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I RELATIONSHIP

1.1 Introduction and Purpose of the Policy Manual

The intent of the human resource policies is to provide the basis for fair and consistent human resource
management practices that supports employees with achieving the goals and objectives of the community.
The policies have been established to help create a positive working environment with an expectation they
are administered in a consistent and impartial manner.

White Bear First Nations (the Nations) seeks to provide a workplace that is positive, safe and confidential,
where the proper equipment enables employees to complete their responsibilities to the best of their abilities.

The purpose of these policies is to provide employees with an understanding of their expectations and
support the consistent application and implementation of policies throughout the Nations.

The policies address areas of significance and cover general working conditions, setting out what an
employee may expect from White Bear First Nations and the Nations expectations of its employees

1.2 Scope

The policies contained within this policy manual apply to all White Bear First Nations and associated business
entity employees and elected officials including management, the Executive Director and Executive Council.
Any policies that are exceptions to this will be identified within the policy.

1.3 Organization Information

a. Organizational History

White Bear First Nations is located in the southeast corner of Saskatchewan and consists of four first nations:
Saulteaux, Cree, Nakota and Dakota. (Treaty #4 Band #70).
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b.
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c. Ro’es and Responsibillties

i. Executive Council

As the governing body of White Bear First Nations, the Executive Council are responsible for setting and
approving policies. To support good governance, the Executive Council members are not responsible for, nor
are they involved with, the day-to-day administration of policy and employee matters. All information and
decisions related to personnel administrative matters are to be directed to the Executive Director, or his or
her designate.

ii. Executive Director

The Executive Director is responsible for the overall administration and management of the Nations. To
accommodate changes in human resource management practices and associated policies this manual will
undergo periodic review and revision. The maintenance of this manual and coordination of the revision
process is the responsibility of the Executive Director. The Executive Director may make minor wording
changes which do not change the intent or impact of the policies.

Any significant changes to the intent of policies, or deletions that have a financial, time, or resource cost to
the Nations, must be reviewed and approved by Executive Council.

iii. Supervisors and Management

Supervisors and management are responsible for administering these policies in a consistent and impartial
manner. To support the consistent management of personnel, opportunities to clarify, improve, or address
inconsistencies within these policies should be discussed with the Executive Director.

iv. Jurisdiction

All employees, staff, contractors, and others being paid by White Bear First Nations are governed by the
applicable labour and employment legislation, primarily being the Canada Labour Code.

The HR Manual is a living document based upon best practices in HR Administrative, Federal, and Provincial
Policy to be applied by WBFNs according to WBFNs administrative policies, laws, and jurisdiction.
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1.4 Employee Classifications and Hours of Work

a. Probationary Employee

The probation period provides for a three-month trial period during which a new employee’s suitability for
ongoing employment is evaluated.

During the probationary period the employment may be terminated based on a recommendation by the
individual’s immediate supervisor or manager. A probationary employee may be terminated at any time with
or without just cause, and with or without notice or pay in lieu of notice or compensation of any kind
whatsoever. The probationary period may be extended for up to six months in writing.

Unless otherwise specifically stated in a Letter of Offer, probationary employees are not entitled to participate
in the employee benefits plan until the end of his or her probationary period.

b. Full-time Employee

An employee who is employed in a permanently established position of at least 37.5 hours per week and has
successfully completed the probationary period.

c. Part-time Employee

A part-time employee is an employee who works a regular schedule of reduced hours each day or week. The
ratio of hours worked to regular hours may not exceed 60% over the calendar year.

d. Temporary or Casual Employee

A temporary employee is an employee who is engaged in full-time or part-time work for a special project or
for work that is not of a permanent or continuing nature. Employment is terminated on completion of such
work (limited term).

e. Term Employee

A term employee shall be an employee who is engaged in full-time or part-time work for a specified time
period. Employment will be terminated on completion of such work or the specified limited term.

f. On-the-Job Trainee

On the job Trainees will remain as probationary employees as long as their status remains as such. A Trainee
is an employee who is being trained/mentored by an existing full time staff member for the purposes of either;

— entirely replacing that staff member after a specified period of time, or

— taking over a portion of that staff members duties in order to alleviate their workload.

g. Contractors

A contractor is a self-employed individual contracted for a specific period of time to complete the specific
task of the contract and is remunerated according to the terms of the contract and is, therefore, not subject
to deductions, any type of leave, statutory holidays or benefits.
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1.5 Employee Handbook Disclaimer

This policy manual does not constitute a contract of employment. Individual circumstances may justify
modifications to the policies as outlined within this document. All policies may be subject to periodic revision,
updates, supplements or termination by the Nations. Any changes or additional policies will be issued and
communicated as needed. Where this manual conflicts with the terms of an employment contract, job
description, or letter of appointment, the employment contract, job description or letter of appointment
prevails to the extent of the conflict.

The HR Manual is a living document based upon best practices in HR Administrative, Federal, and Provincial
Policy to be applied by WBFNs according to WBFNs administrative policies, laws, and jurisdiction.

1.6 Employee Policy Manual Acknowledgement

Upon commencing employment with White Bear First Nations, all employees are expected to read the
Human Resources Policy Manual within the first week of employment. Upon reading the manual, each
employee is required to sign and date the acknowledgement form in Appendix A and return it to his or her
immediate supervisor.

1.7 Definitions

For the purposes of this Policy Manual:

The Nations refers to White Bear First Nations

Council or “Executive Council refers collectively to the duly elected Chief and Councillors of White Bear First
Nations as elected in accordance with the Indian Act

Council Member refers to an individual (i.e.: the Chief or a Councillor) who is a member of the Council

Canada Labour Code means the Canada Labour Code, RS.C. 1985, C. L-2, a Federal Act that applies to
federally regulated the Nations’ employees

Executive Director refers to the individual employed by the Nations to be responsible for day-to-day
administrative oversight and operations.

Employee means a person who is employed by White Bear First Nations or by any of its organizations,
programs or companies authorized by the Council to act in that capacity

Employer means White Bear First Nations, as represented by the Executive Council, or any of its
organizations, programs or companies authorized to act in that capacity

Leave means any authorized absence from duty by an employee during his or her normal work hours

Immediate Family means spouse, common law spouse, mother, father, sister, brother, son, daughter, mother
in-law, father in-law, brother in-law, sister in-law, niece, nephew, god-child, step-mother, step-father, parent
surrogate, son in-law, daughter in-law, grandchild, grandparent, uncle, aunt, first cousin or foster child.

Performance Evaluation refers to the documented form and associated process utilized by management for
the purposes of measuring the performance of an employee and providing feedback.

Performance Improvement Plan is a plan developed by an employee and their supervisor or manager to
address areas for improvement or development identified during the performance review process.
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Overtime means hours of work in excess of 40 hours per week.
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2 WORKPLACE PROFESSIONALISM AND
REPRESENTATION

2.1 Code of Conduct

This policy applies to employees, contractors and Executive Council. Its purpose is to set the expected
standards ot conduct of individuals.

Individuals will conduct themselves in a professional and appropriate manner while performing work for the
Nations, and/or when representing the Nations with outside organizations or persons.

Individuals are expected to conduct themselves in an ethical and transparent manner, in a way that
preserves and enhances the Nations’ image, advances its goals and supports integrity, credibility and
honesty. When attending a community event, community meetings, or social gatherings, individuals will
conduct themselves in a respectful manner at all times.

Individuals will not perform, or be requested to perform, a task that is unethical or immoral. If an employee
believes they have been asked to do something unethical, immoral, or illegal, they have an obligation to
report their concern to their immediate supervisor, manager, or the Executive Director.

Individuals are expected to conduct themselves as follows:

— Comply with all policies, procedures and directions of the Council

— Hold confidential and private any information obtained through the course of carrying out the
business of the Nations

— Carry out their responsibilities and duties to the best of their ability in an honest and conscientious
manner

— Be prompt, dependable and courteous in the performance of duties and attend their job as
scheduled unless there is a valid reason for absence

— Use initiative to complete work as efficiently and effectively as possible

Cooperate and work collaboratively with others

— Unless specifically authorized to do so, individuals are forbidden to speak publicly on behalf of the
Nations, or release confidential or private information to community members or others

— Comply with finance policies, all applicable laws and all applicable standards

— Use equipment, property or supplies rented or owned by the Nations for authorized purposes only,
and not for personal use

— Endeavour to conduct themselves in a manner that maintains the safety of other employees and
members of the public

— Avoid conflicts of interest and any activity which will discredit the Nations or community

— Disclose any real or perceived conflicts of interest to his or her direct supervisor, manager, Executive
Director, or Chief or Council member
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— Undermining the Executive Director, Executive Assistant, and/or other management is not
appropriate. Circumventing management by airing grievances to Executive Council members in an
effort to influence human resource policy or practices will not be tolerated.

Managers are expected to:

— Demonstrate sound and effective leadership by following all human resource policies and practices
to ensure employees are treated fairly, consistently and with respect

— Balance the needs of individuals with the needs of the Nations

— Provide employees with opportunities to develop their skills and potential for advancement

— Evaluate their employees carefully, honestly and objectively

— Work with their employees to achieve quality results

— Strive to support the vision and goals of White Bear First Nations through mindful management of
budgets, resources, and time

2.2 Confidentiality

All employees will respect the trust and confidence placed in them. During the period of employment, the
employee may gain knowledge of critical and confidential information. Employees will not discuss or disclose
to others any confidential information obtained in the course of employment. All reports, analysis, ideas
(including ideas, charts, drawings, and other documents) prepared by an employee during their course of
employment with White Bear First Nations and which relate to its business, will be the property of the
Nations.

If disclosure takes place, individuals will be subject to a progressive discipline process that may include
discipline up to and including termination for just cause.

As a term and condition of employment, all employees, contractors and Executive Council members must
sign the Human Resource Policy, Code of Conflict and Confidentiality Acknowledgement attached as
Appendix “A”.

2.3 Conflict of Interest

White Bear First Nations supports a work environment which is free from conflicts of interest allowing
employees to focus on the common good of the Nations.

A conflict of interest is a situation in which a person is in a position to derive personal benefit from actions or
decisions made in their official capacity. As defined in Section 2.1 — Code of Conduct, individuals must not
allow conflicts of interest to impair independence or judgment.

White Bear First Nations considers the following situations, but not limited to, to constitute a conflict of
interest:

— An employee or their immediate family has a personal interest in suppliers of property, goods or
services to the Nations or in firms which are customers of White Bear First Nations, which could
affect the employee’s decisions or actions.
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— Employees accept gifts, benefits or unusual hospitality that may influence them in any way in the
performance of their duties.

— Placement of two related individuals or individuals in a close, personal relationship into a
supervisory/subordinate relationship, or into a situation where one directly or indirectly evaluates the
performance of the other.

— Commencement of a close, personal relationship between individuals who are currently in a
supervisory and subordinate relationship or in situations where one is directly or indirectly evaluating
the performance of the other.

— Commencement of a close, personal relationship between individuals who are currently in a collegial
relationship or in situations where one’s performance may be directly impacted by the other.

