembrance Day November
11
Christmas Day December
25
Boxing Day December
26

In general, all NFN employees are entitled to a day off with regular pay on each of
the statutory holidays noted above.

In the case where a holiday falls on a Saturday or Sunday, the following Monday
will bedesignated as the day employees will take off work.

Where an employee is required to work on a statutory holiday, shall be compensated
at a rate of 1.5 times their regular hourly rate. However, managers required to work
on a statutory holiday shall be given a holiday with pay at some other time agreed
to by the manager.

An employee is not entitled to the paid wages if they are absent from work on a
statutory holiday that is normally a workday, and they were scheduled or required
to work that day.

Where an employee’s hourly wages differ from day to day, their regular rate of
wages for a statutory holiday shall be calculated as the average of their daily
earnings, exclusive of overtime, for the twenty (20) days worked immediately
preceding the holiday.

Casual Employees are not paid for designated holidays but are instead paid a
premium for working during the designated holiday.
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All employees of NFN who are working on the day of a Provincial or Federal
election, or when anNFEN election is being held, shall be given time off with pay.
Time off shall not exceed two (2) hours.

At times, NFN may require employees to work on a public holiday. All agreements
to work on a public holiday will be made in writing, either printed form or
electronically, and agreed to by theemployee. In this case, the employee will be paid
at a premium rate of 1.5 times their regular rate for each hour worked on the holiday
or be paid at their regular rate for the hours worked and provided with a substitute
day off.

Ratification Signature Date of Initial Enactment Date of Policy Review

4.11 Maternity Leave
Objective

During and/ or following pregnancy, NFN employees are entitled to up to seventeen
(17) weeks of maternity leave.

This Policy applies to all NFN employees.

Procedure

Maternity leave may begin no earlier thirteen (13) weeks prior to the estimated due
date, and shall end no later than seventeen (17) weeks following the actual birth.

If the birth has not occurred within the seventeen (17) weeks of maternity leave, the
leave is extended until the date of the birth.

Employment is considered to be ongoing during maternity leave for the purpose of
employee benefits.

NFN will maintain the health insurance of employees on maternity leave.
Additionally, NFN pension contributions shall continue where employees arrange
with the Payroll and Benefits Coordinator to continue making contributions during
the period of leave.

Notice

Employees shall provide notice of pregnancy leave by submitting to their immediate
supervisor a completed Leave Request form as soon as possible, and no later than
four (4) weeks prior to the anticipated first day of leave.
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The Leave Request form shall indicate:
o The first day of maternity leave;
e The estimated return to work date; and upon request,

e A medical certificate substantiating the pregnancy

Employees who wish to return to work prior to the end of their maternity leave shall
provide a minimum of four (4) weeks’ prior notice. Notice shall be made in writing
to an employee’s immediate supervisor.

Documentation

NEFEN reserves the right to request documentation, including a medical certificate, to
substantiate the pregnancy or hospitalization of a child for which maternity leave is
taken.
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4.12 Parental Leave

Objective

NFN employees are entitled to periods of unpaid leave when they become parents
to a child.

This Policy applies to NFN employees.
Procedure

Employees who have been employed by NEN for at least thirteen (13) weeks are
entitled to unpaid parental leave in the following amounts:

e Sixty-one (61) weeks where pregnancy leave also taken;
¢ Sixty-three (63) weeks where pregnancy leave was not taken; and

e Seventy-one (71) weeks total where leave is shared between two parents.

Shared parental leave may be taken concurrently or non-concurrently.

Parental leave may begin no later than seventy-eight (78) weeks from the date of
birth, or the date when the child came into the employee’s custody, care, and
control for the first time.
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Notice

Employees requesting leave under this policy shall submit a Leave Request form
to their immediate supervisor at least two (2) weeks prior to the start of the
requested leave period.

The Leave Request form shall include the employee’s last day of work, and
anticipated return to work date.

Where a child is born, or otherwise arrives into the employee’s care, custody, and
control earlier than expected, the employee may stop work immediately, but must
provide NFN notice of the parental leave within two (2) weeks of the start of their
parental leave.

In the event of short notice adoption, employees must provide written notice to
their immediate supervisor as soon as possible and submit a completed Leave
Request form no later than three (3) days after returning to work from leave.

Should an adoption not proceed, the employee must notify their immediate
supervisor of return to work.

Employees who wish to end their parental leave early shall provide NFN at least
four (4) weeks’ prior notice.
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413 Compassionate Care Leave
Objective

NFN employees are entitled to compassionate care leave to assist a family member
who is critically ill and needs care and support.

This Policy applies to NFN employees.

Procedure

Employees are entitled to twenty-eight (28) weeks of unpaid, job-protected leave
in order to care for critically ill family members, who in the opinion of a healthcare
practitioner have a significant risk of death within twenty-six (26) weeks.

Care or support may include, but is not limited to, supporting the individuals
physical and/or mental health, coordinating third-party care providers, or
providing direct, physical care.

Leave may be taken under this policy regardless of where the employee’s family
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member requiring care resides.

Where a medical certificate is issued, leave starts on the day indicated on the
medical certificate. If leave was started prior to the issuance of a medical certificate,
the leave is deemed to start on the first day leave was taken.

Leave ends on the date that the critically ill person dies, or fifty-two (52) weeks
following the first day of the week in which the individual is certified as ill by a
healthcare practitioner, or the medical certificate is issued.

Employees are encouraged to seek out any benefits to which they may be entitled
under the Employment Insurance program during the period of compassionate
care leave. NFN will not be responsible for paying wages to employees on
Compassionate Care Leave but will continue to pay the premiums on the
employee’s benefits plan while they are collecting employment insurance benefits.

Notice

Employees requiring leave under this policy shall submit a Leave Request form to
their immediate supervisor in advance of the first day of the requested leave
period, or as soon as possible thereafter.

The Leave Request form shall include the employee’s last day of work, and
anticipated return to work date.

Documentation

NEN reserves the right to request a medical certificate from a health care
practitioner with respect to the individual who requires care, in order to
substantiate an employee’s need for compassionate care leave either prior to the
start of leave, or during the leave.

At a minimum, the medical certificate shall contain:
e The name of the health care practitioner providing the certificate;

e The date of the employee’s communication with the healthcare
practitioner;

e The date of the family member’s visit with the healthcare practitioner; and

e The healthcare practitioner’s assessment of the family member’s risk of
death within twenty-six (26) weeks.
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4.14 Critical Illness Leave
Objective

NFN employees are entitled to critical illness leave to assist a family member who
is critically ill and needs care and support for several weeks.

This Policy applies to NFN employees.

Procedure

Where leave is sought with respect to a critically ill child, employees are entitled to
up to thirty-seven (37) weeks of unpaid, job-protected leave to care and support a
child who, in the opinion of a healthcare practitioner is critically ill and requiring
the care or support of one or more family members for a specific period of time.

Where leave is sought with respect to a critically ill adult, employees are entitled
to up to seventeen (17) weeks of unpaid, job-protected leave to care and support
an adult who, in the opinion of a healthcare practitioner is critically ill and
requiring the care or support of one or more family members for a specific period
of time.

Leave may be taken under this policy regardless of where the critically ill
individual resides.

Where a medical certificate is issued, leave starts on the day indicated on the
medical certificate. If leave was started prior to the issuance of a medical certificate,
the leave is deemed to start on the first day leave was taken.

Leave ends on the date that the critically ill person dies, or fifty-two (52) weeks
following the first day of the week in which the individual is certified as ill by a
healthcare practitioner, or the medical certificate is issued.

Notice

Employees requiring leave under this policy shall submit a Leave Request form to
their immediate supervisor in advance of the first day of the requested leave
period, or as soon as possible thereafter.

The Leave Request form shall include the employee’s last day of work, and
anticipated return to work date.

Documentation

NEN reserves the right to request a medical certificate from a health care
66



NIBINAMIK FIRST NATION
HUMAN RESOURCES POLICIES AND PROCEDURES MANUAL

practitioner with respect to the individual who requires care, in order to
substantiate an employee’s need for critical illness leave either prior to the start of
leave, or during the leave.

At a minimum, the medical certificate shall contain:
¢ The name of the health care practitioner providing the certificate;
e The date of the employee’s communication with the healthcare practitioner;
e The date of the family member’s visit with the healthcare practitioner; and

e The healthcare practitioner's assessment of the family member’s
requirement for care, and the time period for which care is required.
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4.15 Cultural Leave
Objective

Eligible NFN employees are entitled to cultural leave in order to participate in
cultural, religious or spiritual activities, or to participate in traditional activities
such as hunting, fishing and harvesting.

This Policy applies to NFN employees who Indigenous persons.

Procedure

Employees who are Indigenous persons and have at least three (3) months of
consecutive employment with NFN, are entitled to five (5) days of unpaid, job-
protected cultural leave per calendar year.

NFN may restrict each period of leave to one (1) day.

In addition to the leave provided under this policy, Compensatory Time Off may
be used for the purpose of traditional practices or participating in cultural,
religious, or spiritual events.

Notice

To request leave, employees shall submit a Leave Request form to their immediate
supervisor at least two (2) weeks in advance.

Requests for cultural leave shall be responded to no later than one (1) week after
they are received.
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4.16 Family Violence Leave
Objective

Employees who are the victim of family violence, or parents to a child who is a victim
of family violence are entitled to paid and unpaid leave to seek medical attention,
relocate on a permanent or temporary basis, participate in legal proceedings, obtain
psychological or professional counselling, legal assistance or services from an
organization aiding victims of family violence.

This Policy applies to NFN employees.

Procedure
Employees are entitled to ten (10) days of family violence leave per calendar year.

For individuals who have been employed for at least three (3) months with NFN,
the first five (5) days of family violence leave shall be paid at the employee’s regular
rate of pay.

Leave under this policy may be taken in one or more periods. However, NFN may
require leave to be taken in full day increments.

Employees are not eligible for leave under this policy where they are charged
criminally in relation to the family violence, or it is probable, in the circumstances,
that they committed the family violence for which leave is sought.

Notice

As soon as possible, but not necessarily before taking leave under this policy,
employees shall provide notice to their immediate supervisor, including the dates
for which leave is to be taken. Wherever possible, this shall be done in writing, using
the Leave Request form.

Employees shall provide their immediate supervisor notice of any changes to the
leave period. This shall be done in writing, where possible.

Employees are not required to provide notice in a manner which could result in
increased risk of harm to them or another individual.

Documentation

NFN may request in writing, no later than 15 days after an employee’s return to
work, that the employee to provide documentation to support the reasons for the
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leave. The employee shall provide that documentation only if it is reasonably
practicable for them to obtain and provide it.
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4.17 Child Death and Disappearance Leave

Objective

Employees who have suffered the death or disappearance of their child who was
under the age of 25 at the time of the death or disappearance are entitled to unpaid
leave if the child has died or disappeared as a result of a probable crime.

Procedure

Employees are entitled to 156 weeks of unpaid leave if eligible, starting from the
day the child died or disappeared. In the case of a disappearance, the Employee is
required to return to work 14 days after the child is found. However, if the child is
found during the 156-week period, the total period of the leave cannot exceed 156
weeks.

Documentation

NFN may request in writing, no later than 15 days after an employee’s return to
work, that the employee to provide documentation to support the reasons for the
leave. The employee shall provide that documentation only if it is reasonably
practicable for them to obtain and provide it.

Ratification Signature Date of Initial Enactment Date of Policy Review

418 Personal Leave
Objective

NFN employees are entitled to paid personal leave for the purposes of attending
to:

o the care and health of their family members;
 the education of their family members under 18 years of age;
» urgent matters concerning themselves or their family members;

o their citizenship ceremony under the Citizenship Act, and
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» any other reason prescribed.

Procedure
Employees are entitled to five (5) paid days of personal year per calendar year.

Personal leave may be taken in one (1) or more periods. However, NFN may
require employees to take personal leave in full day increments.

Notice

To request leave, employees shall submit a Leave Request form to their immediate
supervisor for approval prior to taking personal leave.

The Leave Request form shall include the start and end date of the personal leave
being requested.

Documentation

NEN reserves the right to request in writing and no later than 15 days after an
employee’s return to work, that the employee provide documentation to support
the reasons for the leave. Employee shall provide that documentation unless it is
not reasonably practicable for them to obtain and provide it.
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419 Travel Management Policy
Objective

Employees of NFN may occasionally be required to travel on business. This policy
shall provide guidelines and direction to the necessary policies when employees
are required to travel outside the community.

The provisions contained in this directive are mandatory and provide for the
reimbursement of reasonable expenses necessarily incurred while traveling on
NEN business, and to ensure employees are not out of pocket.

This policy applies to all NFN employees, contractors and others who travel on
behalf of theNFN and where the NFN pays for the travel costs.

Where travel is paid by a third party, payment by the third party will be to the
NFN. Thetraveler will then be reimbursed at the rates and according to the policies
of the NFN.

This section establishes the rules and procedures for travel authorization,
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travel on behalf of the NFN.

Procedure

Each department/program will have a coded expense account established and
designated for travel purposes. Funds for travel will be incorporated into program

budgets.

The Band Manager and/ or their Designate, appropriate Director, or designate, can
authorize travel for staff or individuals traveling on behalf of the NFN. Such

authorization shall be contingent upon:

a.

b.

travel costs being within the purchase authority limits.
availability of funds in the designated travel expense account.

travel being necessary for achieving the program’s objectives; and

the Band Manager having final authorization should the purpose of the

travel bein question.

All travel arrangements for public transportation (e.g. air, car, van, train, bus,
etc.) will be made by a Finance Administrator through the use of a Travel
Authorization Form. (Appendix J) and approved by the Band Manager and/or
their Designate.

Prior to traveling, each employee is required to fill out a Travel
Authorization Form or a Travel Advance Requisition Form estimating
all expenses (except public transportation).

Authorization and advance requisitions for travel of NFN business up
to a maximum of $500 must be approved by the Finance Administrator.
Travel advances in excess of $500 must be approved by the Band
Manager and/or their Designate and anything over $5,000 must be
approved by Chief and Council.

Car rentals will be reviewed and approved by the Band Manager
and/or their Designate and must be requested through a Travel
Authorization Form. Only the lowest economical vehicle to meet the
need will be authorized.

Full insurance must be purchased. NFN will not be responsible for any
traffic violations or parking tickets.

When travel arrangements are changed, it is the responsibility of each
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employee to advise the immediate supervisor or Band Manager and/or
their designate, so the changes can be made when necessary.

* Hotel reservations are the responsibility of the individual employee. It
is up to the employee to advise the hotel if, for some reason, they will
be a no show prior to the deadline time for their room reservation.

At the end of each trip, employees are required to fill out a Travel Expense Claim
Form.Travel Claims must be approved by their immediate supervisor before
going to the Finance Department. The Band Manager and/or their Designate
will make final approval.

Travel Expense Claim Form must be submitted prior to any further requests for
Travel Advances and must be submitted the within the first week of the
employee’s return towork.

NFN will reimburse the employee for reasonable out-of-pocket expenses. Any
monies owing to NFN will be repaid by means of arranging deductions from
payroll cheques.

All expenses will require a receipt. Any expenses without a receipt will not be
reimbursed by NFN. therefore, it is the responsibility of the employee to
ensure thatreceipts are available.