Examples of potential conflicts include, but are by no means limited to the following situations:

— The employee or member of the employee’s immediate family is associated with a party to a
proposed business transaction.

— The nature or extent of an employees outside professional, business, employment, volunteer, political
or financial activities appear to be substantial enough to detract or interfere with the employee’s
employment responsibilities with the Executive Council.

Individuals who find themselves in a situation of a real or perceived conflict of interest must declare the
potential conflict to his/her immediate supervisor who will advise on appropriate action to be taken, which
may include removing him/herself from the proceedings and any decision-making related to the situation.

2.4 Whistieblower

Whistleblower protection applies to the following:

Where an employee, acting in good faith and on the basis of reasonable belief, becomes aware of actual,
suspected or intended misconduct, unlawful activity, suspicious financial management, or other
accountability concerns, he or she has a duty to report such misconduct or incidents, as soon as learning of
them to lawful authorities;

An employee, acting in good faith and on the basis of reasonable belief, may refuse to carry out any order or
direction which is illegal, unethical, or against White Bear First Nations policy and which is given by an
individual who has direct or indirect control over the employee’s employment. Such refusals must be
reported immediately to lawful authorities or management, as appropriate; and

Employees are expected to co-operate fully with lawful authorities during any investigation or proceeding
related to acts of alleged misconduct or work refusals under this policy.

No employee shall be subject to discipline, termination, demotion, or any form of retaliation, including but not
limited to, intimidation, harassment, financial penalty or other threats by reason that:

— The employee, acting in good faith and on the basis of reasonable belief, reports actual, suspected
or intended misconduct:

White Bear First Nations Human Resources Policy Page 9



— The employee, acting in good faith and on the basis of reasonable belief, refuses to carry out an
order or direction which is illegal, unethical, or against company policy and reports such refusals in
accordance with Section 2.5; or

— The employee cooperates with, or provides information to, or testifies in any proceeding against a
member of White Bear First Nations regarding investigated situations.

Nothing in this policy is meant to take precedence over an employee’s duties under federal or provincial law,
or common law. Any unlawful misconduct or incident which may affect public safety must be reported to the
proper lawful authorities immediately.

Information regarding any alleged misconduct, the identity of the reporting person, and any details of the
alleged misconduct or investigation, shall be held in confidence by those to whom or through whom the
misconduct is reported, including the Executive Director or other lawful authorities, except as required by this
policy or by law. Any employee who breaches this confidentiality requirement shall be subject to discipline up
to and including termination for cause.

Complaints or reports of misconduct made under this section shall be fully investigated, and any employee
found to have participated in actions of misconduct shall be subject to discipline, up to and including
termination for cause.

An employee who makes a complaint or report of misconduct which is determined to be both unfounded and
made with malicious intent will be subject to disciplinary measures up to and including termination for cause.

2.5 Employee Grievance

Grievance means ‘a request by an employee, or by a group of employees acting as individuals, to resolve a
matter, concern, or dissatisfaction, which is subject to the control of management (i.e.: work related).”

The grievance process assumes consideration of employee complaints will be addressed with a degree of
promptness, sympathy, interest, understanding, fairness, competence and authority.

Although the grievance process is always available to an employee for any cause, employees and
management are encouraged to resolve potential grievance problems in an informal, mutually cooperative
basis. It is strongly recommended by the Council that, before a formal written grievance is filed and if at all
possible, the employee should discuss his complaint with their immediate manager, human resources, or the
Executive Director to provide an opportunity to address the complaint and take corrective measures.

a. Levels of Recourse

An employee shall have access to three (4) levels of resource for resolution of a grievance:

Level 1 — Direct Supervisor or Manager

Level 2 — Human Resource Manager

Level 3 — Executive Director

Level 4— Executive Council

b. Filing a Grievance

White Bear First Nations Human Resources Policy Page 10



An employee must initially file the grievance no later than five working days after the date on which the action
or circumstances occurred which gave rise to the grievance. Within that timeframe, an employee shall
present the details surrounding the grievance in writing to the direct supervisor or manager who shall:

— Provide the employee with a receipt stating the date in which the grievance was received, and

— Begin the grievance process as outlined below.

c. Grievance Process

The direct supervisor/manager, Human Resources Manager, or Executive Director shall respond to the
employee with a decision or offer of resolution regarding the grievance within five working days from the date
of receiving the grievance.

If the offer of resolution is not satisfactory to the employee he/she may direct, in writing and within five
working days from the date of receiving a response, that the grievance be referred to Executive Council. A
response will be provided to the employee with their decision or offer of resolution regarding the grievance
within five working days of the date the grievance was forwarded.

2.6 Secondary Employment

WBFNs is committed to allowing employees to further their livelihood outside of WBFNs while avoiding
conflicts of interest which may affect WBFNs and the employee. Any employee securing secondary
employment is required to disclose to WBFNs Human Resources to confirm no conflict of interest exists.

The position at WBFNs must be the employee’s first priority. During their daily regular working hours,
employees of WBFNs are expected to work solely on their job responsibilities for the WBFNs as defined in
their job description.

2.7 Dress Code

White Bear First Nations is a place of business therefore all employees are required to dress in a professional
manner with clothing appropriate for his/her job duties. Appropriate dress may include safety gear, a uniform
or specific attire as required by the position and/or the business entity within which the employee works. For
example: golf course employees may be required to wear a logoed golf shirt.

The following items would not be appropriate during normal working hours:

— Sweatpants or logging pants

— Gym shorts, cut-offs, bicycle shorts or other athletic shorts

— Any form of clothing that is mesh, sheer, see through or otherwise revealing (i.e., clothing that
exposes the midriff, cleavage, and underwear

— Any form of clothing that is generally offensive, controversial, disruptive or otherwise distracting

— Any form of clothing that is overtly commercial, contains political, personal or offensive messages

2.8 Gifts and Donations

Employees are forbidden to accept any gifts from a supplier or service provider that is intended to influence
any decision of White Bear First Nations including its public service. Offers of gifts for goods (e.g., physical
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items) or other items of monetary value (e.g. cash, online money transfers or cryptocurrency) must be
reported to Executive Council who will determine whether the gift is appropriate and if it can be accepted by
the Nations.

Notwithstanding the above, any offers of goods or other items of monetary value as a donation to the
community, (for example, for recreation purposes or feasts or for a specific program of the Nations), may be
accepted. Any such offers are to be reported to the immediate supervisor, who, in consultation with the
Executive Director or Executive Council will decide acceptance of the donation.

Gifts of minor value such as baseball caps, coffee mugs, pens, or snacks are permitted and therefore,
acceptance of such gifts is not subject to the approval by Executive Council.
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3 HUMAN RIGHTS AND EMPLOYMENT EQUITY

3.1 Human Rights

Every person has a right to equal treatment without discrimination because of race, national or ethnic origin,
colour, religion, age, sex, sexual orientation, gender identity or expression, marital status, family status,
genetic characteristics, disability or conviction for an offence for which a pardon (record suspension) has
been granted.

White Bear First Nations recognizes the Canadian Human Rights Act and has developed its policy to support
the equitable treatment of employees.

3.2 Employment Equity

White Bear First Nations recognizes and appreciates the value that diversity adds to its activities and
initiatives. The Nations are committed to a workplace free of discrimination that is supportive and respectful
of employees with diverse backgrounds. This policy seeks to provide equal opportunity for everyone
regardless of age, gender, colour, race, creed, national origin, religion, sexual orientation or gender identity,
marital status, political belief, physical and/or mental disability that does not prohibit perfornance of essential
job functions, and other such groups designated by legislation or otherwise.

The Nations are committed to meeting its accommodation obligations under applicable human rights
legislation by providing a workplace that ensures full inclusion and participation of staff and job applicants
with disabilities.

3.3 Indigenous Employment Preference

As provided for in the Canadian Human Rights Commission’s Aboriginal Employment Preference Policy,
where possible, White Bear First Nations will give preferential treatment to Aboriginal persons in hiring,
promotion and other aspects of employment where skills and qualifications are equal or comparable.
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4 PRIVACY AND CONFIDENTIALITY

4.1 Employee Files

All employee files are to be maintained in a secure, central location controlled by the Executive Director’s
office. These records will include all relative information from inception of employment.

4.2 Access to Employee Records

All information contained in an employee’s file is strictly confidential and will not be released to anyone
without proper authorization and such persons must have a genuine need to know such matters. The
employee, however, may request to access his/her file at any time, having given reasonable notice. The files
or its contents cannot be removed from the administration office under any circumstances.

4.3 Employee Records and Retention of Files

Employee records will be maintained for each employee to document his or her employment history within
the Nations.

The employee file will include, but is not limited to, the terms and conditions of employment, the employment
contract, the individual’s completed application form and/or resume, signed policy manual acknowledgement
and confidentiality form, rate of pay and any changes to pay rate, probationary review document,
performance appraisals, promotional documentation, attendance records, annual leave entitlements
termination, any disciplinary process documentation and emergency contact information.

White Bear First Nations will maintain employee records during the tenure of the employee, and a minimum of
three (3) years after the information leaves employment within the Nations.
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5 WORKPLACE HEALTH AND SAFETY

5.1 Workplace Health and Safety

White Bear First Nations is vitally interested in the health and safety of its employees. Protection of
employees from injury or occupational disease is a major continuing objective.

White Bear First Nations will make every effort to provide a safe, healthy work environment. All employers,
supervisors and employees must be dedicated to the continuing objective of reducing risk of injury.

Every employee must protect his or her own health and safety by working in compliance with the law and
with safe work practices and procedures established by the employer. Employees will receive information,
training and competent supervision in their specific work tasks to protect their health and safety.

White Bear First Nations equipment and resources are for use in carrying out employment responsibilities
and are not for general or personal use. Failure to properly use and care for equipment and resources owned
by the Nations can lead to disciplinary action up to and including termination for cause.

Failure to comply with this policy may result in a performance improvement plan, disciplinary action up to and
including termination for cause.

5.2 Smoke and Vape Free Workplace

To provide a safe and healthy work environment for all employees, members and clients, smoking and vaping
is prohibited in and within 30 meters of all Nations premises and vehicles.

Smoking is defined as the “act of lighting, smoking or carrying a lighted or smoldering cigar, cigarette or pipe
of any kind.” Vaping refers to the use of electronic nicotine delivery systems or electronic smoking devices
such as e-cigarettes, e-pipes, e-hookahs and e-cigars.

5.3 Drugs and Alcohol

White Bear First Nations is committed to providing a safe and supportive work environment and recognizes
that the use of substances such as alcohol, illegal drugs and the misuse of medication can have serious
impacts on employee health and safety and can impact the safety of the work environment.

The policy applies to the Council, employees and contractors who work for any of the Nations related entities
whether on or off reserve.

White Bear First Nations and its related entities expect that all workers will:

— Arrive at work fit for duty;

— Remain fit for duty at all times while at work;

— Conduct themselves in a safe and lawful manner while at work; and

— Comply with all applicable policies of the Council and related entities, including this Drug and Alcohol
Policy.

White Bear First Nations and its related entities have zero-tolerance for employees being under the influence
of alcohol, drugs, and in some cases medication, while at work, while representing White Bear First Nations
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or related entities, or while engaged in any activity in connection with their employment. Workers are not
authorized or entitled to perform their duties if they are suspected of being under the influence of alcohol,
illegal drugs, or medication that impairs their ability to safely perform their work.

Employees who contravene this policy may be subject to discipline, up to and including termination of
employment. The Nations and related entities recognize that a medical diagnosis of addiction is a disability
and understand their obligation to accommodate the individual up to the point of undue hardship to the
Nations.

a. Prevention

White Bear First Nations and its related business entities will assist employees who are struggling with abuse,
dependency, or addiction to alcohol, illegal drugs, and/or medication by providing access to treatment
resources and encouraging employees who self-identify to participate in effective prevention and
rehabilitation programs where appropriate.

The Nations will not discipline or terminate an employee with medically documented dependency or addiction
issues because of that individual’s involvement in sanctioned rehabilitation efforts or for requesting
assistance in overcoming his or her dependency or addiction issues. Where an individual identifies that he or
she is seeking assistance or participating in rehabilitation for dependency or addiction issues after being
involved in a significant event, or after the Nations request that the employee participate in drug or alcohol
testing for reasonable cause under this Policy, that individual may still be disciplined or terminated in
connection with the significant event or the request for testing.

An individual’s rehabilitation efforts do not relieve an employee’s obligation to perform his or her work
satisfactorily and to comply with all applicable policies. Consequently, employees may still be dismissed or
disciplined for culpable misconduct notwithstanding their rehabilitation efforts.

b. Safe Work Environment — Illegal Drugs

The use, possession, cultivation, manufacture, production, sale or attempted sale, or distribution of illegal
drugs is prohibited while on duty.

The use of illegal drugs while off duty is prohibited where such use may adversely affect an employee’s
performance at work. For the purposes of this policy, carryover or hangover effects of illegal drugs are
considered to adversely affect work performance.

c. Safe Work Environment - Alcohol

The use, possession, manufacture, production, sale or attempted sale, or distribution of alcohol is prohibited
while on duty.

The use of alcohol while off duty is prohibited if it can reasonably be foreseen that such use will adversely
affect performance at work. For the purposes of this policy, carryover or hangover effects of alcohol are
considered to adversely affect work performance.

d. Safe Work Environment - Medications

Employees are expected to act responsibly regarding the use of medications, whether such medications are
over the counter or prescribed by a physician. Employees are expected to consult with a physician or
pharmacist regarding the potential side effects of medications and are expected to take all reasonable steps
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to become aware of and familiar with side effects or combinations of medications and to advise their
supervisor of any potential side effects which may impact safe work performance.

Possession or use of prescription medication without a properly obtained prescription, or sale, attempted
sale or distribution of prescription medication is prohibited while on property or while on duty.

e. Peer Prevention

All employees are responsible for ensuring that the workplace is safe and free from the effects of alcohol and
illegal drugs and/or the misuse of medications. Individuals who become aware that a fellow employee has
engaged in conduct contrary to this policy are expected to report such conduct, as applicable.

5.4 Communicable Illness and Disease

To ensure the safety of everyone who attends the workplace, employees must only report to work when in a
state of health such that they do not pose a risk to themselves or to others.

Employees who fall ill with symptoms of a communicable disease while at work, or in the course of
performing duties in other locations (within the community, or related entities) are required to leave the
workplace.

Employees that are potentially exposed to or infected by a communicable illness or disease are required to
seek a medical opinion regarding treatment and potential workplace transmission. Employees are also
expected to follow that medical advice relating to workplace transmission. For example, if told to stay home
from work for five days, the employee is expected to follow these instructions to protect the health of
themselves and the workplace.

Employees who are living in the same household as someone who is ill with an infectious disease or illness
are deemed to be at risk for contracting this illness or disease. After pursuing a diagnosis an employee who
has been exposed to an illness, but is not ill, may request permission from their supervisor to work from home
during the period of risk for transmission. Approval to work from home will be considered based on the
nature of work performed.

Individuals who take a leave due to the symptoms of a communicable disease or illness are requested to
voluntarily notify their immediate supervisor, manager, or human resources as to the nature of the illness.
While this disclosure is voluntary, it is encouraged, as it will allow the Nations to advise other employees that
they may have been exposed.

When made aware of a potential exposure, relevant employees will be advised of the circumstances and
provided facts about the illness or disease, including what to do if they have concerns about exposure. The
identity of the individual(s) displaying symptoms or diagnosed with the communicable illness or disease will
not be released in any circumstances unless legally required.

In accordance with this policy, harassing or discriminating against employees who have a communicable
disease or illness is prohibited.

5.5 Workplace Violence

Violent behaviour in the workplace is unacceptable from anyone and will not be tolerated. This policy applies
to employees, supervisors, elected officials and members of the public. Everyone is expected to uphold this
policy and to work together to prevent workplace violence.
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Supervisors and managers will adhere to this policy and are responsible for ensuring employees have the
information they need to protect themselves.

Every employee must be in compliance with this policy. All employees are encouraged to raise any concerns
about workplace violence and to report any violent incidents or threats to their supervisor or manager,
Human Resources, or to the Executive Director.

Management will investigate and deal with all incidents and complaints of workplace violence in a fair and
timely manner, respecting the privacy of all concerned as much as possible. The Executive Director will
coordinate and / or lead investigations in collaboration with management and with the assistance of the
Executive Council as may be required.

Failure to comply with this policy may result in progressive disciplinary action, up to and including termination

5.6 Harassment/Sexual Harassment

All employees are entitled to a working environment that is pleasant, professional and free of harassment and
sexual harassment. The Nations shall make every reasonable effort to ensure that no employee is subject to
harassment. White Bear First Nations will not tolerate or condone any inappropriate or irresponsible conduct,
including any form of behavior that creates an intimidating, hostile, or offensive environment for work or study
through an abuse of authority or through the harassment of an individual or group. A breach of the policy
may result in disciplinary action up to and including termination for cause.

Harassment is a serious infraction and persons committing, or management knowingly permitting any such
infraction will be subject to disciplinary action, up to and including dismissal for serious or repeated violations.

This policy does not limit or constrain the Nations’ right to manage the workplace. For example, work
assignments, operational reviews, performance reviews, coaching, and disciplinary measures taken by a
manager or supervisor, in good faith for valid reasons, do not constitute harassment in the workplace. These
supervisory and management actions must remain respectful of the individual. This policy will not, under any
circumstances, be used to impede the supervisory relationship, nor is it intended to inhibit normal social
interaction in the workplace.

Harassment is defined as improper conduct by an individual, that is directed at and offensive to another
individual in the workplace, including at any event or any location related to work, and that the individual
knew or ought reasonably to have known would cause offence or harm. It comprises objectionable act(s),
comment(s) or display(s) that demean, belittle, or cause personal humiliation or embarrassment, and any act
of intimidation or threat. It also includes harassment within the meaning of the Canadian Human Rights Act.
Discrimination on the basis of race, nationality or ethnic origin, color, religion, age, gender, sexual
preference, marital status, family status, disability or conviction for which a pardon has been granted, or any
other standard as set out in the Canada Human Rights Act is prohibited.

In these policies, “sexual harassment” means any conduct, comment, gesture or contact of a sexual nature

— that is likely to cause offence or humiliation to any employee: or

— that might, on reasonable grounds, be perceived by that employee as placing a condition of a sexual
nature on employment or on any opportunity for training or promotion.
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Attitudinal harassment consists of the abusive, unfair, or demeaning treatment of a person or group of
persons that has the effect or purpose of unreasonably interfering with a person’s or a group’s status or
performance or creating an intimidating or hostile working environment when:

— such-treatment-abuses the power that one person holds over another, or misuses authority, or

— such treatment has the effect of offending or demeaning a person or group of persons on the basis
of, but not limited to: race, colour, ancestry, place of origin, nationality, religion, family or marital
status, physical or mental disability, physical size or weight, age, sex, sexual orientation, receipt of
public assistance or a pardoned conviction.

a. Workplace

— For the purpose of this policy, the workplace includes, but is not limited to, the physical offices,
washrooms, cafeteria, training sessions, business travel, field locations, conferences, work related
social gatherings or any other place where the employee is required to be in service to the Nations.

b. Responsibilities

Employer

— Harassment will not be condoned in the workplace. The Nations have a responsibility and a legal
obligation to ensure employees are not exposed to harassment in the workplace and for the
implementation of this policy.

— The Nations will appropriately discipline any employee who engages in the harassment of another
employee. Discipline may range from a verbal reprimand to suspension or dismissal.

— The Nations will make every effort to resolve harassment situations and provide support and
assistance to persons subjected to harassment.

Management

— Management is responsible for ensuring a harassment free workplace and adherence to this policy.
This includes taking appropriate preventive or corrective action and stopping harassment of which
they are aware.

— Management is obligated to act quickly upon information concerning incidents of harassment. They
are to be sensitive to issues relating to harassment and its effects on employees and the work
environment.

iii. Employee

Employees have a responsibility to promote and maintain a work environment that is free from-
harassment by complying with this policy and by ensuring their behavior meets acceptable
standards.

— If an employee believes that a fellow employee has experienced or is experiencing harassment, it is
the employee’s responsibility to refuse to participate in the offensive behavior and to report any such
incidents.

— It is the employee’s responsibility to change behavior when they are informed that actions are
considered unwelcome by another.
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iv. An employee who feels that he/she is being harassed:

— has the right to file a complaint and have the complaint investigated in a timely manner without fear of
embarrassment or reprisal;

— will not be uprooted from his/her workplace or have his/her working conditions change as a result of
remedial action against a harasser;

— is entitled to a workplace situation similar to one which would have existed had the harassment
complaint not occurred;

— is entitled to be free of judgment stigma, have an untainted career path and promotional
opportunities and be given the respect, status, responsibilities and trust as if the allegation was not
made, unless the complaint has been found to be malicious;

— is entitled to invite a person of his/her choice to accompany him/her as an observer throughout the
process; and

— will be provided with all information pertaining to the complaint.

v. A person against whom a complaint has been filed:

— will receive fair treatment in an environment free of discrimination during the investigation;

— will be informed of the complaint in writing and provided with any written documentation;

— has the right to respond to the complaint and to bring forward witnesses to support their-position;

— is obligated to cooperate with the investigation:

— is entitled to a workplace situation similar to one which would have existed had the harassment
complaint not occurred, be free of judgment stigma, have an untainted career path and promotional
opportunity and given the respect, status, responsibilities and trust as if the allegation was not made
should the complaint be unsubstantiated; and

— is entitled to invite a person of his/her choice to accompany him/her as an observer throughout the
process.

c. Confidentiality

The Executive Director and other management staff shall maintain and explain confidentiality throughout the
investigation.

The Nations will not disclose the name of a complainant or an alleged harasser or the circumstances related
to the complaint to any person except where disclosure is necessary for the purpose of investigating the
complaint or taking corrective action with respect to the complaint or as required by law.