Any charges made to NFN for any reason that does not related to First Nation
business,if not repaid immediately, may be deducted from the employee’s next
payroll cheque.

Per diem rates are as follows:

e Breakfast - $12.50

e Lunch - $12.00

e Supper - $30.00

e Incidentals - $10.50

Private accommodations (other than hotel/motel) rate is $13.50 per night with
receiptand incidentals are $4.00.

Mileage

When employees are requested by the employer to use a private vehicle, they
will bereimbursed at the rate of $0.42 per kilometre.

When employees are using a vehicle owned by NFN, they will be given gas
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money andany other necessary coverage.

* Prior to any NFN employee utilizing a Band-owned vehicle,
authorization mustbe granted by the Band Manager and/or their
Designate.

The Band Manager and/or their Designate shall review and set rates for meal
allowances and mileage rates for each new fiscal year, if applicable.
Recommended changes will be written andapproved by the NFN.

Employees of NFN travelling on official business outside of thecommunity are
expected to conduct themselves professionally. Failure to do so will result in
discipline, up to and including termination depending on the seriousness of the
unprofessional conduct.

Ratification Signature Date of Initial Enactment Date of Policy Review

420 Vehicle Policy
Objective

The objective of this policy is to address the regulations and guidelines
surrounding theuse of NFN Band issued vehicles and personal use.

This policy will also provide clarity on vehicles not owned by NEN that are
rented foruse.

Procedure

The use of the vehicle or vehicles owned, leased, borrowed or on loan to a third
party by the NFN shall be in writing. The NFN Band Manager and/or their
Designate will obtain the approval. The vehicle authorization form shall
consist of a written agreement between the user ofthe vehicle and the owner
of the vehicle.

The NFN will ensure that the vehicle or vehicles owned by the organization
shall always have the appropriate insurance coverage and licensed driver.

Any person or persons authorized to use a vehicle or vehicles owned by the
NEN shall ensure that the vehicle logbook is logged appropriately and
documented with all relevant informationrequired for the trip.
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The Band Manager or Director will ensure that any NFN employee who is
using an NFN vehicle is properly licensed to drive the vehicle in question, and
that a copy of the employee’s driver’s license is placed in the employee’s
personnel file.

A NFN employee who borrows an unofficial vehicle for official purposes shall
ensure that the unofficial vehicle being used has appropriate insurance
coverage. All appropriate documentation must be completed beforehand and
submitted to the NFN Band Manager.

Accidents and Damages

All accidents involving any vehicle or vehicles owned, leased, borrowed or on
loan to athird party by the NFN shall be reported immediately to the Band
Manager. On the day of impact, employees shall notify police and shall notify
the insurance company through the NFN Band Manager and/or their
Designate.

On the day of the accident, a vehicle incident report shall be completed. Late
reporting of an incident may result in a lost claim to the employee.

Ratification Signature Date of Initial Enactment Date of Policy Review
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Section 5: Employee Conduct

75



NIBINAMIK FIRST NATION
HUMAN RESOURCES POLICIES AND PROCEDURES MANUAL

SECTION 5: Conduct

5.1

Employee Conduct
Objective

The objective of this policy is to provide guidelines for employees to always
conduct themselves ethically and professionally. NFN employees serve band
members and clients, and are expected be aware of their responsibilities to their
fellow employees, Band members, clients, stakeholders and the First Nation.

This Policy applies to all NFN employees.

Procedure

NFN employees are expected to carry out their duties as required by agreements
and adhere tothe Nibinamik First Nation policies and procedures.

All NFN employees shall comply with the Code of Conduct. In doing so,
employees shall:

e carry out the duties of their position to the best of their abilities;
e devote themselves, during work hours, to their duties of employment;
adhere to the policies and procedures of NFN;

e uphold the integrity and dignity of NFN, its programs, employees,
government, and all other affiliated agencies;

e promote the use of First Nations languages, values, traditions, and practices
in the delivery of services;

e behave, while on duty and in public, in a good way that reflects well on the
First Nation;

e disclose any conduct or information which may significantly impact the
reputation of NFN or the ability for NFN to provide services to its members;

e respect the laws and community standards of NFN and other First Nation
communities visited in the course of employment;

e use information obtained on the job for its intended purpose only;
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arrive at work punctually each day unless there is a valid reason for absence
or lateness, in which case the employee shall contact their immediate
supervisor at the start of the working day and give an indication of when
they expect to return to work;

maintain an appropriate standard of dress and general appearance
appropriate to their duties;

fully attend all meetings, workshops, conferences, or other engagements
assigned to them as official delegates of NFN and report back to their
manager and/or Chief and Council on the proceedings;

refrain from using alcohol, drugs, or any other controlled substances during
work hours, or while otherwise representing NFN, including in public places
and on work-related travel;

use equipment, property, or supplies, which are owned, leased, or rented by
NEN for authorized purposes only;

protect and care for all NFN property entrusted to them and report to their
relevant manager any faulty equipment that requires repair;

refrain from engaging in public criticism of other employees, NFN's
leadership or the approved policies of NFN;

not attend work while intoxicated by drugs, alcohol, or any other substance;

respect the confidentiality of all records, materials, and communications
obtained or viewed in the course of their employment;

refuse any fee, gift or other tangibles offered to them in reward for duties
performed by virtue of their employment, except cultural offerings;

decline to receive travel or other reimbursements for the same meeting or
other employment-related activity from two agencies;

serve members, their clients and all stakeholders with loyalty, determination
and the maximum application of professional skill and competence;

not participate in or allow any behaviour intended to degrade, humiliate,
intimidate, or cause fear to any community member, client, volunteer, or
other employee; and

respect the culture, traditions and teachings of NFN and act accordingly.

77



52

NIBINAMIK FIRST NATION
HUMAN RESOURCES POLICIES AND PROCEDURES MANUAL

An employee who has a grievance about the application of any portion of this
Human ResourcePolicy may submit a grievance. Please refer to Section 3 - (3.11)
Grievance Procedure.

A failure to abide by the Conduct outlined in this Policy may result in discipline,
up to and including termination depending on the seriousness of the violating
behaviour.
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Media Relations Policy

Objective

The objective of this policy is to ensure that information relayed to the public
regardingNFN is accurate, informative, and positive. NFN will work to manage
information provided to media outlets, including traditional news media formats
and online coverage.

Procedure

NFN will appoint a designated media spokesperson to convey news to media
outlets andrespond to their inquiries.

NEFEN strictly prohibits the disclosure of confidential information regarding our
processes, objectives, employee information, financial information, or any other
information protected as confidential.

NEN strictly prohibits the public communication of unverified information, e.g.,
rumours or information gathered from a third party.

NFN media releases must be approved by NFN Ogamakan and/or their
Designate priorto their release.

Ratification Signature Date of Initial Enactment Date of Policy Review
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5.3 Dress Code and Hygiene
Objective

This section’s objective is to provide guidelines for appropriate attire and
hygiene for asafe, healthy workplace that promotes a high level of job satisfaction
and a respectful work environment.

It is expected that employees will dress and conduct themselves in a manner
appropriate totheir duties and to the situation, keeping in mind that they
represent NFN.

This Policy applies to all employees of NFN.
Procedure

Employees will dress in a manner safe and appropriate to their duties, work
setting and to situations as they arise, keeping in mind that they represent
NFN.

Employees will maintain a reasonable level of personal hygiene. Employees
will also avoid wearing excessive scents which may affect employees or clients
with allergies or sensitivities.

Employee shall not wear clothes with inappropriate prints or slogans,
including by not limited to:

a) Profanity
b) references to drugs or alcohol
c) graphic images

Should an employee arrive to work dressed inappropriately; the immediate
supervisor has theauthority to address the concerns with the employee. In
situations where the Employee’s hygiene or excessive scent, or clothing has the
potential to impact other employees in a negative way, the supervisor may
determine to send the employee home for the remainder of the work shift, at the
discretion of the supervisor.

Employees found to be in violation of this policy that are sent home will not be
entitled to payfor the missed work.
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If the concerns with the employee’s dress, hygiene or excessive use of scents are
not resolved, the supervisor may raise those concerns with the Director and/or
the Band Manager. If the employee continues to fail to abide by directions
regarding these issues, discipline may be imposed.

Ratification Signature Date of Initial Enactment Date of Policy Review

Conflict of Interest
Objective

This section’s objective is to provide guidelines during situations involving
conflict ofinterest so that they may be navigated in an ethical manner that
respects the overallinterest of NFN.

All employees have a continuing responsibility to conduct themselves in
accordance with thehighest standards of integrity and fair dealings to avoid
conflicts of interest, or even the appearance of conflict, between their personal
interests and those of NFN.

This Policy applies to all employees of NFN.

Procedure

All known conflicts of interest are to be avoided. Prior to engaging in any
activity that may place the employee in a conflict of interest, the employees are
encouraged to make full disclosure of the proposed activity to the Band
Manager, and seek a ruling from on whether the proposed activity constitutes a

real or potential conflict of interest.

Any failure to comply with these conflicts of interest guidelines may result in
disciplinaryactions up to and including termination.

The following are examples of real or potential conflicts of interest, but is
not acomplete list of possible conflict of interest situations:

a) Being involved in the screening, interviewing, or hiring of immediate
family members;

b) Holding any position, gaining financially, or carrying out actions that
result in a conflict of interest between the employee and NFN;
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c) Buying supplies for NFN from a family member’s store;

d) Having any material, direct or indirect ownership, interest or profit
participation in an outside business that may have dealings with NFN;

e) Operating your program in a facility that you own and paying rent to
yourself;

f) Approving invoices or cheques to yourself or a close family or
community member; or

g) Having influence on a decision that would benefit yourself or a close
family orcommunity member

In the event of a conflict of interest, the individual should seek approvals or
authorities fromnon-conflicted individuals to remove the conflict from the
decision. An employee who believes that they may be in a conflict of interest,
or whose involvement may result in a perception of a conflict of interest,
should immediately speak to their Director and/or the Band Manager prior to
engaging in any activity that may result in the conflict of interest.

After disclosing the potential conflict of interest, the employee shall work with
the Director and/or Band Manager to attempt to resolve the conflict of interest
together. A resolution may include the employee recusing themselves from the
situation entirely.

Employees will generally be prohibited from acting as the immediate
supervisor of a spouse, child, or family member due to the potential for an
actual or perceived conflict of interest. Exceptions may be made on a case by
case basis upon the direction of Chief and Council.

Non-reporting of Conflict of Interest

If it is determined that a conflict of interest exists but has not been reported, the
employee involved in the conflict of interest may be asked to relinquish any
involvement in the activity, and/or may be suspended temporarily from the
activity giving rise to the conflict.

A failure to report an actual or perceived conflict of interest may also give rise
to discipline, up to and including termination depending on the seriousness of
the failure to disclose.

For more information regarding conflict of interest see Section 3 - (3.7) Disbursements
and Section 24— Honourarium, Reimbursements for Loss of Wages, Other of the Nibinamik
Frist Nation Financial Policies and Procedures.
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5.6 Criminal Charges and Convictions During Employment Policy

Objective

As an employer, NFN believes that it is necessary to be aware of information
regarding its employees which may have an impact on the organization, its
employees, or any other person with whom NFN interacts. At the same time, NFN
holds the view that criminal charges and convictions are not necessarily
incompatible with new or continued employment with NFN in all cases.

NFN employees and volunteers are responsible for notifying their supervisor and
the Band Manager of any criminal charges laid against them.

The objective of this policy is to provide for a clear and fair process by which it can
balance the interests of all parties who may be actually or potentially impacted by
the criminal charges or convictions of current and prospective employees.

Procedure

Should criminal charges be laid against any employee, they must notify their
immediate supervisor before reporting or returning to their next scheduled work
shift or workday and provide details of the criminal charges laid against them. No
employee against whom criminal charges have been laid will be permitted to report
for work until the matter has been reviewed and a determination reached by the
Band Manager or their designate pursuant to this policy.

Employees who report a new criminal charge laid against them will be placed on an
administrative leave of absence with pay for up to two (2) weeks while the matter,
including the impact of the criminal charges, is reviewed by the Band Manager
and/or other members to NFN Management, upon the request of the Band Manager.
The period of suspension may be extended as required and may be with or without

pay.

This notification permits NFN time to consider whether the employee so charged
can continue to meet the bona fide and reasonable occupational requirements or
qualifications for employment in their role. As well, it provides time to consider
whether there are other relevant and reasonable factors that could have a
detrimental impact on: (a) the person’s ability to perform the job, (b) the reputation
of NFN as an employer, (c) the delivery of services to the community served, or (d)
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other relevant factors.

Employees or others failing to report a new criminal charge laid against them to their
immediate supervisor will be subject to progressive disciplinary process in
accordance with NFN’s Progressive Discipline Policy.

An employee against whom criminal charges have been laid is responsible for fully
cooperating with NFN in its review of factors relating to the possible impact of the
criminal charges on their employment role, duties, and responsibilities.

The employee is responsible for updating NFN regarding the progression of the
criminal charge through the court process, including updates on court appearances.

Once a conviction is registered on the criminal charge, the matter is withdrawn, or
the employee is found not guilty by a court of record, NFN will make a
determination on next steps for the employee in their employment.

At any time during employment or while providing services to or on behalf of NFN,
an employee may be required to submit to a Criminal Record Check. Failure to
provide consent or to provide a Criminal Record Check may result in the
termination of employment for no longer meeting the conditions of employment.

Where a prior criminal conviction has been overturned it will not be considered as a
criminal conviction.
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Section 6: Health & Safety
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SECTION 6: Health & Safety

6.1 Controlled Entry Security
Objective

NFN depends on its personnel and assets, and must manage these resources with
due diligence, taking appropriate measures to safeguard them from injury or
damage. These measures include the implementation of procedures for
maintaining the control of keysand the installation of locking devices on gates and
doors on NFN's premises.

Locking devices/keys are installed on all areas enclosed with sensitive information.

Procedure

If it becomes known that an area requires a locking device, the device shall
be installedimmediately to restrict access.

Procedure for Issuing Keys
e All issuance of security keys is to be documented in a log at all times. In
the event thereare any changes to the list of key-holders (i.e., an individual
is no longer employed by NFN), the log has to be updated.

e All keys issued are to be protected against unauthorized copying. Any
individuals whocopy a key and/or provide their key to an unauthorized
individual will be subject to disciplinary action, up to and including
termination of employment.

e Nibinamik Staff are expected to take necessary precautions to avoid losing
keys.

Ratification Signature Date of Initial Enactment Date of Policy Review
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Health and Safety Policy
Objective

NFN acknowledges the right of its employees to work in a healthy and safe
environment. NEN is responsible for taking all reasonable precautions to protect
employees, contractors, volunteers, visitors, and all other individuals at its
worksites. Protecting employees from injury or occupational disease from
accidents or incidents is a continuing objective. NFN will make every effort to
provide a safe and healthy work environment for all staff. NFN believes that all
accidents are preventable and active participation at all levels will help ensure
accidents are avoided.

This policy outlines the responsibilities of all parties in maintaining a safe and
healthy work environment. NFN will act in compliance with all applicable
workplace health andsafety legislation.

This Policy applies to all employees.

Procedure

NFN'’s Responsibilities

With respect to health and safety, NFN is responsible for:
¢ ensuring the development and management of a safe and healthy workplace,
with the Band Manager having overall responsibility for the development

and management of the NFN’s health and safety program;

e ensuring employees have the necessary information, training, and
supervision to perform their jobs safely;

e promoting a culture of safety which empowers employees to bring attention
to health and safety issues; and

e adhering to its legislative requirements as an employer.
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Emplovee Rights

All NEN employees have the following rights with respect to health and safety in
the workplace:

1. The right to know of any foreseeable hazards in the workplace, and to be
provided with the information, instructions, training, and supervision
necessary to protect their health and safety;

2. Theright to participate in identifying and correcting work-related health and
safety concerns as a health and safety representative, health and safety
committee member, and/or policy health and safety committee member, as
applicable to NFN and its workplaces; and

3. Theright to refuse unsafe work where the work and/ or workplace represents
a danger to oneself or another person.

Employee Responsibilities

NFN employees are responsible for the following with respect to health and safety:

e using all safety materials, equipment, devices, and clothing that are provided
by NFN and intended to protect employees;

e following procedures relating to the health and safety;

e following all instructions provided by the NFN concerning the health and
safety of employees;

e co-operating with any person carrying out a duty or function required by the
applicable legislation;

e reporting to NFN any thing or circumstance that is likely to be hazardous to
employees or any other person in the workplace;

e reporting all work-related accidents, occupational diseases, or other
hazardous occurrences that have caused injury to any person;

e reporting any situation believed to be a contravention of the applicable
legislation by NFN, an employee, or any other person;

e complying with every oral or written direction given by a health and safety
officer or an appeals officer; and
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e responding in writing to a health and safety officer's direction or report when
requested to do so by the health and safety officer.

Health and Safety Committee

NFN will work with its employees to establish a Workplace Health and Safety

Committee ("Committee") and/or a Health and Safety Representative as required by
the applicable legislation.

At a minimum, the Committee shall be composed of an employee who does not
exercise a managerial function, and the Band Manager or designate

Where the appointment of a Health and Safety Representative (“Representative”) is
required, the individual appointed shall not be a member of NFN’s management.

Annual training will be provided to the Committee outlining their roles,
responsibilities, and rights under the applicable legislation.

The Committee’s rights and responsibilities include, but are not limited to:

e considering and expeditiously dispose of complaints relating to the health
and safety of employees;

e participating in the implementation and monitoring of a program for the
prevention of hazards in the workplace that also provides for the education
of employees in health and safety matters;

e where necessary, participating in the development, implementation and
monitoring of a program for the prevention of those hazards that also
provides for the education of employees in health and safety matters related
to those hazards;

e participating in the development, implementation and monitoring of a
program for the prevention of hazards in the work place that also provides
for the education of employees in health and safety matters related to those
hazards;

e participating in all of the inquiries, investigations, studies and inspections
pertaining to the health and safety of employees, including any consultations
that may be necessary with persons who are professionally or technically
qualified to advise the committee on those matters;
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e participate in the implementation and monitoring of a program for the
provision of personal protective equipment, clothing, devices or materials

and, where there is no policy committee, shall participate in the development
of the program;

e ensuring that adequate records are maintained on work accidents, injuries
and health hazards relating to the health and safety of employees and
regularly monitor data relating to those accidents, injuries and hazards;

e participating in the implementation of changes that might affect occupational
health and safety, including work processes and procedures and in the
planning of the implementation of those changes;

e assisting NFN in investigating and assessing the exposure of employees to
hazardous substances;

e ensuring inspection each month all or part of the work place, so that every
part of the work place is inspected at least once each year; and

e participate in the development of health and safety policies and programs in
accordance with the applicable legislative requirements for a health and
safety committee.

The Committee and/ or Representative is not responsible for investigating incidents
of workplace violence, harassment, and/or sexual harassment.

Health and Safety Incidents

All work-related injuries or illnesses must be reported immediately to the
employee’s immediate Supervisor and the appropriate forms completed. The report
will be forwarded to the Committee. Alternatively, the report may be made directly
to the Committee.

Health benefits and seniority will continue to accrue while an eligible employee is
employed and absent from work because of a work-related injury or illness. The
employee will continue to accumulate paid sick leave during an absence due to a
work-related illness or injury.

The period of absence during which the employee is absent from work due to either

a work-related injury or illness will also count when determining the employee’s
entitlement to vacation leave or movement on a salary grid.
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After an absence due to a work-related injury or illness, the employee will be
permitted to return to work where it is reasonably practicable. NFN may assign the
employee to a different position with different terms and conditions of employment
if, after an absence due to work-related illness or injury, the employee is unable to
perform the essential work done prior to the absence.

Any concerns or near misses should be reported to the health and safety
committee or representative and the appropriate manager. Employees who
voice or identify a health andsafety concern will not be subject to reprisal or
retaliation.

If an emergency occurs, employees must immediately report the incident to NFN
Band Managerand/or their Designate. Appropriate responses will be dictated by
the severity of the event and its effect on the health and safety of employees,
visitors, and property.

An emergency is any number of unsafe conditions that pose a threat to people or
property. Thisincludes fire or smoke; natural disaster or severe weather; chemical,
biological, or radiological incidents; and structural failures.

Refer to Appendix O — Emergency Action Plan for additional details.

Ratification Signature Date of Initial Enactment Date of Policy Review

Workplace Hazard Identification Policy
Objective

NEFN has adopted this policy to ensure that all workplace hazards are identified
and controlled appropriately. These measures have been taken to ensure the
ongoing healthand safety of our staff.

An occupational hazard is a thing or situation that can harm a worker. There are 2
categories:

e Safety hazards that cause accidents that physically injure workers: and
e health hazards which result in the development of disease.
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Procedure

To reduce the potential for injuries at NFN, we will conduct a hazard assessment
of all workareas and work processes.

Where a hazard creates dangerous working conditions, the work shall be halted
until such time as it may be controlled effectively.

NFN shall address and resolve workplace hazards using appropriate controls
either at the sourceof the hazard, between the source and the worker, or at the
worker. Addressing the hazard at the worker could include appropriate use of
PPE and/ or training and education.

3-step process for dealing with workplace hazards:

Identify - Report any workplace hazards to your immediate supervisor.
Recognition involves both identifying a hazard and determining if there is a
possibility of workers being affected by it. If there is such a possibility, it must
be assessed and if it is found to be significant, the hazard must be controlled.
Employees are required to report any workplace hazards to their immediate
supervisor immediately, to reduce the dangers toall other employees.

Assess — Determine the level of risk associated with the hazard. Discontinue
work in theevent that a workplace hazard creates excessive and dangerous
work conditions.

Control - NFN will use all elements available to address and resolve
dangerous workplace hazards. Control can be applied at the source of the
hazard, along the path between the source and the worker, or at the worker.
Control at the source is preferred.

Personal Protective Equipment

NFN will take every reasonable precaution in the circumstances to protect
workers; this may include requiring them to wear personal protective
equipment through the courseof their job duties.

All PPE used by NFN, and its employees will be maintained in
accordance withmanufacturer's instructions and requirements.
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e Band-issued PPE will be inspected at the time of issue and before each use by
the employee. All PPE that is damaged, or in need of service or repair will be
removed fromservice immediately.

e All PPE that has been removed from service will be tagged "OUT OF
SERVICE." Any PPE tagged "OUT OF SERVICE" will not be returned to
service until repaired and inspected bya qualified person. In cases where
repair is not possible, the damaged PPE will be destroyed.

e Failure to wear the required safety equipment may result in disciplinary action.

Ratification Signature Date of Initial Enactment Date of Policy Review

Reporting Workplace Injuries Policy
Objectives

NFEN will comply with all required regulations, legislation and workplace
compliance issues regarding the correct reporting of any workplace injuries and
will strive to prevent any potential workplace injuries through the
implementationof health and safety policies and programs.

o Please refer to Definitions (Appendix A) for the definitions of
workplace injury, first aid, healthcare, critical injury.

e All Incidents must be reported to NFN by filling out the Incident Report and
Investigation Form (Appendix R).

NFEN will report a work-related accident to WSIB if a worker requires healthcare

and/or:

e Is absent from regular work.
e Earns less than regular pay for regular work (e.g., part-time hours).

e Requires modified work at less than regular pay.
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e Requires modified work at regular pay for more than seven calendar days
following thedate of accident.

When deciding whether to report an accident where a worker requires modified
work at regularpay for more than seven calendar days, NFN will consider that:

e The seven-calendar day period is not reset for workers that initially
require modified work for less than seven calendar days, return to regular
work for a brief period, and then require further modified work. In these
cases, the requirement to report is basedon whether the worker requires
modified work after the initial seven calendar days following the date of
accident.

e If a worker initially returns to regular work, but then requires modified
work, NFN will report the accident if the worker requires modified work
for more than seven calendardays from the date that the modified work
began.

NFEN will not require a work-related accident report if the worker:

e Receives only first aid (a record of the first aid will be kept internally).

e Receives first aid and requires modified work at regular pay for seven
calendar days orless, following the date of accident.

e Does not receive first aid but requires modified work at regular pay for
seven calendardays or less, following the date of the accident.

When deciding whether an accident should be reported to the WSIB because
"care" has been provided to the worker, NFN will consider the type of care
provided, rather than the professional qualifications of the provider giving the
care, or where the care was provided. NFNwill report the accident to the WSIB
when a worker is injured, and the treatment received could only have been
administered by a health care practitioner.

NFN will not report the accident to the WSIB if first aid is provided to a worker
by a:

e Co-worker, manager, lay person, or

e Health care practitioner, when the first aid did not require the
professional skills of that practitioner.
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Exposure to Infectious Disease

If the worker tests negative for exposure to an infectious disease, NFN is not
required tosubmit an accident report.

If it is suspected that a worker has been exposed to an infectious disease, but
the worker chooses not to participate in the surveillance protocol, NFN will

report theaccident to the WSIB.

Accident Reporting

NFN will report accidents through the use of:
a) reporting of injury/disease for 7 (Form 7)

b) WCB/WSIB-approved electronic reporting form
An employee who is injured or ill because of work, is first to seek proper medical
attention. The employee must then inform the Supervisor/Manager so that NFN

can give you support and fulfill itsresponsibilities.

NFN will comply with all legislated reporting timelines and will provide
support to employeesthroughout the WSIB claims process.

Ratification Signature Date of Initial Enactment Date of Policy Review

Workplace Accident Investigation Policy
Objective

The Workplace Accident Investigation Policy is intended to provide the correct
investigatory procedures in the event of a workplace accident/incident. The
creation of complete documentation, proper reports and investigations of
workplace accidents/incidents will increase our overall readiness to identify and
resolve workplace safety issues, reduce workplace injuries, and increase
efficiency.
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Procedure

Responses to Accidents Resulting in Injuries Requiring Medical Attention

e Stop the process immediately.
e Contact the manager and a Health and Safety representative so that a joint
investigationcan be conducted (even if the injured worker is not available).

Gather all available information such as:

a. How did this accident occur

b. Names of witnesses.

c. Objects, equipment, parts or substances involved in the accident

d. Maintenance records

e. Is there a safe work procedure for the work being performed?

f. Was procedure being followed?

g. Did worker receive safety training for the work being performed?
e Identify the root causes.

e Determine and implement temporary or, if possible, long term corrective
measures toaddress root causes before re-starting the process.

e Complete an accident investigation form and provide copies to manager
and the Joint Health & Safety Committee.

e Ensure that copies of all records reviewed (training records, maintenance
records, work procedures, safety talks, equipment drawings) are attached

to the accident investigation.

e Schedule follow-up review to review effectiveness of the temporary
and long-term corrective measures implemented.
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Critical Injury Response and Investigation

If the extent of injury is unclear but it appears that the potential exists that the
injurymay fall under the critical injury definition, treat the accident as a critical
injury.

When notified of a Critical Injury the Supervisor shall immediately proceed to
theaccident scene and ensure that the area is secured and remains undisturbed
untilreleased by a Health and Safety Inspector.

The supervisor will contact management and the Health and Safety Representative
sothat a joint investigation can be conducted of the accident with that person once
the injured team member is removed from the scene and it is safe to enter the
accident area.

The Band Manager or other designated member of management will call report
thecritical injury to the appropriate board (M.O.L in Ontario 1-877-202-0008)
within 48 hours. Tell the operator that you are reporting a critical injury. You will
need to providethe name of the injured worker as well as the time of the accident.

If the root causes of the accident and corrective actions are identified, review these
with the officer.

If the officer agrees with the corrective actions, they will release the accident scene
and make arrangements to investigate. If the officer decides to investigate
immediately, theaccident scene must then remain secured until the officer has
completed their investigation. The officer will provide further instructions including
submission of reports.

Ratification Signature Date of Initial Enactment Date of Policy Review
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Right to Refuse Unsafe Work Policy
Objective

In the event that a NFN employee encounters unsafe working conditions, or where
the required equipment, tools or machinery present a serious health and safety
concern, the employee shall havethe right to refuse any work that they believe to
be unsafe.

Please refer to Definitions (Section 2) for the definition of imminent danger.

Any NFN employee can refuse to work if they have a reasonable belief that one
or more of thefollowing situations exist:

1. Machinery, equipment or tools required in the performance of job
duties present asafety hazard and their use may cause an injury to
the worker or those nearby.

2. The working conditions are unsafe and may cause an injury to the
worker or thosenearby.

3. The workplace conditions or machinery, equipment or tools represent a
physical dangerto the health and safety of the worker or those nearby.

4. The worker has a reasonable expectation that the work would place
them in danger ofphysical harm.

In the event of work being refused or stopped, the following actions are required
of employersand employees:

e The employee must inform the supervisor or Band Manager and/or
their Designate of the work refusal immediately and provide an
explanation detailing the rationale behind the refusal.

e Stay nearby in a safe place until an investigation has been completed.

e In the event that the employee is unsatisfied with the results of the
investigation, the employee may continue to refuse the work provided
where they have reasonable grounds on which to base thecontinued
refusal.
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NFN employees will not be disciplined for refusing to work if they have a
reasonable belief thatthe work is unsafe or could endanger themselves or others.

It the event that a work refusal was made in bad faith, or if the worker continues
to refuse thework after an inspector finds that the work is unlikely to endanger
the worker, NFN may elect to utilize disciplinary action(s) up to and including
termination of employment with cause.

Ratification Signature Date of Initial Enactment Date of Policy Review
Lockout/Tagout Policy
Objective

NFEN is committed to the health and safety of all of its employees. NFN has
adopted thispolicy to prevent accidents which might otherwise occur during
servicing, repair or maintenance of equipment or machinery.

Please refer to Definitions (Section 2) for the definition of Energy Isolation Device.

There are many types of potentially hazardous energy including electrical,
thermal, chemical, pneumatic, hydraulic, mechanical and gravitational energy.
This Policy is designed to ensure all employees of Nibinamik First Nation are
aware of the preventative measures in place to avert the accidental release of this
type of energy. All such forms of this energy must be locked out, blocked or
released to ensure that machinery or equipment does not turn on or move during
the installation, servicing, repair or maintenance.

Procedure

Employees who perform maintenance on activities on equipment must be
trained on the NFN lockout/tagout policy.