All information relating to verbal and written complaints shall be kept strictly confidential.

d. Appeal

Either party has the right of appeal subject to the appeal process.

e. Post Process Follow Up

Upon completion and action taken by management, the situation will be reviewed and monitored to ensure
harassment has ceased. Continued support will be offered if requested.
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Notwithstanding the above, information relating to the investigation may be subject to subpoena for court of
law or arbitral proceedings.

f. Discipline

Any employee found guilty of harassment in the formal investigation will be subject to disciplinary action up to
and including termination.

Retaliation against any individual for reporting harassment or providing information will not be tolerated.
Disciplinary action will not be taken against an employee who files a bona fide complaint. However,
complaints made without fact or maliciously will result in disciplinary action up to and including termination
against the complainant and will be documented in the file related to harassment.

Any person who violates the harassment policy shall be in breach of the Code of Ethics and is subject to
disciplinary action.

g. Steps for an employee to deal with harassment

1. An employee who considers that he/she has been subjected to harassment should, where possible,
immediately make his or her disapproval clearly known to the individual(s) and firmly tell
him/her/them to stop. Specify the actions that are offensive. Let the individual know the behavior is
unwelcome.

2. If the employee feels uncomfortable in dealing with the offender but feels the problem may be
resolved informally and discreetly, then the employee should ask the Manager, or anyone else in a
position of authority that she/he feels comfortable with, to accompany him or her to discuss the
situation with the alleged harasser.

3. Employees should keep a record of all events throughout the process (include who, where, location,
when - dates and times, how what was done or said, and witnesses).

Speak to Manager

A person who believes he/she has grounds for a complaint of harassment may seek the confidential advice of
the immediate supervisor or the Executive Director. The supervisor or the Executive Director will assist all
parties involved in allegations of harassment in determining the basis, if any, for a complaint under this policy,
and by explaining the options available throughout this policy.

The Executive Director shall facilitate and monitor the processing of each complaint. They shall advise all the
parties of support services, and ensure that they are aware of their rights, including their right to have a
friend and/or advocate with them through all stages of these procedures.

Following consultation with the Executive Director, the complainant has the following options:

— To proceed to the informal process;

— To proceed to the formal process;

— To take no-further-action under these procedures.

An employee has the right to pursue any other course of action available at law. However, all employees are
encouraged to follow the Harassment Policy for addressing harassment complaints before pursing any other
course of action available.

h. Resolution Process

White Bear First Nations Human Resources Policy Page 21



Informal

a. Upon notification of the complaint, the Executive Director shall take forward or attempt to
resolve the complaint through any means they deem appropriate in the particular
circumstances of the complaint, including interviewing the parties, counseling or mediation.

b. The Executive Director shall have 14 calendar days within which to resolve the complaint.

c. Mediation may be used at any time during the complaint process. Both parties are brought
together in order to reach a mutually acceptable resolution. A trained and impartial mediator
will be assigned to facilitate the process.

d. Both parties may also choose to participate in mutually agreed upon process. Parties may
request to have an Elder assist in this process.

e. If either the respondent or complainant does not wish to proceed through the informal process,
or if the Managers fail to satisfactorily resolve the complaint, the Executive Director shall direct
the parties to the formal process.

f. The Manager shall provide a written report to the complaint.

Formal

a. A submission of a formal written complaint should be submitted to the Executive Director.
Documentation should be factual, precise and free from opinion or conjecture.

b. The Executive Director will ensure that the respondent has been given a complete copy of the
complaint.

c. Within ten (10) calendar days of receipt of the written complaint, the Executive Director shall
schedule a meeting with the respondent and an observer to discuss the incident.

d. The resolution process may be attempted at this stage. If resolution is still not possible, within
fourteen (14) calendar days, the Executive Director shall conduct a professional and formal
investigation.

e. The investigation will include meeting with the person or persons indicated to have been
involved in or witnessed the alleged harassment, and a confidential meeting may be held with
other employees who may have been subjected to similar behavior, or who may provide
information about the work environment.

f. Prior to concluding the investigation and preparing a final report, the Executive Director shall
provide the evidence and tentative findings to the respondent and the complainant. In the
event of multiple respondents only the details of the evidence and tentative findings pertaining
to an individual respondent will be provided to that respondent. The complainant and
respondent(s) then have five working days to determine if the investigation is complete and to
respond. If the responses call for further investigation, it should be completed within ten
additional working days.

g. Whether the harassment complaint is substantiated or not, the Executive Director will inform
the complainant and respondent by a personal meeting and in writing that the harassment
case has been investigated and concluded.
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h. All information will be kept on a separate file until completion of the investigation. If the
investigation reveals a valid complaint, the compiled information will be placed in the
appropriate personnel files. Either party may have access to the information upon written
request to the Executive Director. They may view their personnel file in the presence at a time
mutually agreed to or, if requested, be provided with a copy of the file.

i. The Executive Director shall prepare a written report with a decision, which will be delivered to
both parties, and a copy submitted to the Executive Council within thirty (30) calendar days of
the receipt of the written complaint.

5.7 Lateral Violence

This policy addresses the situation of lateral violence in the workplace, employment related functions or
during work related travel. Lateral violence comes in many forms and is totally unacceptable in the
workplace or anywhere else. The purpose of this policy is to prevent incidents of lateral violence and if they
do occur, to make sure that they are reported and addressed in a timely manner. Incident reports are
available.

The following are behavioural signs of lateral violence that will not be tolerated in the workplace.

— Gossip, rumour mongering, ignoring or excluding co-workers

— Withholding information vital to complete tasks

— Sarcasm, bickering, blaming, yelling or using profanity

— Making snide comments or remarks

— Making jokes that are offensive, whether by email, verbally or text message;

— Refusing to work with a co-employee

— Complaining to peers and not confronting the individual

— Purposely unavailable to meet with staff or handing out tasks that can’t be met.

— Insubordination towards supervisors or managers by email, verbally or text message;

— And ganging up on co-employees.

If you are confronted with any of the above situations it is your responsibility to submit an incident report to
your supervisor or manager for review, If your direct supervisor or manager is involved in the situation it is
your responsibility to submit an incident report to the Executive Director for review and to address the
situation.
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6 ATTENDANCE AT WORK

6.1 Attendance Expectations

The effective and efficient functioning of the Nations and its related business entities requires employees to
be in attendance and punctual. It is an essential responsibility that each employee report to work as
scheduled, be on time and remain at work for the scheduled time in order to meet job expectations.
Unscheduled absences, late arrivals or early departures from expected hours are disruptive and place
additional stress and increased workload on other employees.

Unless there is a legitimate reason for an absence and the employee’s supervisor has been notified in
advance, employees are required to attend to work in order to meet the expectations of their position.

Employee absences are permitted when scheduled ahead of time, and with supervisor awareness and
permission. In situations of funerals, employees are permitted to be absent from work if attending a
Celebration of Life and are required to notify their manager of their absence. If not attending the Celebration
of Life, employees are expected to report to work.

6.2 Hours of Work

Employees are expected to maintain a work schedule that is appropriate for their position and
responsibilities.

Standard hours of work are work 7.5 hours a day, Monday to Friday 8:00 a.m. to 4:00 p.m. Employees are
provided one 30-minute paid lunch break, one 15-minute coffee break in the morning, and one 15-minute
coffee break in the afternoon.

Working through a break does not entitle an employee to overtime.

Employees are required to request time off two weeks in advance of the requested day off to ensure
adequate resources are in place each workday. See Request for Time Off Form.

To meet the operational needs of various programs or business entities employees may be required to work
different hours and days than those indicated above. Hours and days of work expected will be based on the
position responsibility and outlined within the employment offer and the job description.

Salaried employees and those classified as management are not entitled to overtime as their salary is
intended to be inclusive of all the hours worked.

6.3 Overtime

Non-management staff qualify for overtime pay at 1 .5 times the regular rate of pay. Time worked is not
considered “overtime” until it exceeds 40 hours in a workweek. For example, in a 37.5 hour work week, the
2.5 hours before 40 hours will be paid at the regular rate of pay. Hours worked over 40 in a given week will
be paid at the overtime rate of 1 .5 times the regular rate of pay.

Management level employees do not qualify for overtime pay.

Working more than 37.5 hours per week must be pre-authorized by the Executive Director. Verbal
authorization may be given in emergency situations but must be followed up with written approval.
Unauthorized overtime worked may not qualify for remuneration.
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Overtime will be compensated as time off in lieu and if possible, will be taken within thirty (30) days of
overtime accumulation and approval by the Executive Director. Exceptions can be made in circumstances
where workloads prohibit the ability to take time off in lieu within 30 days.

Requests for time off taken in lieu of overtime must be pre-approved by the supervisor, manager or Executive
Director. See Request for Leave Form.

6.4 Inclement Weather

Given the reasonable predictability of severe weather employees are expected to take steps to be prepared
in advance. Each employee is expected to make every reasonable effort to get to work, while maintaining
regard for personal safety. In winter, this may mean allowing extra time to clear snow in the morning and in
anticipation of slow traffic.

The office shall remain open, if possible, during adverse weather conditions. Employees are expected to
make all practical efforts to report for work or be available during normal office hours.

If weather conditions worsen as the day progresses, the Executive Director may at his or her discretion, close
operations and send employee’s home. Those employees sent home will not suffer any loss in pay. Full-time
employees will be paid, and permanent part-time employees scheduled to work will be paid for the hours they
were scheduled to work. Employees not working on that day (i.e., on vacation, sick leave or other leave) are
not entitled to any additional compensation.

In appropriate circumstances, an employee may bring enough work home to enable that employee to work
from home when there is a storm. If an employee is working from home, they must monitor their voicemail or
email throughout the day and return calls.

In the event an employee cannot report for work, they shall inform the administration office as soon as
possible. Each employee must notify their immediate supervisor of any absence or expected lateness as
soon as possible. When the office remains open during adverse weather conditions, employees not at work
may be required to take a vacation day, at the discretion of management.

6.5 Power Outages

Power outages may occur in the workplace from time to time which are unplanned. When there is a power
outage, employees are to remain at work until such time that the Executive Director provide information on
whether or not the offices will close for the day or will close for a certain period of time until power is restored.
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7 RECRUITMENT, HIRING AND PROMOTION
PRACTICES

7.1 General Philosophy and Overarching Process

White Bear First Nations will select individuals for employment, promotion, or transfers with the most suitable
qualifications based on position requirements. Preference will be given to recruiting and promoting existing
employees and White Bear First Nations members based on the required qualifications and sktlls of the
position. If qualified internal candidates or White Bear members are not available, external and non-
Indigenous candidates will be considered.

The general recruitment process includes:

— Confirmation of position requirements

— Identification of selection criteria

— Targeted candidate search and advertising strategy

— Objective evaluation of candidates

— Candidate short list

— Development of job specific interview guide

— Conducting interviews with short listed candidates

— Reference checking and background/security screening (can be limited to top candidate(s) only)

— Candidate selection and offer

7.2 Vacant Positions / New Positions

When a position becomes vacant or a new position is created, the job description will be reviewed to ensure
it still meets the needs of the Nations. Once confirmed, a job advertisement summarizing the duties and
responsibilities of the position, and the minimum level of education, experience, skills and knowledge will be
posted for a minimum or 10 days. While preference will be given to internal candidates (as per Section 7.1
and assuming the minimum qualifications are met), to improve the efficiency of the recruitment process,
positions will be advertised internally and externally simultaneously.