NFN will determine which energy isolating devices apply to the equipment /
machinery beinglocked out.
When equipment is to be locked out NFN employees will follow these guiding

principles:

e Pre-plan for the lockout by identifying all energy sources and switches.
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e Procedures must be written and followed for equipment access, lockout
/ tagout,clearance, release and start-up.

e Notification of lockout must be given to affected works.

e Equipment / machinery should be shut down by normal means (i.e., turning
switches tothe off position, closing valves, etc.)

e Equipment / machinery will be isolated from energy source by disconnecting
or blockingthe energy source.

e Nibinamik First Nation will lock and tag the energy isolating device in which
the workerhas control over; a tag indicating that the equipment / machinery
has been shut down will be placed upon it.

e Workers will ensure that all energy sources have been isolated prior to
working on theequipment / machinery.

e When the work is complete, the worker must release the equipment /
machinery fromlockout.

e The worker must test the equipment / machinery to ensure it is running
correctly priorto the equipment / machinery being used normally.

The following procedures are to be followed by all NFN employees when using
the lockoutprocess beginning with preparation: Notify all affected workers of

the intended lockout and the reasoning for it.

Machine / Equipment Shutdown and Isolation:

e Shut down the equipment / machinery if in operation by the normal
stoppingprocedure.

e Implement the energy isolating device to ensure all energy sources are
disconnected.

e Stored energy must be released or disconnected.

e Do not pull fuses instead of locking out the equipment / machinery. This does
not guarantee that the circuit is dead.
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Application of Lockout / Tagout:

e Lock out and tag the energy-isolating device with an assigned lock.

e If multiple workers are working on the same piece of equipment /
machinery, each worker must lock out and tag the energy-isolating device
using a personal lock and tagon the group lockout device.

e Locks and tags must clearly show the name of the person who applied for it.

e Locks and tags must be durable to withstand various environments
ensuring the information on them remains legible (American locks with
standard, laminated tags).

e Locks and tags will be standardized in colour, shape, and size. They
should berecognizable and state all the appropriate information
about the lockout.

e The individual lock and tag should be removed when the worker is finished
working onthe machine / equipment.

Verification of Isolation

e Once all workers are in an area where they cannot be injured, verify that
the energysources have been disconnected and there is no possibility of
the equipment / machinery turning on.

e [f there is any possibility of re-accumulation of stored energy, isolation of the
equipment/ machinery must be verified periodically until the work is complete.

e Operating controls are to be returned to their neutral position after the test. A
check ofsystem activation should be completed to ensure isolation.

Lockout / Tagout Interruption. Should there be a need to test or reposition
equipment / machinery that is locked and tagged, the following steps are to
be followed:

e C(lear the equipment / machinery from tools and materials.

e Ensure all workers are removed from potential hazards.

e Remove locks / tags according to the procedures set forth in this policy.

100



NIBINAMIK FIRST NATION
HUMAN RESOURCES POLICIES AND PROCEDURES MANUAL

e Test / reposition the equipment / machinery.
e De-energize and relock / retag the controls prior to continuing to work.

Release from Lockout / Tagout

e Inspect the work area to ensure that all items have been removed and that the
machine

e Equipment components are operational prior to removing the locks and tags.

e Ensure other workers are a safe distance from any potential hazard which may
occur.

e FEach worker who has affixed a lock to an energy control point must
remove his or herown lock.

e Notify affected workers that the locks and tags have been removed.
e The equipment / machine is now ready for regular use.

In the event that a worker has left the worksite and had forgotten to remove the
lock and tag, their direct supervisor must contact them to ensure it is ok to
remove the lock. If the worker cannot be contacted, a thorough investigation of
the machinery or equipment must be conducted by their direct supervisor, or
the supervisor in charge. This must include a visual inspection of all areas
affected by the lockout. Only once it has been deemed safe to do so canthe lock
be removed.
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Personal Protective Equipment Policy

Objective

NFN is committed to the health and safety of its employees and as such has
created this policy regarding personal protective equipment (PPE). PPE is
legislatively required and can prevent many workplace injuries. This policy must
be observed at all times when working in areas requiring PPE.

Procedure

All employees, guests, and visitors of NFN must wear appropriate CSA-
approved PPE while in industrial areas. This may include safety glasses, steel-
toed boots, long trousers, long-sleevedshirts, hard hats, and other specialty PPE.
All of the PPE used and provided by NFN will complywith the requirements
under relevant health and safety legislation.

PPE used by NFN employees should be stored and maintained in accordance
with the manufacturer’s instructions and requirements. Any PPE that is
damaged, broken, or in need ofservice or repair must be removed from service
immediately and destroyed or repair or replacement requested from the direct
supervisor.

NFN will maintain inspection and service logs for all specialty personal protective
equipment. NoPPE should be modified or changed contrary to its manufacturer’s
instructions, specifications, oroccupational health and safety legislation.

Management Responsibilities

e Management will ensure that employees use the appropriate PPE for their
job dutiesand location.

e Managers will train and inform all employees on the use and inspection of
PPE they maybe required to use to perform their job duties safely.

Emplovee Responsibilities

e Employees must follow all guidelines as outlined above and wear all
required PPE whenin designated areas.

e PPE must be inspected at the time of issue and before each use by the
employee. Any PPE that does not pass inspection must be reported to
the employee’s direct supervisor.
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e Employees may not continue regular duties until they have been re-issued
the correctPPE.

Ratification Signature Date of Initial Enactment Date of Policy Review

6.9 Workplace Hazardous Materials Information System (WHMIS)
Compliance Policy

Objective

NEFEN values the safety and wellbeing of our workers and will work with them to
provide every reasonable safety measure possible. In pursuit of our high safety
standards, and incompliance with federal and provincial compliance regulations,
NFN will provide WHMIS2015 training for workers. WHMIS 2015 incorporates
elements of the Globally Harmonized System of Classification and Labelling of
Chemicals (GHS).

WHMIS 2015 includes the new harmonized criteria for hazard classification and
establishes therequirements for labels and safety data sheets (SDSs).

Procedure

Nibinamik shall ensure that:

e NFN is up to date on all WHMIS 2015 changes and any applicable transitional
timelines.

e all legislative standards are met.
e workers and managers receive information and training on hazardous

materials and thesafe use of hazardous products in the workplace (see the
section below on the training and education program).

e all containers holding hazardous materials have appropriate labels.

e MSDSs are up to date, accessible, and contain additional hazard and
precautionary information.

e all workplace hazardous materials include supplier labels.

103



NIBINAMIK FIRST NATION
HUMAN RESOURCES POLICIES AND PROCEDURES MANUAL

e suppliers provide the appropriate supplier labels and MSDSs and
e control measures are in place to protect the health and safety of workers.

NFN shall provide appropriate WHMIS 2015 training and education for all
workers and managerswho are exposed or likely to be exposed to hazardous
materials in the performance of their regular job duties.

NFN shall consult the joint health and safety committee to ensure the
appropriateness of thetraining and education materials and programs.

The worker training and education program shall include information on the
following;:

e Supplier labels.

e Hazard symbols and pictograms.
e Safety data sheets (SDSs).

e Hazard groups.

e Hazard classes.

e Hazard categories.

e Hazard statements.

e Signal words ; and

e Procedures for the safe use, storage, handling, and disposal of hazardous
materials in the workplace; handling leaks and spills; an emergency event
involving hazardous products; and worksite-specific training on measures
for working safely with hazardousproducts.

NFN will review its training and education program and content annually
and revise asnecessary. In the event of any changes, workers will be
retrained and educated.

NFN workers will be compensated for time spent at training sessions,
considered to be normalwork time, and paid at their regular rate of pay, or
at an overtime rate of pay as applicable.

104



NIBINAMIK FIRST NATION
HUMAN RESOURCES POLICIES AND PROCEDURES MANUAL

NFN will respect the right of employees to be consulted regarding the
development and implementation of the instruction and training and will
open the discussion process to suggestions in a consultation period.
Workers will have an opportunity to comment on:

e The content of the program.

e The amount of training.

e Who is to receive what kind of training; and

e Who will deliver the training program.

Emplovees Responsibilities

e Participate in WHMIS 2015 training and education.

e Report any violation of safe work procedures connected to WHMIS
2015 to theirimmediate supervisor, manager, or safety representative;
and

e Inform their immediate supervisor, manager, or safety representative if
they do not have the proper information on a hazardous product: for
example, the SDS is missing,damaged, or illegible.

Ratification Signature Date of Initial Enactment Date of Policy Review

6.10 Substance Abuse (Drug & Alcohol) Policy

Objective

NEFN provides a drug free workplace. In keeping with the applicable legislation, the
unlawful manufacture, distribution, dispensing, possession, or use of illegal drugs,
non-prescribed legal drugs, or alcohol is prohibited in the workplace. Violation of
this policy will result in appropriate disciplinary action, up to and including
dismissal, and will be subject to appropriate legal sanctions.

This Policy applies to all NFN employees.
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Procedure

Employees are strictly prohibited from reporting to work under the influence of
alcohol, illegal drugs, or non-prescribed drugs. The use, possession, distribution or
sale of non-prescribed drugs or alcohol while on duty is also not permissible.

“On Duty” includes the following:
e during scheduled hours of work, including paid and unpaid breaks;
e while working or traveling on behalf of NFN;
e in First Nations where alcohol is prohibited;
e when driving or operating a NFN supplied vehicle;

e during the working hours of training sessions, workshops, conferences,
meetings, or any other function where an employee’s attendance is required.

Every NFN employee has an obligation to maintain an awareness of the content of
any by-law regarding the use of intoxicants in force in any First Nation that the NFN
employee may enter.

For those working in safety-sensitive positions and/or with vulnerable people,
contraventions of this Drug and Alcohol Use Policy may be grounds for immediate
dismissal.

Employees are encouraged to let their immediate Supervisor know if they are
experiencing problems related to alcohol and/or illegal/legal drugs. To the extent
resources allow, management will assist employees who disclose problems of this
nature, such as counselling or job-protected time off to attend a treatment centre.

If an employee is taking prescription drugs or over-the-counter medications that
could affect their ability to work safely or efficiently, or has potential to require
limitation, modification or restriction of duties, the employee must report this to the
Director and work out an appropriate plan of action.

Each employee is responsible for notifying the Band Manager if they and/ or another
employee have been convicted of a criminal, drug, or alcohol offence, for which a
pardon has not been granted. Continued employment will be dependent on the
seriousness of the offense and the implications to the NFN.

Participation in Treatment Programs

If an employee is required to take a medically prescribed drug that may impair their
performance or judgment, they must inform the Director immediately to ensure that
safe work procedures will not be compromised.
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NFEN employees who are required to seek treatment daily as part of a recovery
program must do so during their own time where possible (e.g., at lunch, before,
after work).

Employees who require time off from work associated with a drug and/or alcohol
addiction are encouraged to seek accommodation through the Employment
Accommodation Policy.

Ratification Signature Date of Initial Enactment Date of Policy Review

6.11 Smoke-free Workplace

Objective

Cigarette smoke has been proven to be harmful to the health of both smokers and
non-smokers that come into contact with it. In the interest of promoting a safe and
healthy work environment, Nibinamik has adopted a smoke free workplace

policy.
Procedure

Smoking shall be prohibited inside all official Band buildings.

e This includes smoking or holding lighted tobacco or cannabis, an electronic
cigarette or vapour product.
e Smoke-free signage will be present at the entrances of such buildings.

This policy applies to all employees, guests, contractors, and visitors and
extends to includeband vehicles.

NFN has no intentions towards influencing the actions of employees smoking
habits outside of the workplace and will not discharge employees or refuse to hire
applicants on the grounds thatthey smoke.

This Policy does not intend to prohibit or restrict traditional practices, including
the use of smudging.

Ratification Signature Date of Initial Enactment Date of Policy Review
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6.12 Workplace Violence, Harassment, and Sexual Harassment

Policy

Workplace Violence and Harassment Policy Definitions:
Complainant: refers to the individual making a complaint pursuant to this
policy.

Harassment and Violence: means any action, conduct or comment, including of
a sexual nature, that can reasonably be expected to cause offence, humiliation or
other physical or psychological injury or illness to an employee, including any
prescribed action, conduct or comment.

Examples of Harassment include, but are not limited to:

. spreading rumours or gossip about an individual or group

. cyber bullying

. making offensive jokes or remarks

. socially excluding or isolating someone

. tampering with someone’s work equipment or personal belongings

. persistently criticizing, undermining, belittling, demeaning or

ridiculing a person

. public ridicule or discipline

. unwelcomed physical contact

. sexual innuendo or insinuation

. unwanted and inappropriate invitations or requests, including of a

sexual nature

. displaying offensive posters, cartoons, images or other visuals
. misusing authority, including:

o  constantly changing work guidelines

o restricting information

o  setting impossible deadlines that lead to failure, and/or

108



NIBINAMIK FIRST NATION
HUMAN RESOURCES POLICIES AND PROCEDURES MANUAL

o blocking applications for leave, training or promoting in an arbitrary
manner

« engaging in any of the actions, conduct and comments outlined above against
a person because of that person’s: race, national or ethnic origin, colour,
religion, age, sex, sexual orientation, gender identity or expression, marital
status, family status, genetic characteristics, disability, or, any of the other
prohibited grounds that the Canadian Human Rights Act lists.

Recipient: refers to the person who receives a verbal or written complaint made
pursuant to this policy at first instance.

Designated Recipient: refers to the individual assigned to address complaints
pursuant to this policy.

Respondent: refers to the individual against whom a complaint is made pursuant to
this policy.

Violence can include but is not limited to the following acts or attempted acts:

. verbal threats or intimidation
. verbal abuse, including swearing or shouting offensively at a person
. contact of a sexual nature

° kicking, punching, scratching, biting, squeezing, pinching, battering,
hitting or wounding a person in any way

. attack with any type of weapon

J spitting at a person

Objective

It is the policy of NFN to strive to provide a workplace free from harassment, violence,
bullying, or victimization of any kind. To this end, NEFN is committed to the
prevention of and protection against workplace violence and harassment for all
employees.

This Policy applies to all employees of NFN.

Procedure

Part 1: Anti-Violence and Harassment in the Workplace

Preventing and appropriately responding to workplace violence and harassment
requires the participation of all NFN employees. The following responsibilities are
further to NFN’s goal of a safe and healthy workplace for all which is free from any
form of violence or harassment.
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NFN’s Responsibilities

NFN will, in accordance with its legislative obligations, carry out workplace
assessments to identify risk factors, and develops and carries out preventative
measures. NFN shall reassess the risks of workplace harassment and violence as often
as necessary to ensure that the related policy and other related programs continue to
protect employees from workplace harassment and violence. Workplace assessments
shall be monitored and updated at least every three (3) years, but as often as necessary
to ensure that they remain effective.

NFN will, together with any other necessary party, be responsible for implementing
the recommendations made as a result of an investigation made under this policy.
NFN will adhere to any and all reporting requirements related to violence and
harassment as set out in the applicable legislation.

If NFN becomes aware that an employee may be subject to physical injury in the
workplace due to domestic violence, NFN shall take every precaution reasonable in

the circumstances to protect the employee.

Responsibilities of the Designated Recipient

The Chief and Council will review final report recommendations made by the Band
Manager or other investigating employee with respect to any complaint filed under
this policy and will make decisions regarding the disposition of the complaint and
direct appropriate corrective actions to be applied, pursuant to the direction of Chief
and Council.

Responsibilities of Management and Supervisors

Managers and supervisors are responsible for promoting a workplace which is free
from violence and all forms of harassment. To this end, managers and supervisors
will make every reasonable effort to ensure that no employee is subjected to violence
or harassment through any action, decision, policy, or systematic mechanism.
However, all NFN employees are responsible for maintaining a work environment
which is free from harassment and violence.

Managers and supervisors are responsible for taking steps to ensure that their actions
and those of their employees with the public are conducted in accordance with NFN
policy and procedures and in a professional manner. Upon receipt of a complaint,
managers and supervisors will:

110



NIBINAMIK FIRST NATION
HUMAN RESOURCES POLICIES AND PROCEDURES MANUAL

e take detailed notes of the observations, and/or conversations with any
person who approaches them about workplace violence or harassment
occurrence(s);

e immediately provide all relevant information to the Band Manager, who
will be the “‘Designated Recipient’ to handle complaints; and

e work with the Band Manager or another designated member of NFN's
Management as required to investigate and resolve the issue.

Managers and supervisors to whom complaints have been made or the Band Manager
will advise the Complainant of the procedure for making complaints. Within seven (7)
days after the day on which a complaint or occurrence is provided, the Complainant
shall be advised that their complaint has been received or that they have been named
or identified as the Complainant in a complaint. Managers and supervisors will inform
the complainant that the Workplace Harassment and Violence prevention policy has
been accessed, inform them of all steps in the resolution process and that they may be
represented during the resolution process. All complaints must contain the following
information:

¢ the name of the Complainant and Respondent, if known,
e the date of the complaint or occurrence; and
e adetailed description of the complaint or occurrence.

Responsibilities of Employees

NFN employees are responsible for complying with policies and procedures, treating
each other with respect, and avoiding conduct that may constitute unlawful
harassment or violence in the workplace.

Responsibilities of the Band Manager

The role of the Band Manager includes but is not limited to:

e receiving complaints from employees and/or witnesses either orally or in
writing as the ‘Designated Recipient’;

e advising the Complainant, the Respondent and the Respondent’s manager or
supervisor (if appropriate) of the process in dealing with the complaint;

e informing the Complainant, the Respondent and the Respondent’s manager or
supervisor of the possible avenues of informal resolution available under this
policy (i.e., mediation);
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e conducting investigations into complaints filed under this policy appropriate in
the circumstances;

e upon completion of investigation into any violence or harassment complaint
pursuant to this policy, provide a written report of findings with recommended
corrective actions as appropriate to Chief and Council;

e declaring a conflict of interest or bias if the Band Manager considers that they
may not be able to maintain impartiality during an investigation;

e where a conflict of interest is identified, the Chief and Council will designate a
suitable alternative individual to carry out the responsibilities of the Band
Manager with respect to this policy;

e after final disposition, the Complainant, and the Respondent (if appropriate)
will be provided with a written summary of the findings and any relevant
recommendations;

e maintain confidentiality; and

e keeping records safe.
Exception

Notice must not be provided in respect of a complaint or occurrence if the responding
party is neither the employer nor an employee, exposure to harassment and violence is a
normal condition of the employee’s work, and the employer has measures in place to
address that workplace harassment and violence. Complainant may end the resolution
process at any time by informing the Band Manager and/or another designated person
that they choose not to continue with the process.

Training

NFEN will provide all employees with Workplace Violence and Harassment training.
Training shall be consistent with NFN’s culture, conditions and activities.
Training shall include:

e the elements of NFN’s Harassment and Violence Policy;

e adescription of the relationship between workplace harassment and violence and
the prohibited grounds of discrimination set out in subsection 3(1) of the Canadian
Human Rights Act; and

e adescription of how to recognize, minimize, prevent and respond to workplace
harassment and violence.
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Training must be completed within three (3) months of an employee’s start date, and
shall be renewed at least once every two (2) years after that, or following any update to
the training or their assignment to a current activity or role for which there is an increased
or specific risk of workplace harassment and violence.

As often as necessary, but at least every three (3) years, NFN shall review and if required,
update NFN’s workplace violence and harassment training program and procedures.

Emergency Procedures

NFEN has developed the following procedures for situations where harassment or
violence poses an immediate danger to or threat to the health and safety of an employee.
In an emergency situation, the following procedure applies:

1. Employees are to summon immediate assistance and where necessary,
notify the police.

2. Employees are to attend to any medical and psychological needs which
require immediate attention.

3. Employees are to report the incident(s) to their supervisor or the Band
Manager as soon as possible following 1) and 2) above.

Part 2: Workplace Violence and Harassment Complaints Process Complainant Rights and

Responsibilities

Under this policy, the Complainant has the right to:

make a complaint;

disclose pertinent information relating to the complaint;
participate in the complaint investigation;

be apprised of the outcome of the investigation;

end a resolution process upon request; and

be free from reprisal and retribution for making a complaint

The Complainant has the responsibility to:

keep their involvement and the complaint confidential, except to the extent
required for the full investigation and review of the complaint;

tully cooperate with investigators or other persons conducting the review of the
complaint on behalf of NFN; and
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seek further clarification or explanation of their rights, responsibilities and
options as may be required.

Respondent Rights and Responsibilities

Under this policy, the Respondent has the right to:

be fully informed of the complaint, the process of the resolution, to have a copy
of the allegations (not the actual complaint) in advance of being interviewed, and
to be given the opportunity to respond to the complaint;

be accompanied by another person for support or representation, including an
external representative and/or interpreter, if necessary, during interviews that
relate to the complaint or occurrence;

receive fair treatment;
provide names of witnesses to the incident(s);
receive a copy of this policy; and

offer, at any time, a voluntary solution to the complaint.

The Respondent has the responsibility to:

keep their involvement and the complaint confidential, except to the extent
required for the full investigation and review of the complaint;

tully cooperate with investigators or other persons conducting the review of the
complaint on behalf of NFN;

avoid any comments or conduct which may be seen as reprisal and/or retribution
for the complaint made against them; and

seek further clarification or explanation of their rights, responsibilities and
options as may be required.

Complaints of Harassment or Violence

NEN encourages employees to report any instances of harassment or violence
immediately. NFN will deal quickly and fairly with every instance of alleged or reported
harassment and violence. All inquiries or complaints and information pertaining to a
complaint will be treated in strict confidence. The name of the Complainant and
Respondent, and the circumstances relating to the complaint, will be disclosed only
where it is necessary for the purposes of investigating the complaint or for taking
disciplinary action.
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Any employees who experience violence or harassment in the workplace are encouraged
to document the incidents of harassment or violence, and to note any witnesses to any
such occurrences. This information should be shared with the Recipient at the time the
complaint is made, and will be passed from the Recipient to the appropriate individuals

so that the complaint can be dealt with in accordance with NFN policy.

Anonymous complaints will be considered as serious as non-anonymous complaints
and dealt with according to this policy to the extent possible. However, a complaint may
be deemed resolved where there is insufficient information to appropriately resolve the
issue.

Where frivolous or vexatious complaints are made, the Complainant may be subject to
disciplinary action. A frivolous or vexatious complaint is one which has no merit and is
made to embarrass or harm a Respondent. A complaint may be unsubstantiated without
necessarily being frivolous or vexatious. Where a Complainant has a reasonable and
genuine belief that they were subject to violence or harassment, the complaint shall not
be considered frivolous or vexatious.

Any reprisal or retribution carried out by an employee against an employee who makes
a complaint under this policy shall be considered a form of harassment under the policy
and will be dealt with accordingly.

An employee perceives that they have experienced violence, harassment, or sexual
harassment in the workplace, should take immediate remedial action by following the
following steps:

1. If possible, inform the offending individual that their conduct is unacceptable
and unwelcome, orally or in writing. This may include a warning that a
formal complaint will be made if the behaviour continues.

2. Keep a written record of dates, times, nature of the behaviour, quotes, and/or
witnesses.

3. If the offending behaviour continues or cannot otherwise be addressed, report
the offensive conduct to their immediate supervisor or the Band Manager.

If it is the Complainant’s immediate supervisor who is allegedly engaging in the
offensive conduct, the Complainant should report to that person’s immediate supervisor
or to the Band Manager.

Complaints should be filed as soon as possible to ensure prompt resolution of the
complaint.
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The Recipient shall request that the Complainant provide the complaint either orally or
in writing. The Recipient shall inform the Complainant that it will be forwarded to the
Band Manager, or if necessary, a designate, forthwith. Thereafter, the Band Manager or
their designate shall, within seven (7) working days, personally deliver to the Chief and
Council a copy of the complaint, in the case of a written complaint, or a summary of the
complaint, in the case of an oral complaint.

After reviewing a complaint, the Chief and Council may direct the Band Manager to
investigate the complaint.

Complaints may be addressed and achieve resolution by means of:

e negotiated resolution, within forty-five (45) days of the notice of complaint;
e conciliation, where agreed by the parties; or
e investigation.

Investigations will include an interview with the Complainant, the Respondent, and any
witnesses, plus a review of any relevant documentation. The Complainant and the
Respondent may be accompanied to any such interview by a representative of their
choosing if they are not witnesses themselves. The Chief and Council and/or the Band
Manager may also require the complaint to be investigated by an external investigator
as necessary.

Former NFN employees make a complaint with respect to workplace harassment
and/or harassment in accordance with this policy within three (3) months of their last
day of employment with NEN. In such situations, this policy shall be followed to the
extent necessary to finally dispose of the complaint.

Complaint Outcomes

Upon completion of the investigation, the Complainant and Respondent shall be notified
of the date on which a final report is made and receive a summary of findings. The
Complainant and Respondent will not receive the entire contents of the report.
Following an investigation, a complaint may be 1) substantiated, 2) unsubstantiated, or
3) undetermined. The Band Manager will be responsible for directing the
implementation of any recommendations made in an investigation report.

If a complaint is substantiated and it is determined that disciplinary action is warranted,
such action shall be based on severity and not progressive discipline. The resolution
process shall be completed within one (1) calendar year of both the complaint being
brought to the Recipient and submitted to the Band Manager.
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If the Complainant requests at any time following a complaint and/or during the
investigation process that they be temporarily reassigned to another work area, NFN
will make every reasonable effort to accommodate the request. If such reassignment is
possible, the Complainant will be reassigned, without loss of pay, until:

¢ the complaint is investigated and resolved;
¢ the Complainant is willing to return to the original work area; or
e the Respondent is no longer in the Complainant’s original work area.

Temporarily relocating and/or reassigning the Respondent may also be considered.
Requests for accommodation with respect to workplace harassment and violence shall
be considered and approved wherever possible and reasonable in the circumstances.
However, NFN is not required to accommodate employees in a manner which would
result in undue hardship to the organization, considering health, safety, and/or cost, or
any other factors which may be properly considered in accordance with the applicable
law.

NFN will not tolerate any form of retaliation directed against a Complainant, witness,
investigator or third party who participates in an investigation concerning harassment
or violence. Any incidents of this nature are to be reported to the Band Manager in
writing immediately.

Resolution of workplace violence or harassment complaints and/ or other outcomes may
be achieved through a cultural approach instead of or in addition to the processes set
out in this policy. As an organization dedicated to healing and well-being, NFN supports
employees who choose to pursue an appropriate cultural approach to resolving conflict
in the workplace. Employees wishing to pursue such options with respect to a complaint
of workplace violence or harassment shall make a request to the Band Manager. NFN
shall allow resolution through a reasonable and appropriate cultural process provided:

e the process is agreed to by all individuals involved; and

e the process does not impede NFN from its legal duties to investigate or
otherwise respond to workplace violence or harassment complaints.

Ratification Signature Date of Initial Enactment Date of Policy Review
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6.13 Sate Driving Policy

Objective

Nibinamik has adopted this policy to provide employees with a set of guidelines
toensure that the safe operation of motor vehicles while under the employment
of NFN,and to provide a set of procedures for acceptable use when operating
NFN owned andoperated vehicles, or while travelling on NFN business.

Procedure

Any NFN employee that operates a NFN owned and operated vehicle or a
personal vehicle whileconducting NFN business is required to:

e Comply with this policy and its associated procedures.
e Know and abide by all driving laws in all areas.
e Hold a valid driver’s license.

Employees who are operating NFN vehicles must have provided a copy of their up
to date drivers license to their supervisor prior to using the NFN vehicle.

NFN may require proof of insurance of its employees; if such a requirement is made,
the employee must provide proof of insurance prior to using the NFN vehicle.

Ratification Signature Date of Initial Enactment Date of Policy Review

6.14 Privacy Policy
Objective

NFN respects the sensitivity of personal information and is dedicated to
maintaining its confidentiality. NFN has, therefore, adopted this policy to protect
its employees” privacy of personal information and that of other community
members.

This policy outlines the company’s commitment to privacy and establishes

the methods bywhich privacy is ensured. This policy applies to all employee
personal information in the company’s care, custody, and control.
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Personal Information is any factual or subjective identifying information about
an individual or group of individuals. This can include name, date of birth,
address, income, email address, SIN number, etc.

Consent to collect and record personal information is considered obtained by
NFN when an individual provides express consent orally, in writing, or
through an applicable online action.

NEN will take every reasonable precaution to protect personal information with
appropriate security measures, physical safeguards and electronic precautions.

Procedure

Nibinamik will ensure that:

e Access to personal information is authorized only for the employees and
other agents ofthe company who require the information to complete their

job duties.

e The computer networks and databases containing the information are
secured withpasswords to which only authorized individuals have

access.
e Active physical files are kept in locked filing cabinets.

e Routers and servers connected to the internet are protected by a
tirewall and arefurther protected against virus attacks.

In addition, NFN will explain that NFN may share compiled demographic
information with its partners, but no personal information that can identify any
individual person will bedisclosed without consent

NFN will collect and record the personal information of its employees. Employee
information will only be shared when required for the administration of employer-

provided benefits programs.

Ratification Signature Date of Initial Enactment Date of Policy Review
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6.15 Electronic Monitoring

Objective

The objective of this policy is to provide for measures to prevent the far-reaching
consequences associated with the misuse of computer equipment and various
technologies provided by NFN to its employees for work purposes, including
electronic mail (email) and access to the internet.

Procedure

NEN reserves the right to monitor an employee’s computer usage to ensure
compliance with these policies. Alleged inappropriate use of the internet or other
non-compliance with NFN policies will be reviewed on a case-by-case basis and
may lead to disciplinary action up to and including termination of employment.
Any information obtained through electronic monitoring of alleged policy non-
compliance may be used in the disciplinary process.

Ratification Signature Date of Initial Enactment Date of Policy Review

6.16 Computer and Internet Usage Policy

Objective

NFEN provides staff with computer equipment, the capability to send and receive
email, and access to the internet to assist employees in carrying out NFN business.
This policy seeks to provide guidelines surrounding the appropriate use of computers
and the internet by employees.

NFN equipment, email, intranet, and internet systems are all considered NFN
property and are not for personal use unless specifically authorized by an employee’s
supervisor.

Procedure
Internet usage must be able to survive public scrutiny and/or disclosure. Users
must avoid accessing sites that might bring the NFN into disrepute, such as those

which carry offensive, sexually explicit, profane or otherwise unprofessional or
unlawful materials, and must not transmit those materials over the internet.
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Employees may use the NFN internet services for professional development or the
performing of non-profit or community service, outside of scheduled hours of work.