Positions advertisements may be posted internally and publicly through one or more of the following media
(not exhaustive):

— The Nations’ Internal Bulletin Board(s) across all entities

— Electronically via applicable websites and job boards

— Local or provincial newspapers

— Applicable industry and professional associations
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7.3 Acting Roles

While the search and selection of a permanent candidate is underway, the Executive Director may appoint an
employee in an “acting” capacity as an interim measure to ensure ongoing operations while a permanent
replacement is sought. The individual appointed to an acting role must be deemed to have the ability to
perform the duties of the position according to the position description. While in the acting capacity, the
individual will be compensated at the regular rate pay of the former incumbent. Once the position has been
filled the individual in the acting role will resume their previous role at his or her previous rate of pay.

7.4 Application for Employment

Applications for positions should be made writing, or electronically via email, website job boards, etc.
Candidates are expected to provide the appropriate and detailed information to enable the objective review
of qualifications such as detailed resume and qualifications. A cover letter, detailed resume and any other
relevant information applicable to the position. Based on the job requirements, the job posting may request
further information be provided by candidates.

Information provided by job candidates through the recruitment process will be regarded confidential. For
successful candidates, their information will become part of the individual’s employee file.

Applications and other information submitted by unsuccessful applicants may be placed on file for a period of
six (6) months and will be treated as confidential information. After the six-month period, information
gathered from job applicants will be permanently destroyed.

7.5 Candidate Recruitment and Selection

In order to remove any real or perceived nepotism from the selection process, no mother, father, sister,
brother, wife, husband, common-law spouse, son, daughter, grandmother, or grandfather of the applicant
shall participate in the screening and interviewing process.

In order to remove any real or perceived political influence from the selection process, Council members shall
abstain from participating in the candidate identification and selection process.

The exception to this policy is for the recruitment of the Executive Director as the Executive Director reports
to Executive Council.

For each job vacancy the Executive Director in consultation with the appropriate Manager/Director will
establish an Interview Committee who shall be responsible to:

— Review the position description and make any necessary edits

— Draft and approve the job advertisement and the advertising strategy (where positions will be posted)

— Screen all applications to identify the “short list” of candidates have met the minimum qualifications
or other requirements for the position as advertised

— Screen out applicants who do not pass the initial level of screening;

— Review interview guide and make any edits to ensure the guide reflects the position requirements

— Schedule and conduct interviews. Request references.

— Check references for finalist candidate(s)
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— Make job offer to finalize candidate pending credential verification and/or criminal record check and
vulnerable sector check if required for the position

— Conduct security and credential checks of successful candidate

— Confirm offer of employment

7.6 Notification of Applicants

Only those applicants selected for an interview will be contacted. Interviews will be conducted at a day and
time mutually agreed to by the Selection Committee and the candidate(s).

7.7 Interview Costs

All applicants are expected to pay their own costs associated with the application and interview process.

7.8 Cancellation of Job Postings

White Bear First Nations reserves the right to cancel employment vacancies or make modifications to any
criteria associated with the selection process at any time prior to the final selection of the successful
candidate.

7.9 Hiring of Relatives — Nepotism

White Bear First Nations shall hire on the basis of merit and at all times due diligence shall be exercised to
ensure that nepotism shall not be a factor in selection decisions.

Nepotism is defined as ‘the display of favoritism in official transactions on the basis of family relationships”.
Every effort will be made to eliminate personal and political bias in the selection and/or management of
employees. Because many of the Nations members and employees are related to one another, an anti-
nepotism policy is not practical and cannot exclude all family members from dealing with one another.

However, care must be taken to ensure that the following categories of relatives are not directly involved in
the selection process or in a direct supervisory capacity: mother, father, sister, brother, wife, husband,
common-law spouse, son, daughter, grandmother or grandfather.

In cases (i.e.: custom adoptions, natural vs adoptive relatives) where it may be unclear whether or not the
above categories apply, the Executive Council shall be requested to make a ruling and their decision shall be
final.

Whenever possible a person should not be hired, promoted, demoted or transferred to a job that requires
him/her to be supervised directly by any immediate member of the family/relative. If such a situation is entirely
unavoidable, the duty of supervision for that employee will be re-assigned.

7.10 Refusal by Candidate

In the event that the candidate selected for the position either refuses the offer, or the parties are unable to
reach agreement on terms of employment, the Nations reserve the right to exercise the option of:

— repeating the recruitment process, or

— cancelling the vacancy, or
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— selecting an alternate applicant from the remaining applications.

7.11 Direct Appointment for Individuals in an Interim or Acting Role

If a vacant position has had an individual in the position on an interim or acting capacity, that individual may
be appointed directly to the position with an official offer. The individual is required to have been performing
the duties of the position at a satisfactory level of performance.

7.12 Hiring Former Employees

In some situations, former employees are eligible to be re-employed by White Bear First Nations. Caution will
be exercised when considering the hiring of an employee who resigned, or who received a severance
package upon their exit.

Former employees who were terminated for just cause will not be eligible for re-employment with the Nations’
or its business entities.

7.13 Offer of Employment

Upon the decision to hire an individual, the successful candidate should be verbally offered the position. The
verbal offer should confirm the position, the start date and the salary. The verbal offer should be immediately
followed up with a formal letter. The applicant will be given three (3) working days to agree to the offer of
employment. The offer will form the individual’s contract of employment and will include the following:

- Salary

— Applicable deductions

— Summary of applicable health and dental benefits

— Probationary period

— Start date and location

— If a term appointment, commencement date and termination date

— A brief summary of the position including the title

— Confirmation that the offer is subject to a credential and security check

White Bear First Nations Human Resources Policy Page 29



8 COMPENSATION AND BENEFITS

8.1 Pay Philosophy

White Bear First Nations values the efforts of its employees and in return, endeavours to pay its employees at
a fair and competitive rate.

The Nations are committed to providing and maintaining effcient and equitable payroll administration
practices for employees while complying with regulated payroll practices.

8.2 Salary Structure and Scale Maintenance

WBFNs values the efforts of our employees and in return, WBFNs commits to paying its employees fair and
competitive compensation.

A salary scale will be maintained by White Bear First Nations and adopted by Executive Council. White Bear
First Nations will review the salary scale every 2 to 4 years to ensure it aligns with the program requirements,
funding arrangements, and competitiveness of the labour market.

8.3 Pay Administration

All employees are paid on a regular basis either bi-weekly or weekly. The frequency is determined at the
program level. Employees will be advised of their pay schedule during their orientation to WBFNs.
Employees are paid via manual cheque.

Salary advances will only be considered in extenuating circumstances. Employees may only petition of the
Executive Director for an advance on salary earned to the date in cases of fire to their home, death in the

family or child medical emergencies.

a. Payroll Deductions

White Bear First Nations is obligated to withhold any applicable source deductions as required by law.
Applicable deductions may include, but are not limited to, provincial and federal Income Tax (for non-exempt
staff), Canada Pension Plan, Employment Insurance.

b. Pay Errors

In the event that an employee notes an error in the amount of pay, they should immediately contact their
supervisor. In cases where an employee has been overpaid for any reason, it is the responsibility of the
employee to promptly notify their immediate supervisor to arrange repayment.

c. Temporary Assignment of Duties

An employee who is temporarily assigned to a position with a higher level of responsibility than the
employee’s “home” position for a continuous period often or more working days shall be paid higher rate of
pay that applies to the acting role while performing those duties. Once the employee returns to their usual
duties, their pay shall revert to that rate of pay.

d. Annual Review of Salaries
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WBFNs Managers and Human Resources will review all salaried positions as program funding is known and
recommend budgeted salary increases, if any, for the next fiscal year. All budgets are approved by Executive
Council.

Actual increases to salary will be based upon available budgeted funds and satisfactory individual
performance.

8.4 Matching Pension Plan

Full time WBFNs employees will participate in a matching pension plan which is designed to provide the
employee with an income upon retirement. Employees contribute a certain amount of their annual gross
salary on a monthly basis and WBFNs matches the employee’s contribution. Employee contributions are as
follows:

Status Employees 4%, 6% or 8% of their annual gross salary

Non-Status Employees 5.5% of their annual gross salary

8.5 Health and Weflness Benefits

a. Group Insurance Eligibility

Eligible employees are able to participate in the group health and wellness insurance provided through
Canada Life. Eligible employees are full-time employees working a minimum of 30 hours per week. The
insurance package includes coverage as follows: life insurance, accidental death and dismemberment,
dependent life, short term disability, long term disability, extended health care, vision care, and dental care.
Plan details are covered in detail within the employee benefits booklet given to employees during their
orientation to WBFNs.

In cases when the employee has been terminated the employer will discontinue payment of the health and
dental premiums effective from the date of termination.

8.6 Expense Reimbursement

Employees are entitled to be advanced or reimbursed for reasonable out of pocket expenses incurred in the
performance of their duties. Travel expenses shall be reimbursed in amounts as set out in the Financial
Administrative Law (FAL) approved by the Executive Council.

On occasion, an employee may be entrusted with funds and the responsibility of making purchases on behalf
of the Nations. In such cases, the employee is required to provide back-up documentation including detailed
receipts (acceptable for audit purposes) for the entire amount of the funds that were entrusted to their care.

Failure to provide detailed and acceptable back-up documentation may result in disciplinary action up to and
including dismissal for cause.
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9 TIME OFF

9.1 Annual Vacation Leave

White Bear First Nations encourages its employees to take periodic vacations to rest and enjoy time away
from normal job responsibilities.

Annual vacation leave will be calculated based upon (1) one calendar year commencing on January 1St of
each year. It is preferred that employees complete 12 consecutive months of employment prior to taking
annual leave, however the policy does allow for vacation leave to be taken as it is accrued.

Vacation leave accrual will be pro-rated for employees hired throughout the year from the hire date to
December 31. On the following January 1, the employee’s vacation accrual will continue based on the
calendar year. Part time and temporary employees will have vacation pay paid out at each pay period.

Vacation time is accrued based on continuous, unbroken employment. Vacation will not accrue during
maternity or other leaves of absence.

Annual vacation leave is accrued as follows:

Years of Contlnuous*
Monthly Annual

Service

0 — 4 1.25 days/month 15 days

5 — 9 1.65 days! month 20 days

10 + 2.08 days! month 25 days

9.2 Scheduling Annual Vacation Leave

Vacation requests must be requested at least 72 hours in advance. The supervisor will make reasonable
efforts to permit the employee to take vacation leave as requested, however this is not guaranteed. The
approval of vacation leave requests will be dependent on staffing levels and operational needs.

9.3 Vacation Carry-Over

A limit of five (5) days carry over may occur per fiscal year. All employees are expected to use their
accumulated annual leave. Payment in lieu of vacation pay will not be granted.