Under no circumstances should the NFN internet service be used for personal
financial gain or for gambling.

Sensitive information must not be transmitted or exposed to internet access unless
appropriately secured.

In determining the appropriateness of internet transmission or access, and the
appropriateness of security safeguards, users shall:

e comply with the requirements of NFN’s Confidentiality Policy;

e comply with the requirements of applicable legislation (e.g., PIPEDA,
PHIPA); and
e consider the degree of sensitivity of sensitive information.

Users should be alert to the potential dangers of computer viruses. Users must not
download any software or electronic files without reasonable virus protection
measures in place and should not execute any program or open any unsolicited
attachments if they are uncertain of the expected results or do not know the source
of the program. If you suspect that programs on your machine are infected by a
virus, report the problem immediately to your supervisor.

A variety of firewalls, proxies, internet address screening programs and other
security systems have been installed to assure the safety and security of the NFN
network. Any employee who attempts to disable, defeat, or circumvent any NFN
security facility will be subject to discipline in accordance with NFN’s Progressive
Discipline Policy.

Ratification Signature Date of Initial Enactment Date of Policy Review
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6.17 Email Usage Policy

Objective

NEN recognizes that email will be a commonly used method of communication for
employees in the course of their job duties. The objective of this policy is to outline
NFN’s practices and expectations with respect to employee email usage.

Procedure

NFN work email accounts are not private, personal emails. Employees shall ensure
that for any personal correspondence, personal email addresses are used. NFN work
email addresses should only be used for professional, work-related purposes.

All e-mail transmissions in and out, including the addresses of both the sender and
recipient, are logged by NFN’s system. Normally, e-mail transmissions will only be
intercepted or accessed for purposes related to the protection of NFN’s business
interests or where disclosure is compelled by law, such as a subpoena. To this effect,
NEN reserves the right to periodically review or inspect employees’” e-mail and to
disclose the contents to third parties with or without notice to the employee.

All internal e-mails are deemed business records and remain the property of NFN.
No e-mail messages are considered private, and employees should not expect that
their messages will remain private.

Ratification Signature Date of Initial Enactment Date of Policy Review

6.17 Information Technology Policy
Objective

NFEN is committed to ensuring that employees, and other partnerships are
provided with secure, reliable information technology (IT) services, while
protecting the confidentiality of confidential NFN and user information. This
policy has been adopted to define the scope of administrator access as necessary
to facilitate the continuous functionality and integrity of NFN resources and act in
compliance with any applicable legislation.

All information about and information stored on our systems must be treated as
confidential.
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Only those who are required to have administrative level access will be granted
administrative access for the performance of necessary, job-related tasks.

In the event that the system has been corrupted or is experiencing
unresolved errors, thesystem administrator must be immediately notified.

In the event that a system administrator encounters illegal activities or
wrongdoing on the network, he/she is required to report these activities to the

NFN Band Manager immediately.

Backup Policy

e NEFN provides network storage space for work-related materials and
files. Vital Information is stored on work on computers. Therefore, NFN
has developed this policy inorder to ensure that employees are backing
up the data stored on the network.

e Completing a computer backup ensures that the data and information
stored on NFN computers are saved in a separate location as well.
Backing up data protects NFN frompermanently losing files due to
such things as accidental deletion, viruses, software failure, etc.

e NFN servers are backed up to cloud storage on a daily basis.

Ratification Signature Date of Initial Enactment Date of Policy Review

6.18 Access, Storage, and Retention of Confidential Information
Policy
Objective

Further to its commitment to maintaining employee trust through appropriate
handling of confidential information, NFN has adopted this policy to help ensure
the maintenance of employee files for current and past employees in accordance
with its legislative requirements.

Procedure

All personal information collected by NFN for employment purposes will be
handled in accordance with applicable privacy legislation.
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Employee records are considered confidential and shall not be disclosed to any third
party without the express written consent of the individual to whom the records
pertain, or as otherwise permitted by law.

For each employee, NFN shall maintain three (3) files, consisting of a:
. Payroll file;
. Personnel file; and
. Medical file

A medical file is only necessary where a medical condition impacts upon the
employment (i.e. where an employee takes leave, or requires accommodations etc.).

All employee files will be kept for a minimum of seven (7) years after the employee
has stopped working for NFN.

Documents or copies of documents concerning confidential information which are
no longer needed must be shredded before discarding.

Upon the end of employment, an employee’s files may be archived and stored
separately from those of active employees. Archived employee files are otherwise
subject to the same access, storage, and retention requirements as active employee
files.

Employee files are considered confidential and shall be accessible only by
authorized individuals. Individuals authorized to access employee files shall be
determined on the basis that their job duties require access to information contained
in employee files. Individuals shall be authorized only to access the necessary files.
For example, a payroll employee may have access to employee payroll files, but not
personnel or medical files.

Upon written request to the human resources department, current and former NFN
employees may review the contents of their employee files in the presence of their
immediate supervisor, or a designated member of the human resources department.

NEFN shall maintain a log of requests by former or current employees to access their
employee files, noting:

o the date of the request;
e the specific file or documents viewed or disclosed;
e the reason for the disclosure (i.e., employee request, court order etc.);

e the date the file or documents were viewed and with whom (i.e., former
employee and human resources employee); and/or
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e the date the file or documents were released by NFN and to whom.

Ratification Signature Date of Initial Enactment Date of Policy Review

6.19 Employee Files Policy

Objective

NFN adopts this policy to help ensure the maintenance of employee files in
accordance with its legislative obligations and to protect against disclosure of
information for purposes other than the work of NFN and its employees, or as
otherwise permitted by law.

Procedure

Personnel Files

NEN shall maintain and store personnel files.

When necessary for the performance of their duties, an employee’s personnel file may
be accessed by their immediate supervisor, the Department Directors, the Chief
Administrative Officer, the Chief Operations Officer, and the Executive Director.

Upon written request to the human resources department, NFN will provide
employees with copies of performance evaluations and other performance related
documents.

It is the responsibility of every employee to report any changes in name, address,
telephone number, emergency contacts, dependents, marital status, etc. to their
immediate supervisor, or the human resources department.

Personnel files shall generally include:

e employee resume;

e contract and offer of employment letter;
e required tax forms;

e employee group benefits form/pension;

e criminal reference check/vulnerable sector check;

125



NIBINAMIK FIRST NATION
HUMAN RESOURCES POLICIES AND PROCEDURES MANUAL

signed agreements;

e verification of employee’s qualifications;

e recognition and certificates for employee performance, or
training courses;

e performance reviews, personal correspondence such as
grievances, memos, disciplinary action, etc.;

e emergency contact information;

e awards and certificates; and

e records of attendance and leave approvals

Medical Files

NFN shall maintain and store medical files. Each medical file shall be kept separately
from that of other employees.

A medical file shall be used to store information pertaining to an employee’s health
and medical information received as a result of injury, sick leaves, benefits, etc.

The contents of medical files shall remain separate from other employee files,
including personnel files and payroll files.

Medical files shall generally include:

*  required documentation from medical professionals to substantiate
absence from work;

*  worker’s compensation claim forms;

*  documentation related to workplace injuries;

J documentation related to accommodations; and

*  documentation related to return to work plans.
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Payroll Files

NFN shall maintain and store payroll files.

The contents of payroll files shall remain separate from other files, including

personnel files and medical files.

Payroll files shall generally include:

*  NFN employment history, including dates and titles held and

associated compensation;

J tax forms;

J records of accrued sick leave, vacation, and overtime;

*  documentation related to merit or cost of living increases;

*  compensation records; and

*  payroll deduction and garnishment records, where applicable.

Ratification Signature

Date of Initial Enactment

Date of Policy Review
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Appendix A : Selection Committee Terms of Reference

Purpose

Composition of the Selection Committee and Operations
Terms of Reference

Orientation

Agendas, Meetings and Minutes
Coordination

Communications

Accountability

Other

Human Resources Committee Meetings
Confidentiality of Information
Consensus

Conflict Resolution

Resources

Review of Terms of Reference

Expected Outcomes
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Appendix B: Employee Information Form

Upon the hiring of a new employee by Nibinamik First Nation, this form is to be filled out by the employee and
included in their personnel file. Please see Section 5 — Recruitment Plan Policy.

Employee’s Name

Employee’s Position

Employee's Starting Date

Department

Supervisor

Employee Contact Information

Phone Number

Email Address

Address

Employee Payroll Information

Social Insurance Number

Bank

Direct Deposit

Emergency Contact Information

Contact Name

Phone Number

Address

Relationship

Human Resources Policies & Procedures Manual Appendix B — Employee Information Form
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Appendix C : Orientation Checklist

New employees are required to complete the onboarding check list as outlined in Section 5 — Recruitment Plan
Policy.

Employee's Name:

Employee's Position:

Employee's Start Date:

Department:

Supervising Manager:

Orientation and Training Plan

Orientation Task Date Completed Comments

Introduce new employee to fellow
coworkers and give a tour of the facility,
highlighting areas the employee will be
using frequently.
Ensure all required forms are filled out
and submitted:

e Employee Information Form

e Direct Deposit Form

e Applicable Tax Forms

Provide the employee with a physical or
electronic (email) copy of:
e Human Resources Policies and
Procedures
e Organizational Chart
Other policies and procedures
specific to their position

Explain the payroll process and basic
guideline for requesting time off, breaks,
etc.

Have employee complete mandatory
training and file certificates in personnel
file.
e Accessibility for Ontarians with
Disabilities Act (AODA)
e Workplace Hazardous Materials
Information System (WHMIS)
e Worker/Supervisor Health and
Safety Awareness
e Workplace Violence and
Harassment

Human Resources Policies & Procedures Manual Appendix C — Orientation Checklist
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Job Specific Training Date Completed | Comments

Employee and Manager Acknowledgement

By signing below, you are acknowledging that all orientation and training procedures as set forth in this document
have been completed.

Employee Comments:

Manager Comments:

Employee Signature |Date

Supervisor Signature |Date

Human Resources Policies & Procedures Manual Appendix D — Orientation Checklist
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Appendix D: Payroll Deduction Form

Nibinamik First Nation will make payroll deductions in accordance with all applicable employment
legislation, and community commitments. Please see Section 6 — Payroll Administration Policy.

Employee: Date:

Supervisor: Department:

Payroll Deductions

Please complete the following chart for all deductions that apply.

Total Amount Owing ($) Deduction Amount ($) Frequency

Hydro Repayment:

Employee Receivables:

Crisis Contribution:

Maintenance Fees:

Total

Employee Acknowledgement

I, , understand Nibinamik First Nation will deduct the

amount of $ from my pay cheque.
Signature Date
Human Resources Policies & Procedures Manual Appendix D — Payroll Deduction Authorization Form
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Appendix E: Payroll Advance Request Form

Please Refer to Section 6 — Payroll Administration Policy.

Employee Name: Date:
Position: Department:
Payroll Advance Details
Advance Requested:
$
Reason For Advance:
Employee Receivable Balance $
Employee Expected Net Pay  $ x 65% = Max Advance: S
Employee Annual Salary S x 10% = Advance Limit: S

Total Employee Advances in Calendar Year:

$

(Must not exceed advance limit)

Approval

Approved Advance: S

plus 15% Admin Fee = $

(total recoverable)

Approved by:

Date:

Signature:

Human Resources Policies & Procedures Manual
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Appendix F: Employee Performance Evaluation Form

Employee:

Position:

Supervisor:

Period of evaluation From: To:

Part 1: Instructions

The Employee Performance Evaluation is a comprehensive review that address three main areas of employee
performance:

e Teamwork & Communication
e Employment Skills
e Job Specific Skills

These performance factors are important to the success of personal, departmental, and community goals. The
points listed in this evaluation should paint a picture of overall performance.

Self-Evaluation

Employees will complete the Self-Evaluation in each section of Part 2 — Performance Review. Rate your
performance according to the table below by circling the most appropriate score under Self-evaluation. Be sure
to add any comments, thoughts, and observations, as these are important to the evaluation process.

In Part 3 input any performance or professional development goals you are interested in accomplishing.
Once you have completed your self-evaluation, please submit this form to your immediate supervisor.
Supervisor Evaluation

Once the employee has completed the Self-Evaluation, complete the Supervisor Evaluation in Part 2 —
Performance Review. Ensure to make notes for discussion with the employee. After completion of this review,a
Performance Review Meeting will be scheduled between the Supervisor and Employee to discuss the evaluation,
identify training and set goals.

Human Resources Policies & Procedures Manual Appendix F — Employee Performance Evaluation
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Part 2: Performance Review

Teamwork & Communication

Has a positive attitude and builds constructive, friendly, professional relationships with coworkers.
Shows respect to supervisors and elders.

Is a good leader; Provides support, encouragement and coaching where needed.
Is a reliable team member.
e Regularly communicates information with co-workers and supervisors.

Employee Self Assessment

(Circle One)
Needs Immediate Needs Some Meets Exceeds Some Exceeds All
Improvement Improvement Expectations Expectations Expectations
1 4
Employee comments:
Supervisor Assessment
(Circle One)
Needs Immediate Needs Some Meets Exceeds Some Exceeds All
Improvement Improvement Expectations Expectations Expectations
1 4

Supervisor comments:

Employment Skills

e Attends work on time on a regular basis

Completes and submits expected reports and timesheets in a timely manner
Exhibits diligent work habits and is always improving and strengthening character.
Has a positive attitude towards their work and specific job duties.

Is organized and productive.

e Displays maturity and professionalism.

Employee Self Assessment

(Circle One)
Needs Immediate Needs Some Meets Exceeds Some Exceeds All
Improvement Improvement Expectations Expectations Expectations
1 4
Employee comments:
Supervisor Assessment
(Circle One)
Needs Immediate Needs Some Meets Exceeds Some Exceeds All
Improvement Improvement Expectations Expectations Expectations
1 4

Supervisor comments:

Human Resources Policies & Procedures Manual
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Job Specific Skills

® Adapts and responds to changing conditions, priorities, technologies and requirements.
e Has a solid understanding of the requirements of the job and how to complete objectives
Always completes tasks and requirements of the jobs thoroughly and in a timely fashion

® Shows an understanding of the tools that they are required to use, and uses them skillfully and effectively to
accomplish tasks.

e Demonstrates problem solving skills.

e Completes and submits required reporting on time.

e Understands applicable NFN Policies and Procedures.

Employee Self Assessment

(Circle One)
Needs Immediate Needs Some Meets Exceeds Some Exceeds All
Improvement Improvement Expectations Expectations Expectations
1 2 3 4 5

Employee comments:

Supervisor Assessment

(Circle One)
Needs Immediate Needs Some Meets Exceeds Some Exceeds All
Improvement Improvement Expectations Expectations Expectations
1 2 3 4 5

Supervisor comments:

Part 3: Employee Goals

Goals for Review Period

List goals identified in the previous review and provide comments or feedback on progress.

Goal 1:

Comments:

Goal 2:

Comments:

Goal 3:

Comments:

Human Resources Policies & Procedures Manual Appendix F — Employee Performance Evaluation
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Goals for Next Review Period

List any performance, professional development or training goals to be completed in the next year.

Goal 1:

Goal 2:

Goal 3:

Part 4: Overall Performance

Overall Assessment

Use this space to specify the employee’s overall job performance. The overall rating should reflect and account for job
criteria and behavioral, supervisory, and goal completion rankings.

Needs immediate improvement

Needs some improvement

Meets expectations

Exceeds expectations

Superior

N]IH|WIN]E=

Part 6: General Comments

Employee comments:

Supervisor comments:

Employee signature

Date

Supervisor signature

Date

Human Resources Policies & Procedures Manual
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Appendix G:

Nibinamik  Bi-Weekly

Attendance Record

Name Position:
Month of: Weeks From: To:
DATE IN AM OUT AM CODE HOURS INPM | OUTPM | CODE HOURS COMMENTS/OVERTIME
S
S
M
T
W
T
F
S
S
M
T
W
T
F
TOTAL HOURS TOTAL HOURS TOTAL HOURS
Overtime Leave Hours Medical Leave hrs/days Annual Leave hrs/days
Balance from previous Balance from previous Balance from previous
OT accumulation this period Credit 1-1/4 days per/month Credit 1-1/4 days per month
Minus OT hours this period Minus ML days this period Minus L days this period
Balance of OT Hours Balance of ML days Balance of Annual leaves days

Code | List

Total to Date

SH Statutory Holiday

Employee's Signature:

OTL Overtime Leave

AL Annual Leave

Program Supervisor:

ML Medical Leave

LWOP Leave without pay

Comments:

TOB | Travel on business

BIT Business in town

BL Bereavement Leave

BOT | Business out of town

oL Other Leave

Appendix G- Bi-Weekly Attendance Record
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Appendix H: Employee Time Off Request Form

This form applies to a wide range of reasons for an employee’s absences from their reqular
duties. For more information about absence from work, please see Section 14 — Bereavement
Leave Policy, Section 15 — Education Leave Policy, and Section 19 — Protected Leaves Policy.

Date: Request #:

Employee Name: Position:

Dates Requested:

Reason for Absence:

Signature:

FOR OFFICE USE ONLY
Recommended:
With Pay: Without Pay:

Please include all necessary authorization signature(s) that applies:

Chief: Deputy Chief:

Councilor: Councilor:

Supervisor: Band Manager:
Human Resources Policies & Procedures Manual Appendix H — Employee Absentee Request
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Appendix I: Vacation Request Form

Please submit this form to your (insert authority) at least (insert timeframe — i.e. two) weeks prior to the requested
vacation start date, for approval. Please see Section 18 — Vacation Policy for more information.

Current Date

Employee Name

Position

Department

Name of
Supervisor/Manager

Number of Vacation
Days Requested

Start Date

End Date

Employee Signature

A copy of this form will be placed in your personnel file and forwarded to the Payroll department.

Approval

Name

Signature

Title

Department

Human Resources Policies & Procedures Manual Appendix | — Vacation Request Form
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Appendix J: Travel Authorization Form

Please see Section 21 — Travel Management Policy for more information.

Employee Name:

Date:

Supervisor:

Department:

Information

Travel Dates

From:

To:

Reason for Travel

Total Estimated
Expenses:

Travel Advance
Requisition Form
Complete?

Yes [

No

Approval

Name:

Date:

Signature:

Human Resources Policies & Procedures Manual
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Appendix K: Travel Advance Requisition Form

Please see Section 21 — Travel Management for more information

Employee Name: Today’s Date:
Position: Travel Period - From: To:
Department Code: Program Account:

Purpose of Travel:

Transportation

Airfare: S
Taxi: S
Mileage: KM x $0.55 = S
Meals & Incidentals
Breakfast: $12.50/day x days(s) people = S
Lunch: $15.00 /day x days(s) people = S
Dinner:  $30.00/day x days(s) people = S
Incidentals:57.50 / day X days(s) people = S
Accommodation:
Hotel / Motel: $ / night x night(s) people =$
Hotel / Motel: $ / night x night(s) people =$
Hotel / Motel:$ / night x night(s) people =S
Employee Signature:
Summary Of Expenses
Total Projected Expenses S Approved by: Date
Cash Advance to Employee | S Signature:
Human Resources Policies & Procedures Manual Appendix K — Travel Advance Requisition Form
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Appendix L Travel Expense Claim Form

Refer to the respective Travel Advance Requisition Form for this travel. Please see Section 21 — Travel Management Policy.

Employee Name: Today’s Date:

Position Travel Period - From: To:

Department Code: Claim #:

Transportation Monday Tuesday Wednesday Thursday Friday Saturday Sunday Totals

KM Driven KM KM KM KM KM KM KM KM

x $0.55 = $ $ S $ S S S S

Air Fare

Taxi

Auto Rental

Other

Totals I I | I I | I I

Accommodations Monday Tuesday Wednesday Thursday Friday Saturday Sunday Totals

Hotel/Motel

Hotel/Motel

Other

Totals

Meals & Incidentals Monday Tuesday | Wednesday Thursday Friday Saturday Sunday Totals

Breakfast

Lunch

Dinner

Totals

Miscellaneous Monday Tuesday | Wednesday Thursday Friday Saturday Sunday Totals

Supplies

Equipment

Other

Other

Totals

Summary Of Expenses

Total Expenses Approved by: Date
Total Amount Cheque Issued

Less Cash Advance Signature:
Amount Due to Employee
Amount due to Band

Human Resources Policies & Procedures Manual Appendix L — Travel Expense Claim Form
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Appendix M: Personal Vehicle Usage Form

Please refer to Section 22 — Vehicle Policy for information on the use of personal vehicles. Employees shall be
authorized to use personal vehicles for carrying out Nibinamik First Nation business upon meeting the following
conditions:

Possess a valid driver's license;

Vehicle is legally registered;

Vehicle has been deemed safe to operate and maintained as such;
Employee holds current minimum automobile insurance;
Employee has an insurance rider certifying business use coverage.

ooodo

Limit of Liability

Nibinamik First Nation will not be held liable for any accidents, damages or losses incurred by employees while
using a personal vehicle for business purposes.

Acknowledgement and Agreement

l, , acknowledge that | have read and understand the Personal Vehicle Usage Form
and Policy of Nibinamik First Nation. Further, | agree to adhere to the Personal Vehicle Usage Policy and adhere to
the requirements therein. | understand that if | violate the rules/procedures outlined in the Personal Vehicle Usage
Policy I may face corrective action, up to and including termination of employment.

A signed copy of the Personal Vehicle Usage Form shall be placed in the employee's personnel file.

Name:

Signature:

Date:

Witness:

Human Resources Policies & Procedures Manual Appendix M — Personal Vehicle Usage Form
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Appendix N: Vehicle Inspection Checklist

Instructions

Please refer to Section 22 -Vehicle Policy of the HR Policies and Procedures Manual. Nibinamik First Nation
employees are required to complete a copy of this form on a regular basis.

Make/Model/Year:

Vehicle Number:

VIN#:

Odometer Reading: km

Place an "X" beside each line item as appropriate.

Yes No Record Defects beside Items

Windows/windshield not severely cracked

Windshield wipers work

Heating/air conditioning and windshield defogging systems work

Interior lights work

Headlights (high beam/low beam) work

Tail lights/brake lights work

Horn works

Tires in good shape (no damaged or bald tires and all appear to be properly inflated)

No unusual oil/grease leaks (at wheel seals or under the vehicle)

No air leaks (walk around vehicle and listen for air leaks while driver applies the
brakes)

Human Resources Policies & Procedures Manual Appendix N — Vehicle Inspection Checklist
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Copy of the annual safety inspection (either sticker or form) available

Mirrors are in good position and are properly adjusted

There are no visible fuel leaks, and the odour of gasoline is not detected

Emergency brake is in good working order

Power brakes are in good working order

Seat belts work and are free of damage / excessive wear

Exhaust system is in good working order

Wheels and fasteners are fitted tightly

The vehicle has no warning lights on

Fuel levels are sufficient

Oil level is sufficiently high

Washer fluid levels are sufficiently high

Emergency roadside supplies are properly stocked and located in trunk of vehicle

Suspension is in good working order

Turn signals work

Radiator fluid levels are sufficient

Vehicle is free of excessive damage

All loads are fastened/secured appropriately

All doors, hatches and tail-gates are in good working order

Vehicle condition is satisfactory

Human Resources Policies & Procedures Manual Appendix N — Vehicle Inspection Checklist
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Defects reported

Inspection Performed By:

Nibinamik First Nation Employee Name:

Signature:

Date

Time

Human Resources Policies & Procedures Manual
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Appendix O: Emergency Action Plan

Appendix O — Emergency Action Plan

DRAFT



Appendix P: Incident Report and Investigation Form

This Incident Report and Investigation Form is intended to be filled out in the event of an incident. Please refer to
Section 31 Reporting Workplace Injuries Policy of the HR Policies and Procedure Manual for reporting of incidents.

Employee Information:

Name: Age: Sex:

Incident Number: Phone Number:
Incident Date: Employee Position:
Department/Contractor: Employee Number:
Incident Type

Injury Exposure llIness

Spill Property Damage Major Potential
Environmental

Incident Other, Specify:

Incident Information

Incident Date (dd/mm/yy): / __/ _ Time of Incident (24 hour clock):

Reported on: /___/ _ Time Reported (24 hour clock):

Supervisor: Building/Area: Specific Location:

Injured Person: O Staff Contractor Public

Injury/ lliness

First Aid Medical Aid Modified Work Lost Time

Injured Body Part:

Human Resources Policies & Procedures Manual Appendix P — Incident Report and Investigation Form
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Describe Injury:

Incident Information

Was First Aid Given? Yes No By Whom:
Was injured transported to medical aid? Yes No
Where to?

Name of Doctor/Healthcare worker

Injured during normal work? Yes No

*Note: If more than one person injured, answer the above questions on a separate piece of paper and attach to
form.

Property/Equipment/Environmental Damage/Impact

Description of Damage:

Estimated Cost: Critical Part? Yes No

Evaluation of Risk Potential

Loss Severity Potential:

Moderate Serious Minor

Probable Recurrence | 5. jcional Rare

*(NOTE: Injured persons personal information identified on this form is to be used only for purposes of incident
investigation and follow-up with that injured person by Nibinamik First Nation. The information will not be shared
for any other reason.)

Analysis:

Description of Incident:

Human Resources Policies & Procedures Manual Appendix P — Incident Report and Investigation Form
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Causes:

Immediate:

Basic/underlying:

Recommended corrective action(s):

Immediate:

Long term:

Person(s) responsible for action(s)/Department:

Actions taken:

Acknowledgement and Agreement

Supervisor Witness
Signature Date
Human Resources Policies & Procedures Manual Appendix P — Incident Report and Investigation Form
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Appendix Q: Workplace Violence and Harassment Risk Assessment Form

The fundamental principle of a Health and Safety Program is to reduce the danger of injury, disease and violence
to employees. In an effort to reduce the incidents of violence and harassment in the workplace, Nibinamik First
Nation (NFN) is introducing new procedures. In order to conduct a thorough Risk Assessment you should complete
this Risk Assessment Form in the most comprehensive manner. Hazard identification is crucial in the workplace.
Please refer to Section 39 — Workplace Violence, Harassment, and Sexual Harassment Policy.

Once the Risk Assessment has been completed, the Health and Safety Joint Committee must be advised of the
results of the assessment, and provide a copy of the assessment in writing. Then the risks must be mitigated by
developing policies and programs and facilitating worker and management training.

Conducting Risk Assessment

Step 1 — Documentation review

The first step in the Risk Assessment process will be a review of NFN's policies, procedures, worker training
records and past incident reports. Reviewing this information will allow NFN to uncover potential risks, and
valuable insight to be used when developing or adjusting current policies and training.

Step 2 — Workplace audit

Determine the Risks Associated Similar Workplaces

It is imperative that when conducting your Risk Assessment you consider similar workplaces. When thinking of
comparable workplaces you must think of similar duties, products, services, suppliers, environments and
customers.

Determine the Risks Associated your Specific Workplace

Once you have been able to gather an exhaustive list of potentials risks associated with similar workplaces, you
can determine the risks that are specific to your workplace. Do remember to consider incidents that have almost
escalated to violence, even if they are far between.

Determine any other prescribed elements that could be Risk factors

Take into consideration any other elements that could arise, such as special and annual events, special
assignments and cross training.

Step 3 - Employee survey and/or interviews

One powerful step in completing a thorough risk assessment is gathering information from NFN employees. They
will be an excellent source of specific information, since they will have firsthand experiences and incidents to draw
from. Use this information when completing the ranking, probability and consequences of the risks assessed.

Rank the Exposure

1 = Unlikely: A person is exposed to the hazard 1x per job or project

2 = Occasionally: A person is exposed to the hazard 2 x per job or project

Human Resources Policies & Procedures Manual Appendix Q — Workplace Violence & Harassment
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3 = Often: A person is exposed to the hazard more than 3x to 5x per job or project

4 = Frequently: A person is exposed to the hazard 5 or more times per job or project 5 = Continuous: A person is
exposed to the hazard continually

Determine the Probability of Occurrence

1 = Unlikely to occur

2 =Some chance

3 =Could occur4

= Good chance

5 = Will occur if left unattended Determine

Potential Consequences

1 = Insignificant: a person receives a very minor injury, no damage to property

2 = First aid or minor property damage: a person administers first aid to self

3 = Injury results in lost time, seeking medical help or significant property damage 4
= Injury results in permanent disability, serious health effects or property damage5
= Injury results in a fatality, or there is major property damage

Add the Numbers to Determine a Total Risk Rating

Serious (11 — 15) means the hazard must be attended to immediately, prior to the commencement of the job. Controls
must be put into place. A safe job procedure must be in place prior to the commencement of the job.

Moderate (6 — 10) means the hazard requires attention. Controls should be put into place. A safe work procedure
should be in place prior to the commencement of the job, but could be attended to once the job hascommenced.
Employees must be aware of the hazard. The safe work procedure must be in place prior to the completion of
the job.

Low (3 — 5) means the hazard requires monitoring. Controls are recommended. A safe work procedure is
recommended.

Hazard Controls

Depending on the risk rating, if the hazard cannot be eliminated, then controls must be implemented to reduce
the risk.

There are three types of controls: Engineering, Administrative and Personal Protective Equipment (PPE). Some
examples of the controls include:

Engineering Controls (EC)

® Design of a workplace
e |[solation/enclosure
e Implementation of Security Measures including surveillance and/or access cards

Administrative Controls (AC)

® Policies and procedures

Human Resources Policies & Procedures Manual Appendix Q — Workplace Violence & Harassment Risk
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® Training

® Organizing and planning work
e Rotation of workers

e Safety plan/procedure

Personal Protective Equipment (PPE)

® Access to alarms
e Communication devices

Human Resources Policies & Procedures Manual Appendix Q — Workplace Violence & Harassment
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Violence Assessment Form

This Form must be completed in accordance with the established guidelines for hazard identification and

assessment.

(condition/circumstance)

Description of work area: Assessment performed by: Date:
Name:
Signature:
Description of Exposure | Probability | Consequen | Total Rating | Controls
ces
Hazard (1-5) (1-5) (EC/AC/PPE)
(1-5)

Human Resources Policies & Procedures Manual
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Appendix R: Harassment Complaint Form

Please see Section 39 — Workplace Violence, Harassment, and Sexual Harassment Policy.