While covering for a co-worker on vacation employees are not eligible for additional remuneration or a higher
rate of pay during the co-worker’s absence. Should the employee be required to work overtime to complete
the duties of absent employee, normal overtime rates will apply. As per the overtime policy, prior approval is
required by the supervisor or manager for overtime eligibility.
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9.4 Public and Statutory Holidays

White Bear First Nations recognizes public and statutory holidays as identified by the Federation of Sovereign
Indigenous Nations holiday calendar. These days include:

Holiday Date

New Year’s Day January 1

Family Day 3rd Monday in February

Nomination Day j TBA

Good Friday Varies March orApril

Easter Monday Varies March or April

Victoria Day Monday preceding May 25

Treaty Day TBA

Election Day TBA

National Indigenous Peoples Day June 21

Canada Day July 1

Civic Holiday 1’ Monday in August

Labour Day V’ Monday in September

National Day for Truth and
.. September 30 (2022)Reconciliation

Thanksgiving Day 2 Monday in October

Remembrance Day November 1 1

First Nations Unity Day November 12
‘—_________________

Christmas Day December 25

Boxing Day December 26

At the discretion of Executive Council, there may be additional holidays designated throughout the year.

When the holiday falls on a weekend, the following Monday or the previous Friday shall be designated as a
holiday at the discretion of Council.
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An employee who is required to work on a designated public or statutory holiday, will be paid a rate of pay at
1 .5 times his or her regular rate of pay for the hours worked.

The Nations are obligated by labour legislation to ensure that all employees are treated equally with regard to
Statutory Holidays. Based on operational needs it may be necessary for different departments, programs or
business entities to operate on different schedules.

Employees are expected and required to work in accordance with the operational schedule of its work unit.
For this reason, the closure of one department, program or business entity does not necessarily translate into
a general holiday for all employees. When operational requirements allow, attempts will be made to maintain
fairness for all employees with respect to holidays.

9.5 Maternity I Parental Leave

White Bear First Nations employees are entitled to maternity leave without pay of up to seventeen (17)
weeks. Maternity leave can be taken any time during the period that begins thirteen (13) weeks before the
expected date of delivery and ends seventeen (1 7) weeks after the actual delivery date.

An employee is eligible to take both maternity and parental leave but can only take one continuous block of
time for each leave. The total duration of maternity and parental leaves combined for one employee can be
combined up to a maximum of 78 weeks.

If both parents are employed by White Bear First Nations, they may split the parental leave entitlement of 71
weeks between them but the 63-week parental leave limitation for one employee still applies.

Natural or adoptive parents who assume actual care of a newborn or newly adopted child is entitled to
parental leave of up to sixty-three (63) weeks.

Parental leave may be taken any time during the 78 weeks starting the day the child is born or the day the
child comes into the employees care.

9.6 Maternity/Parental Leave Requests

All leave requests are to be forwarded to the immediate supervisor or manager as follows:

a. The employee must give written notice, including the intended length of leave, at least four (4) weeks
before beginning either maternity or parental leave.

b. The employee may return to work earlier than originally intended upon approval of the immediate
supervisor or manager in consultation with the Executive Director.

c. For maternity leave, the employee must provide a certificate from a qualified medical practitioner
confirming that the employee is pregnant and must further provide a medical certificate as evidence of
medical fitness upon return to work.

d. Upon return from maternity or parental leave, an employee will be reinstated in their former position, or
be given a comparable position in the same location and with the same wages, benefits, and seniority as
received when the leave began.

e. No employee shall be dismissed, laid-off, suspended, demoted, or disciplined due to pregnancy or
because the employee takes maternity or parental leave.
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f. An employee may elect to apply unexpected sick leave and/or earned annual leave credits during
maternity or parental leave for the purpose of receiving pay. This option shall not extend the limitation on
maximum lengths of leave entitlement.

g. Upon their written request, employees on leave are entitled to be informed of any employment,
promotion, or training opportunities for which they are qualified.

h. For the purposes of accumulated seniority, employment upon return from leave is considered
continuous with employment before the leave.

Continuation of Health and Weliness Benefits:

a. Provided an employee pays any premiums they would normally have paid, then pension; health and
disability benefits shall continue to accumulate during leave.

b. If the employee pays their share of the contributions, the employer must also pay at least the same
share of contributions as if the employee were not on leave. The employer must pay at least the same
share of contributions as if the employee were not on leave, unless the employee chooses not to pay
their contributions.

c. If the employee does not pay any contributions during the leave, then the benefits shall be considered
lapsed for the period of the leave.

9.7 Parental/Adoption & Marriage Leave

Provided prior approval is obtained from the immediate supervisor or manager, in consultation with the
Executive Director, an employee shall be given a maximum of three (3) working days with pay for the
purposes of:

— in case of a natural father, being present at the birth of his child, or

— in the case of one of both adoptive parents, facilitating adoption proceedings, or

— in the case of a prospective bride and/or groom, getting married.

9.8 Leaves of Absence Without Pay

Unless otherwise specified, the following guidelines apply to all leave requests:

a. All requests for a leave of absence shall be made in writing and directed to the immediate supervisor or
manager and will be forwarded to the Executive Director. The Executive Director reserves the right to
accept, deny or grant modified or conditional acceptance to any or all applications for leave of absence
without pay. See Leave of Absence Request Form.

b. Each leave of absence request will be considered on its own merits.

c. All approved leaves will be for a specified period of time and any unapproved extension of time may be
considered abandonment of position and just cause for termination.

d. Other leave entitlements shall not be used for extending annual vacation leave unless prior approval is
granted by the Executive Director.
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9.9 Sick Leave

White Bear First Nations endeavours to provide a safe and healthy workplace. The Nations provide paid sick
leave during a period of illness or injury that prevents employees from attending work for short periods of
time.

Employees will be entitled to accumulated sick days at the rate of 1.5 days per month. Sick leave credits
must be accumulated before an employee is eligible for paid sick time. Employees are encouraged to book
personal appointments medical, dental appointments on their days off or vacation. However, they are
permitted to utilize sick leave for medical, dental, and optical examinations, or to visit traditional healers. The
Executive Director’s office will maintain a record of accumulated sick leave for each employee.

Accumulated sick leave is meant to provide employees with insurance” up to 18 days a year to a maximum
of 36 days. Unused sick leave will not be paid out as compensation when an employee leaves the
employment of the Nations.

On any workday that an employee is unable to report for work due to illness, the employee shall notify the
Executive Director, or their direct supervisor or manager no later than one-half hour (30 minutes) before they
were to report for work.

A doctor’s note will be required for absences of three consecutive days or more, however, the Nations
reserve the right to request a doctor’s note following any day absent. The doctor’s note must be presented
upon return to work verifying past or continuing inability to work due to illness. The Nations reserve the right
to request a doctor’s note following any sick day absence.

Any employee who fails to meet the above requirements respecting sick leave will be considered to be
absent without leave and subject to discipline. Any suspected misuse of sick leave will be investigated
thoroughly, and any misuse of sick leave will result in discipline.

If the medical certificate indicates or recommends an absence lasting longer than (5) or more days
consecutive days, the employee shall immediately apply for disability insurance in accordance with the
disability insurance plan of White Bear First Nations.

Upon satisfactory proof that all steps were taken by the employee with regard to an application for disability
benefits, the Nations shall be obligated to pay the regular salary of the employee only for the time during the
mandatory waiting period as imposed by the Insuring Agent.

Employees who have been absent from work because of illness or injury will be required to provide a medical
certificate specifically stating that the employee is capable of performing their normal duties or assignments.
Additional documentation may be required by the benefits insurance provider for extended health benefits
coverage.

If an employee is eligible for group insurance, when an employee is ill for more than 5 consecutive days, the
employee will be eligible to request access to the short-term disability plan through the insurance provider.
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9.10 Return to Work After tnjury or Illness

White Bear First Nations is committed to working collaboratively with employees when it is safe to return to
work. Early and safe return to work after injury or illness benefits both the employee and the organization. It
supports operations, minimizes the social impact of being unable to work, and reduces related benefits costs.

While away on medical leave, employees must maintain communication with their immediate supervisor or
manager to provide periodic updates on their return-to-work status. The Nations will make every effort to
make suitable accommodations to support employee return to work.

Employees must respond and provide medical documentation when requested and make all reasonable
attempts to fully participate in the return-to-work process. Employees may not refuse a reasonable
accommodation coordinated by the Nation, which aligns with the medical restrictions. Employees are
encouraged to participate in treatment or rehabilitation; however, every effort should be made to schedule
appointments outside of regular work hours. When clarification is required regrading abilities, limitations or
prognosis for return to work, a referral for a medical evaluation or functional abilities will be conducted
through external service provider.

Where an employee refuses to cooperate or provide medical documentation as requested, the employee
may face discipline, up to and including termination.

9.11 Bereavement Leave

All leave requests are to be forwarded to the immediate supervisor or manager in consultation with the
Executive Director’s Office.

Employees may be eligible for up to five (5) working days paid leave and five (5) working days unpaid leave
due to a death in the immediate family commencing on the day after the death occurred.

Upon written request of the employee, the employee may receive an additional two (2) days bereavement
leave without pay for travel purposes.

The employee is responsible to ensure that the immediate supervisor or manager is informed of the need for
bereavement as soon as possible.

Management may use its discretion to consider custom, traditional, family relationships in determining if an
employee is entitled to bereavement leave.

White Bear First Nations Member employees who are not immediate family members may be entitled to one-
half day off to attend church services and interment ceremonies when funerals are held for Band Members.

9.12 Compassionate Care Leave

White Bear First Nations shall grant an unpaid compassionate leave of absence for up to twenty-eight (28)
weeks to provide care or support to an immediate family member of the employee. A qualified medical
practitioner is required to issue a certificate stating that the immediate family member has a serious medical
condition with a significant risk of death within 26 weeks from the day the certificate is issued or the day the
leave commenced.

For the purposes of compassionate care leave, immediate family shall be defined as: spouse, common law
spouse, mother, father, sister, brother, son, daughter, mother in-law, father in-law, brother in-law, sister in

White Bear First Nations Human Resources Policy Page 37



law, niece, nephew, god-child, step-mother, step-father, parent surrogate, son in-law, daughter in-Jaw,
grandchild, grandparent, uncle, aunt, first cousin or foster child.

Management may use its discretion to consider custom, traditional, family relationships in determining if an
employee is entitled to compassionate care leave.

9.13 Critical Illness Leave (Family Related)

Every White Bear First Nations employee who is a family member of a critically ill child is entitled to an unpaid
leave of absence for up to thirty-seven (37) weeks to provide care or support to that child if a qualified
medical practitioner issues a certificate stating that the child is a critically ill child and requires the care or
support of one or more of their family members and has set out the period during which the child requires
that care or support.

Every White Bear First Nations employee who is a family member of a critically ill adult is entitled to an unpaid
leave of absence for up to seventeen (17) weeks to provide care or support to that adult if a qualified medical
practitioner issues a certificate stating that the adult is a critically ill adult and requires the care or support of
one or more of their family members and has set out the period during which the adult requires that care or
support.

Any such leave related to critical illness will be provided in accordance with applicable legislative
requirements.