Name of Complainant:

Name of Respondent:

Nature of the allegations

Incident Date Time Place
Did anyone witness the incident? YES / NO
If YES Name of witness:

Description of their respective role in the incident:

How did you (complainant) react to the
harassment?

If applicable, describe any incident that took place
previously:

Human Resources Policies & Procedures Manual Appendix R — Harassment Complaint Form
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Are you concerned for your safety while working
with the respondent?

What do you feel would be the most appropriate
resolution?

The information on this form will only be disclosed to those required to know for the purposes of an
investigation. In order to maintain confidentiality and ensure a fair investigation is conducted, employees
filing a complaint are asked to refrain from discussing their complaint with those not directlyinvolved in
the investigation.

Acknowledgement

| hereby certify that to the best of my knowledge the abovementioned information is true, accurate and
complete. | understand that making false or frivolous allegations is in violation of Nibinamik First Nation’s
Workplace Violence, Harassment, and Sexual Harassment Policy and in doing so | understand | may be
subject to disciplinary action up to and including termination of employment.

Signature of the complainant

Date

Human Resources Policies & Procedures Manual Appendix R — Harassment Complaint Form
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Appendix S: Violence Incident Report Form

Please refer to the Section 39 — Workplace Violence, Harassment, and Sexual Harassment Policy for information
about NFN procedures.

Complainant: Date:

Location of Incident:

Person accused of perpetuating a violent incident, or making threats of violence (respondent):

Nature of the allegations:

Incident: Date: Time: Place:

Did anyone witness the incident: Yes [ no I

Witness name (if applicable):

What actions did you take in response to the incident:

Human Resources Policies & Procedures Manual Appendix S — Violence Incident Report Form
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If applicable, describe any incident that took place previously:

| am filing this complaint because | honestly believe that has
committed an act of violence.

| hereby certify that to the best of my knowledge the above-mentioned information is true, accurate and
complete. Making false or frivolous allegations is in violation of the Nibinamik First Nation Workplace Violence,
Harassment and Sexual Harassment Policy and is subject to disciplinary actions.

Furthermore, | realize that an inquiry will be initiated once this report has been filed.

Signature of complainant: Date:
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Appendix T: Emergency Action Plan (Template)
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EMERGENCY ACTION PLAN

for

Facility Name:

Facility Address:

DATE PREPARED: /

DRAFT



EMERGENCY PERSONNEL NAMES AND PHONE NUMBERS

DESIGNATED RESPONSIBLE OFFICIAL (Highest Ranking Manager at

site, such as , , or ):

Name: Phone: ( )

EMERGENCY COORDINATOR:

Name: Phone: ( )

AREA/FLOOR MONITORS (If applicable):

Area/Floor: Name: Phone: (

Area/Floor: Name: Phone: (

ASSISTANTS TO PHYSICALLY CHALLENGED (If applicable):

Name: Phone: ( )

Name: Phone: ( )

Date / /
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EVACUATION ROUTES

. Evacuation route maps have been posted in each work area. The
following information is marked on evacuation maps:

1. Emergency exits
2. Primary and secondary evacuation routes
3. Locations of fire extinguishers
4. Fire alarm pull stations’ location
a. Assembly points
. Site personnel should know at least two evacuation routes.
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EMERGENCY PHONE NUMBERS

FIRE DEPARTMENT:

PARAMEDICS:

AMBULANCE:

POLICE:

FEDERAL PROTECTIVE SERVICE:

SECURITY (If applicable):

BUILDING MANAGER (If applicable):
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UTILITY COMPANY EMERGENCY CONTACTS

(Specify name of the company, phone number and point of contact)

ELECTRIC:

WATER:

GAS (if applicable):

TELEPHONE COMPANY:

Date: / /
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EMERGENCY REPORTING AND EVACUATION PROCEDURES

Types of emergencies to be reported by site personnel are:

. MEDICAL

. FIRE

. SEVERE WEATHER

. BOMB THREAT

. CHEMICAL SPILL

. STRUCTURE CLIMBING/DESCENDING
. EXTENDED POWER LOSS

. OTHER (specify)
(e.g., terrorist attack/hostage taking)
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MEDICAL EMERGENCY

. Call medical emergency phone number (check applicable):

O Paramedics

O Ambulance

O Fire Department
O Other

Provide the following information:
a. Nature of medical emergency,
b. Location of the emergency (address, building, room number),

and
c. Your name and phone number from which you are calling.
. Do not move victim unless absolutely necessary.
. Call the following personnel trained in CPR and First Aid to provide the

required assistance prior to the arrival of the professional medical help:

Name: Phone:
Name: Phone:
. If personnel trained in First Aid are not available, as a minimum, attempt to
provide the following assistance:
1. Stop the bleeding with firm pressure on the wounds (note: avoid
contact with blood or other bodily fluids).
2. Clear the air passages using the Heimlich Maneuver in case of
choking.
. In case of rendering assistance to personnel exposed to hazardous materials, consult

the Material Safety Data Sheet (MSDS) and wear the appropriate personal
protective equipment. Attempt first aid ONLY if trained and qualified.

Date  / /
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FIRE EMERGENCY

Date_

DRAFT

When fire is discovered:

. Activate the nearest fire alarm (if installed)
. Notify the local Fire Department by calling
. If the fire alarm is not available, notify the site personnel about the fire

emergency by the following means (check applicable):

O Voice O Radio
Communication O Other (specify)
O Phone Paging

F/ght the fire ONLY if:
The Fire Department has been notified.

. The fire is small and is not spreading to other areas.

. Escaping the area is possible by backing up to the nearest exit.

. The fire extinguisher is in working condition and personnel are trained to
use it.

Upon being notified about the fire emergency, occupants must:

. Leave the building using the designated escape routes.
. Assemble in the designated area (specify location):
. Remain outside until the competent authority (Designated Official or

designee) announces that it is safe to reenter.

Designated Official, Emergency Coordinator or supervisors must (underline one):

. Disconnect utilities and equipment unless doing so jeopardizes his/her
safety.

. Coordinate an orderly evacuation of personnel.

. Perform an accurate head count of personnel reported to the designated
area.

. Determine a rescue method to locate missing personnel.

. Provide the Fire Department personnel with the necessary information
about the facility.

. Perform assessment and coordinate weather forecast office emergency

closing procedures
Area/Floor Monitors must:

. Ensure that all employees have evacuated the area/floor.

. Report any problems to the Emergency Coordinator at the assembly area.

Assistants to Physically Challenged should:

. Assist all physically challenged employees in emergency evacuation.
/1



EXTENDED POWER LOSS

In the event of extended power loss to a facility certain precautionary measures should
be taken depending on the geographical location and environment of the facility:

Unnecessary electrical equipment and appliances should be turned off in
the event that power restoration would surge causing damage to
electronics and effecting sensitive equipment.
Facilities with freezing temperatures should turn off and drain the following
lines in the event of a long term power loss.

Fire sprinkler system

Standpipes

Potable water lines

Toilets
Add propylene-glycol to drains to prevent traps from freezing
Equipment that contain fluids that may freeze due to long term exposure
to freezing temperatures should be moved to heated areas, drained of
liquids, or provided with auxiliary heat sources.

Upon Restoration of heat and power:

DRAFT

Electronic equipment should be brought up to ambient temperatures
before energizing to prevent condensate from forming on circuitry.

Fire and potable water piping should be checked for leaks from freeze
damage after the heat has been restored to the facility and water turned
back on.



CHEMICAL SPILL

The following are the locations of:

Spill Containment and Security Equipment:

Personal Protective Equipment (PPE):

MSDS:

When a Large Chemical Spill has occurred:

. Immediately notify the designated official and Emergency Coordinator.

. Contain the spill with available equipment (e.g., pads, booms, absorbent
powder, etc.).

. Secure the area and alert other site personnel.

. Do not attempt to clean the spill unless trained to do so.

. Attend to injured personnel and call the medical emergency number, if

required.
. Call a local spill cleanup company or the Fire Department (if arrangement

has been made) to perform a large chemical (e.g., mercury) spill cleanup.

Name of Spill Cleanup Company:
Phone Number:

. Evacuate building as necessary

When a Small Chemical Spill has occurred:

. Notify the Emergency Coordinator and/or supervisor (select one).

. If toxic fumes are present, secure the area (with caution tapes or cones) to
prevent other personnel from entering.

. Deal with the spill in accordance with the instructions described in the

MSDS.

. Small spills must be handled in a safe manner, while wearing the proper
PPE.

. Review the general spill cleanup procedures.

Date_ /_/
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STRUCTURE CLIMBING/DESCENDING EMERGENCIES

List structures maintained by site personnel (tower, river gauge, etc.):

No. | Structure Type | Location (address, if Emergency Response
applicable) Organization™® (if available
within 30-minute response

time)

Emergency Response Organization(s):

Name Phone Number

Name Phone Number

(Attach Emergency Response Agreement if available)

* - N/A. If no Emergency Response Organization available within 30-minute
response time additional personnel trained in rescue operations and equipped
with rescue kit must accompany the climber(s).

DRAFT



TELEPHONE BOMB THREAT CHECKLIST

INSTRUCTIONS: BE CALM, BE COURTEOUS. LISTEN. DO NOT INTERRUPT THE CALLER.

YOUR NAME: TIME: DATE:
CALLER'S IDENTITY SEX: Male Female Adult Juvenile APPROXIMATE AGE:
ORIGIN OF CALL: Local Long Distance Telephone Booth
VOICE CHARACTERISTICS SPEECH LANGUAGE
_ Loud __ Soft _ Fast __ Slow _ Excellent __ Good
__ High Pitch _ Deep ___ Distinct ___ Distorted _ Fair _ Poor
__ Raspy Pleasant Stutter Nasal Foul
__ Intoxicated ___ Slurred Other
Other Other
ACCENT MANNER BACKGROUND NOISES
_ Local _ Not Local __ Calm _ Angry __ Factory __ Trains
__ Foreign __ Region ____Rational ___lrrational ___Machines ___Animals
_ Race ___ Coherent __Incoherent __ Music __ Quiet
___ Deliberate ___ Emotional __ Office __ Voices
___ Righteous __ Laughing ___ Machines __ Airplanes
__ Street _ Party
____ Traffic __ Atmosphere
BOMB FACTS

PRETEND DIFFICULTY HEARING - KEEP CALLER TALKING - IF CALLER SEEMS
AGREEABLE TO FURTHER CONVERSATION, ASK QUESTIONS LIKE:

When will it go off? Certain Hour Time Remaining

Where is it located? Building Area

What kind of bomb?

What kind of package?

How do you know so much about the bomb?

What is your name and address?

If building is occupied, inform caller that detonation could cause injury or death.

Activate malicious call trace: Hang up phone and do not answer another line. Choose sameline
and dial *57 (if your phone system has this capability). Listen for the confirmation announcement
and hang up.

Call Security at and relay information about call.

Did the caller appear familiar with plant or building (by his/her description of the bomb location)?
Write out the message in its entirety and any other comments on a separate sheet of paper and
attach to this checklist. Notify your supervisor immediately.
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SEVERE WEATHER AND NATURAL DISASTERS
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Tornado:
. When a warning is issued by sirens or other means, seek inside shelter.
Consider the following:
- Small interior rooms on the lowest floor and without windows,
- Hallways on the lowest floor away from doors and windows, and
- Rooms constructed with reinforced concrete, brick, or block with no

windows.
. Stay away from outside walls and windows.
. Use arms to protect head and neck.
. Remain sheltered until the tornado threat is announced to be over.

Earthquake:
. Stay calm and await instructions from the Emergency Coordinator or the
designated official.

. Keep away from overhead fixtures, windows, filing cabinets, and electrical
power.

. Assist people with disabilities in finding a safe place.

. Evacuate as instructed by the Emergency Coordinator and/or the
designated official.

Flood:

If indoors:

. Be ready to evacuate as directed by the Emergency Coordinator and/or
the designated official.

. Follow the recommended primary or secondary evacuation routes.

If outdoors:

. Climb to high ground and stay there.

. Avoid walking or driving through flood water.

. If car stalls, abandon it immediately and climb to a higher ground.

Hurricane:

. The nature of a hurricane provides for more warning than other natural and

weather disasters. A hurricane watch issued when a hurricane becomes a
threat to a coastal area. A hurricane warning is issued when hurricane
winds of 74 mph or higher, or a combination of dangerously highwater and
rough seas, are expected in the area within 24 hours.

Once a hurricane watch has been issued:

. Stay calm and await instructions from the Emergency Coordinator or the
designated official.
. Moor any boats securely, or move to a safe place if time allows.
. Continue to monitor local TV and radio stations for instructions.
. Move early out of low-lying areas or from the coast, at the request of
officials.
. If you are on high ground, away from the coast and plan to stay, secure

the building, moving all loose items indoors and boarding up windows and
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openings.

. Collect drinking water in appropriate containers.

Once a hurricane warning has been issued:

. Be ready to evacuate as directed by the Emergency Coordinator and/or
the designated official.

. Leave areas that might be affected by storm tide or stream flooding.

During a hurricane:

. Remain indoors and consider the following:

- Small interior rooms on the lowest floor and without windows,
- Hallways on the lowest floor away from doors and windows, and
- Rooms constructed with reinforced concrete, brick, or block with no

windows.
Blizzard:
If indoors:
. Stay calm and await instructions from the Emergency Coordinator or the
designated official.
. Stay indoors!
. If there is no heat:

- Close off unneeded rooms or areas.
- Stuff towels or rags in cracks under doors.
- Cover windows at night.
. Eat and drink. Food provides the body with energy and heat. Fluids
prevent dehydration.

. Wear layers of loose-fitting, light-weight, warm clothing, if available.
If outdoors:
. Find a dry shelter. Cover all exposed parts of the body.
. If shelter is not available:
- Prepare a lean-to, wind break, or snow cave for protection from the
wind.

- Build a fire for heat and to attract attention. Place rocks around the
fire to absorb and reflect heat.
- Do not eat snow. It will lower your body temperature. Melt it first.
If stranded in a car or truck:
. Stay in the vehicle!
. Run the motor about ten minutes each hour. Open the windows a little for
fresh air to avoid carbon monoxide poisoning. Make
sure the exhaust pipe is not blocked.
. Make yourself visible to rescuers.
- Turn on the dome light at night when running the engine.
- Tie a colored cloth to your antenna or door.
- Raise the hood after the snow stops falling.

. Exercise to keep blood circulating and to keep warm.



CRITICAL OPERATIONS

During some emergency situations, it will be necessary for some specially
assigned personnel to remain at the work areas to perform critical operations.

Assignments:

Work Area Name Job Title Description of Assignment

. Personnel involved in critical operations may remain on the site upon the
permission of the site designated official or Emergency Coordinator.

. In case emergency situation will not permit any of the personnel to remain
at the facility, the designated official or other assigned personnel shall
notify the appropriate offices to initiate backups. This
information can be obtained from the Emergency Evacuation Procedures
included in the Manual.

The following offices should be contacted:
Name/Location:
Telephone Number:

Name/Location:
Telephone Number:

Name/Location:
Telephone Number:
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TRAINING

The following personnel have been trained to ensure a safe and orderly
emergency evacuation of other employees:

Facility:

Name Title Responsibility Date
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