9.14 Personal Leave/Family Leave

All employees are entitled to personal leave of up to five (5) days for the following situations: treating their
illness or injury; carrying out responsibilities related to the health or care of any of their family members;
carrying out responsibilities related to the education of any of their family members who are under 18 years of
age; addressing any urgent matter concerning themselves or their family members; attending their
citizenship ceremony under the Citizenship Act; and any other reason prescribed by regulation.

If an employee has three (3) consecutive months of continuous employment with White Bear First Nations,
the first three (3) days are paid and the remaining two (2) days are without pay.

Employees who have completed less than three (3) months of employment are entitled to five (5) days of
leave without pay. Any such leave will be provided in accordance with applicable legislative requirements.

9.15 Leave Related to Death or Disappearance

Employees are entitled to an unpaid leave of absence from employment of up to 104 weeks if the employee
is the parent of a child who has died and It is probable, considering the circumstances, that the child died as
a result of a crime.

Employees are entitled to an unpaid leave of absence from employment of up to 52 weeks if the employee is
the parent of a child who has disappeared and it is probable, considering the circumstances, that the child
disappeared as a result of a crime.

9.16 Leave for Victims of Family Violence

White Bear First Nations employees are entitled to up to ten (10) days of leave per calendar year if they are:
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— victim of family violence, or

— the parent of a child who is a victim of family violence

This leave allows victims of family violence to take time off to engage in activities, such as:

— to seek medical attention for themselves or their child in respect of a physical or psychological injury
of disability

— to obtain services from an organization which provides services to victims of family violence

— to obtain psychological or other professional counselling

— to relocate temporarily or permanently

— to seek legal or law enforcement assistance or to prepare for or participate in any civil or criminal
legal proceeding, or

— to take any measure prescribed by regulation

Employees can take this leave in more than one (1) period.

If an employee has three consecutive months of continuous employment with White Bear First Nations, the
first five days are paid leave and the remaining five days are without pay. Employees with less than three
months of employment are entitled to 10 days leave without pay.

Written notice of the intention and the duration of their leave must be provided to the Executive Director’s
office and the immediate supervisor or manager as soon as possible prior to the commencement of the
requested leave. Similarly, if there is a change in the duration of the leave, the employee must notify the
Nations in writing. Employee may be required to provide supporting documentation concerning the reasons
for the leave.

9.17 Traditional Indigenous Practices Leave

After three consecutive months of employment with WBFNs, Indigenous employees and are entitled to an
unpaid leave of absence from employment of up to five days in every calendar year to enable the employee
to engage in traditional Indigenous practices including:

— Hunting

— Fishing

— Harvesting

— Any practice prescribed by regulation

9.18 Court Related Leave

Individuals required to serve on jury duty or witness duty will be provided with time off with pay. As time off
with pay is provided to the employee for jury or witness duty, the employee is prohibited from retaining any
related fees paid by the court. The Request for Leave form must be submitted as with any other requested
leaves.

In an instance where an employee appears in civil court either as a plaintiff or as a defendant, leave shall
either be without pay or charged against accumulated holiday credits, at the choice of the employee.
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9.19 Education Leave

WBFNs Council encourages full-time employees to seek formal academic education subject to the following
conditions:

— The employee has been continuously employed with White Bear First Nations for two or more
continuous years; and

— The immediate supervisor or manager in consultation with the Executive Director’s office
recommends that the employee take education leave; and

— The Education Leave cannot exceed a period of one (1) year; and a written agreement shall be
drafted with the start and end date, and any other conditions that are applicable.

9.20 Extension of Leave and Other Leave

WBFNs may grant exceptions in extenuating circumstances to extend leaves with pay, with partial pay or
without pay, for purposes other than those set out in this section up to whatever number of days that is
deemed to be appropriate to the situation.

Requests for extended leaves must be directed to the Executive Director, in consultation with the immediate
supervisor or manager, with final approval to be provided by the Executive Council.

9.21 Unexpained/ProIonged Leaves

Unexplained or unauthorized prolonged absences are subject to disciplinary action, up to and including
termination with cause.
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10 ACCEPTABLE USE OF WBFNS EQUIPMENT
AND ELECTRONICS

The purpose of this policy is to ensure that White Bear First Nations equipment and information are
adequately protected and that the information systems are maintained and safeguarded to support strategic
and operational requirements.

White Bear First Nations makes computing, network and other information and electronic resources available
to employees to support their ongoing work.

White Bear First Nations recognizes that all individuals, to whom access to the Nations information resources
has been extended, are bound by laws relating to copyright, obscenity, harassment, security and others
regarding electronic media.

The effectiveness, integrity and reliability of these resources depends largely upon individuals acting
responsibly, respecting the rules governing access and use of the resources, and respecting the rights of
others to access and use authorized equipment, networks and resources without interference.

This policy has been established in order to:

— Protect the investment of White Bear First Nations;

— Safeguard the information contained within these systems;

— Reduce professional and legal risk; and

— Protect the Nations’ name and reputation.

a. Definitions

— Access means gaining entry to an electronic network that White Bear First Nations has provided to
authorized individuals. Access may be from inside or outside the Nations premises and/or its
business entity premises.

— Authorized individuals include employees of White Bear First Nations as well as contractors and other
persons who have been authorized to access electronic networks.

— Electronic networks are groups of computers and computer systems that can communicate with
each other. These networks include, but are not limited to, the internet, internal networks and public
and private networks external to the Nations.

— Electronic mail is an electronically transmitted message or document - created or received on a
computer system at an email address.

— Internet is a worldwide network of computers and computer systems connected with each other.

— Services means the services to be provided by White Bear First Nations.

— White Bear First Nations Network means the hardware, software and firmware comprising the
Nations’ wide area network including without limitation all communication equipment, servers,
workstations, and software relating to the same.

b. This po’icy is applicable to:
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— All employees and others who have been granted the use of the Nations information resources;

— All information resources within the Nations whether individually controlled or shared, stand-alone or
networked; and

— All computer and communication facilities owned, leased, operated or contracted by the Nations
including personal computers, workstations, mainframes, minicomputers, and associated peripherals
and software whether used for conducting the work and activities of the Nations.

c. Roles and Responsibilities

The Executive Director is responsible for the documentation and implementation of this policy and to ensure
that controls are in place over the use of the Nations’ information technology resources.

Supervisors and managers are responsible to:

— Ensure staff have read and understand the policies and procedures regarding the use of the
Nations’ equipment and electronics, and

— Advise information services of staff additions or deletions for the accurate management of
security and access codes.

Individual employees are responsible to ensure that their use of the computer equipment and networks is
lawful, pertinent to their position and follows the policy guidelines.

10.1 Telephone and Mobile Communication Devices Use

Personal phone calls and texting during hours of work are to be kept to a minimum and are not to interfere
with the employee’s regular duties. Employees are expected limit their cell phone usage to their break, have
their phones set to vibrate or silent and limit the time spent surfing the internet, e-mailing and texting.

Where an employee is authorized by management to carry a cell phone for business purposes, the employee
is encouraged to use their personal cell phone and will be subsidized for usage as per policy. If a personal
cell is not available to the employee and it is deemed required, WBFN’s may approve and provide the
employee with a cell phone.

10.2 Tools, Equipment and Supplies

a. Ownership / Privacy:

I. All systems, programs and specification, and other materials and hardware owned by White Bear
First Nations shall continue to belong exclusively to White Bear First Nations.

ii. The Nations respect the personal privacy of its employees. However, because internet and email
tools are provided for work related purposes and are White Bear First Nations’ records, employee
rights of privacy in this context are limited. Employees should have no expectation that any
information transmitted over the Nations’ network or stored on the Nations’ computers is or will
remain private. These systems are owned and/or controlled by White Bear First Nations and are
accessible at all times for maintenance, upgrades, or any other business or legal purposes.

iii. The Nations reserve the right to monitor, inspect, copy, review and store at any time and without
prior notice any and all usage of the network internet, and email access and any and all materials,
files, information, software, communications, and other content transmitted, received, or stored in
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connection with this usage. All such information, content and files shall be and remain the property of
the Nations and employees should not have any expectation of privacy regarding these materials.

b. Protecting the Security of Equipment and Networks

Computer hardware, software, data and documentation is protected from misuse, theft, unauthorized access
and environmental hazards. It is the responsibility of each employee to ensure that the equipment assigned
to them is secure and that the integrity of the network is maintained. This includes taking measures to ensure
that the computer is not infected by viruses or that no unauthorized software and/or files are loaded onto the
equipment.

Employees are prohibited from making any software additions or deletions to equipment.

The Executive Director will ensure that any employee accessing a laptop computer signs an agreement
acknowledging liability for damage or loss due to negligence caused by the employee and return of
equipment.

10.3 Monitoring in the Workplace

On a random and ongoing basis, the Executive Director’s Office and WBFNs IT will perform operational
monitoring of internet and email to determine whether the networks are operating efficiently, to isolate and
resolve problems, and to assess compliance with policy.

The periodic checks of the network for specific operational purposes and also, special monitoring may be
permitted without notice in instances where it is reasonable to suspect unlawful or unacceptable activity.

The Executive Director’s Office, in consultation with Executive Council is responsible to ensure that all
violations of this policy are dealt with in a fair and direct manner to ensure the integrity of the computer
equipment and networks.

Violations of the policy and procedures may result in disciplinary action, up to and including termination,
depending on the type and severity of the violation.

10.4 Email, Computer, and Internet Use

Access to the network, internet and email shall be provided to all employees for work related activities.
Employees may access the internet for non-work related activities during non-working hours.

White Bear First Nations reserves the right to restrict or revoke the privileges of any user at any time.

Conduct that interferes with the normal and proper operation of White Bear First Nations information
systems, which adversely affects the ability of others to use these systems, or which is harmful or offensive to
others, is not permitted.

a. Internet

Access to the internet is provided to employees for the benefit of White Bear First Nations. Employees are
responsible for ensuring that their use of internet is related to their employment and to ensure that their use is
ethical and lawful.

Employees that access the internet must be cognizant that they are representing White Bear First Nations by
doing so.
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b. Software

All software loaded on White Bear First Nations’ equipment must be licensed. The loading of unauthorized
computer software is not permitted unless specifically authorized in writing. It is important to note that the
loading of unauthorized software may seriously jeopardize the integrity of the Nations’ system and therefore
must be taken seriously.

The Executive Director’s Office will conduct an annual audit of the Nations’ computer equipment and
software to ensure that the policies are followed and more importantly, that the security and integrity of the
system is not jeopardized.

c. Email

It is expected that all White Bear First Nations employees use their @whitebearfirstnations.ca email for all
work communications. The proper use of electronic mail is the responsibility of the user.

White Bear First Nations email system is for the purpose of conducting the Nations’ business. Employees are
discouraged from using the email system for personal use, however, are permitted to do so on occasional.
Personal use of email must not interfere with productivity and is permitted on the understanding that the
Nations reserve the right to review employees use of, and to inspect all materials created by or stored in
email.

The email system is the property of White Bear First Nations. Employees should have no reasonable
expectation of privacy in email transmitted, received and stored on and/or through White Bear First Nations’
system. An email is the property of White Bear First Nations and is not a private employee communication
(whether created or received).

d. Computer Viruses

Employees shall not knowingly introduce a computer virus into White Bear First Nations’ computers and/or
network.

The Nations will install and maintain appropriate antivirus software on all computers.

e. User Account

Each employee shall be given a user account which allows access to assigned computer equipment and
networks, including the internet and e-mail.

The creation, deletion or modification of user accounts is the sole responsibility of the Executive Director’s
Office and WBFNs IT.

f. Access Codes and Passwords

The confidentiality and integrity of data stored on computer equipment and networks must be protected by
access codes and passwords to ensure that only authorized employees have access.

Passwords are an important aspect of computer security. They are the front line of protection for user
accounts. All employees (including contractors and vendors with access to the Nations’ systems) are
responsible for all transactions made within his or her User ID and password, and for taking the appropriate
steps to select and secure their passwords. Access is be restricted to only those capabilities that are
appropriate to each employee’s job duties. Each employee shall be assigned a unique user identification and
password for access to computer systems and network.
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Each employee is responsible to ensure that all access codes/passwords to their user account are kept
confidential to ensure the integrity of computer equipment and networks.

The Executive Directors Office is responsible for administration of access codes and passwords for all White
Bear First Nations computer equipment and networks and for ensuring these listings are kept in a secure
place.

g. Password Management

Passwords must be created and managed in accordance with the following:

— All user-level network passwords must be changed every 90 days

— New passwords cannot be the same as the previous four passwords.

— Passwords must be at least eight characters in length. Longer is better. They must contain both
uppercase and lowercase characters (e.g., a-z and A-Z). Passwords must contain at least one
number (e.g., 0-9).

Accounts shall be locked after six failed login attempts within 30 minutes and shall remain locked for at least
30 minutes or until the System Administrator unlocks the account.

Passwords should not be shared with anyone and are to be treated as sensitive, confidential information.
Passwords should never be written down or stored online.

NEVER SHARE YOUR PASSWORD. If someone requests your password(s), please inform him or her that
you cannot provide that information per White Bear First Nations policy. If you suspect an account or
password has been compromised, report the incident immediately to the Executive Director and change all
related passwords.

h. Copyrights and License Agreements

It is the policy of White Bear First Nations to comply with all laws regarding intellectual property. Among uses
that are considered unacceptable and constitute a violation of this policy are downloading or transmitting
copyrighted materials without permission from the owner of the copyright in those materials. Even if materials
on the network or the internet are not marked with the copyright symbol, (©) you should assume that they
are protected under copyright laws unless there is explicit permission on the materials to use them.

White Bear First Nations and its employees are legally bound to comply with the Copyright Act and all
software license agreements. Noncompliance can expose the Nations and the responsible employee(s) to
civil and/or criminal penalties. -

This directive applies to all software that is owned by White Bear First Nations, licensed to the Nations, or
developed using the Nations’ resources (employees or vendors).

i. Saving Data and Preventing Data Loss

All employees are required to save their data on a designated drive. This will ensure that the data is
safely saved and stored.
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11 INTERNET, EMAIL AND SOCIAL MEDIA

a. Policy

White Bear First Nations Employees are encouraged to use the Internet to support the goals and objectives
of the nation, access to the Internet is a privilege and all employees must adhere to this policy.

The White Bear First Nations’ internet, email and social media will support its operational requirements, and
all communications (regardless of format) will be appropriate.

b. Purpose

This policy provides guidance to employees in their personal use of social media. Employees are reminded of
their responsibilities to White Bear First Nations’ values, which apply when using social media, either
professionally or personally.

c. Scope

This policy applies to the following: disclosure of information sent or received via the internet, email, Internet,
chats, newsgroups, Facebook, blogs, computer systems or files, fax, voice mail, cellular phones or cellular
texts, any electronic social media communication and any electronic communication devices.

This policy applies to anyone representing and communicating on behalf of White Bear First Nations in any
form, examples include, but not limited to; Internet, email, blogs, message boards, chat rooms, online
forums, social networking, desktop computers, laptops, and use of electronic communication equipment.
This policy applies during and after work hours.

d. Responsibilities

I. Executive Council is responsible for:

— Establishing and implementing documented procedures for social media and internet used by
the White Bear First Nations in its operations.

— Providing authorization around which individual can speak/write to any newsgroup or chat room,
if necessary.

ii. Chief Executive Officer of Nation Development is responsible for:

— Providing written approval regarding the creation or distribution of soliciting items for sale or
charity causes.

— The Chief Executive Officer of Nation Development, with authorization from the Executive
Council, is the individual who can speak/write to any newsgroup or chat room, if necessary.

e. Guiding Principles

i. Employees are expected to use the internet, email and social media facilities responsibly and
productively; the use of White Bear First Nations’ computer and telecommunication equipment is
limited to job-related activities. Electronic communication and physical property is provided to
employees for professional and Nation-related communication purposes, e.g., with clientele, to
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research relevant work-related topics, and to obtain useful business information as it pertains to
work.

ii. Employees should conduct themselves honestly and appropriately in social media conversations, and
respect the copyrights, software licensing rules, property rights, and privacy of others.

iii. No employee may deliberately spread any viruses, worms, or other types of destructive program
code.

iv. No employee may disable or overload any computer system or network or to reject any system
intended to protect the privacy or security of another user.

v. Employees shall not post information that is defamatory to or from White Bear First Nations, to their
colleagues, or their clients.

vi. The equipment, service and technology used to access the internet are the property of White Bear
First Nations who reserves the right to monitor the internet traffic.

vii. If an employee is unsure of what constitutes acceptable internet usage, the employee should ask
their supervisor for clarification.

viii. Employees are required to acknowledge receipt and confirm that they have understood and agree to
abide by these rules and must sign this policy.

ix. This policy provides guidance to employees in their personal use of social media. Employees are
reminded of their responsibilities to White Bear First Nations values, which apply when using social
medial, either professionally or personally.

f. Harassment

i. Employees must adhere to the principles contained in White Bear First Nations’ Harassment and
Conduct policy when participating in social media; principles concerning violence and harassment
when communicating online.

ii. The same high standards of conduct and behavior are expected of White Bear First Nations
employees when participating online through social media. Online participation should reflect and
uphold the values, integrity, and reputation of White Bear First Nations.

g. Emails

I. Emails sent from White Bear First Nations email system (including personal computers) should not
contain content that is deemed to be offensive, vulgar or harassing.

ii. Employees shall not send information that is defamatory to or from White Bear First Nations, to their
colleagues, or their clients.

iii. The White Bear First Nations has software and systems that can monitor and record all Internet and
e-mail usage. Employees should be aware that these security systems are capable of recording each
World Wide Web (www) site visit, each chat, newsgroup or email message, and each file transfer into
and out of internal networks.

iv. Employees should not assume that they have an expectation of privacy as to internet and email
usage. White Bear First Nations may inspect any and all files stored anywhere on its network or
computer resources in order to assure compliance with policy.
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h. Personal Use

i. The White Bear First Nations recognizes the internet has many uses outside of normal business
needs and may allow employees personal usage with the understanding they do not abuse the
Nations’ resources and adhere to all aspects of this policy.

ii. Employees shall not send or post chain letters, solicitations, or advertisements not related to the
Nations’ business or activities.

iii. Employees shall not post discriminatory, harassing or threatening messages or images through the
Nations’ computers or email system.

Downloading Software

i. Employees should not open or execute a file attached to an email message unless they are
absolutely certain of the origin and content of the attachment. The use of email attachments is
restricted to nation-business use only.

ii. No employee or persons using the nations equipment or facilities are allowed to download or
distribute pirated software or data.

iii. Employees with Internet access may download only software with direct business use, and must
arrange to have such software properly installed, licensed and registered. Downloaded software
must be used only under the terms of its license.

iv. Employees shall not download malicious software onto the nations network and/or jeopardize the
security of the Nations electronic communication system.

v. All downloads may be monitored and/or blocked if it is deemed to be harmful and/or not productive to
nation business.

vi. Employees are required to complete mandatory internet security training as designated by Executive
Council

j. Transferring Files

i. Employees should schedule communications-intensive operations such as large file transfers, video
downloads, mass e-mailings for off-peak times.

ii. Any file that is downloaded must be scanned for viruses before it is accessed or run.

k. Security

i. The internet, e-mail and social media capabilities can expose White Bear First Nations data and
systems to significant risks if appropriate security disciplines are not respected. In some cases, that
may mean preventing computers and other machines with sensitive data or applications from
connecting to the internet entirely, or it may mean that certain users may be prevented from using
certain Internet features (e.g., transferring files).

ii. The White Bear First Nations has installed a variety of firewalls, proxies, and internet address
screening programs and other security systems to assure the safety and security of the Nations’
networks. Any employee who attempts to disable, defeat or circumvent the security facilities may be
subject to immediate dismissal.
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iii. Files containing sensitive data that are transferred in any way across the internet may have to be
encrypted.

iv. There will be no hacking into unauthorized websites.

v. Internet usage creates the possibility of contamination of the Nations’ computing system via viruses
or spyware. Spyware allows unauthorized use to the Nation’s passwords and other confidential
information. Removing spyware and viruses from the nations network requires financial resources
and time. Employees are to assure they use the appropriate use of their work time and limit their
internet use time.

Equipment, Brands and Reputation

i. Employees must maintain the clarity, consistency and integrity of White Bear First Nations image and
reputation. Anything posted on the internet using the nations resources or referring to the nation can
be construed, rightly or wrongly, as representing the nations viewpoint. Employees must act with
common sense and not do anything that would place the nation or persons in the nation in an
inappropriate light.

ii. Employees shall not pass personal views as representing those of the Nation.

iii. Employees must not place the nations materials and WBFNs information (logo, letterhead, internal
memos, press releases, product or usage information, documentation, etc.) on any mailing list, public
news group, or such service. Any necessary posting of materials must be approved by the Chief
Executive Officer of Nation Development and or Legal.

iv. Employees cannot share confidential materials or proprietary information outside of the nation at any
time, especially over social media.

v. Any equipment, including but not limited to, desktop computers, cellular phones, tablets, laptops that
the nation provides should be used for White Bear First Nations business. When an employee leaves,
the White Bear First Nations administration requires that the equipment be returned to the
administration.

m. Non-Compliance

i. An employee found to be in violation of this policy may be subject to disciplinary action, up to and
including termination of employment.

ii. In addition to discipline measures, White Bear First Nations may at its discretion, seek legal remedies
for damages incurred as a result of any violation.

iii. The nations computing resources must not be used knowingly to violate the nations and/or
federal/provincial laws and regulations in any material way.

iv. It is a violation for any person, including employees, contractors, band government officials,
leadership, or nation members (using band computer equipment) to access files from the nations
departments and/or programs. This includes intellectual property protection, privacy, misuse of the
Nations’ resources, sexual harassment, information and data security, and confidentiality.

v. The display, or distribution, of any kind of sexually explicit images or documents on any the Nations’
system is a violation of policy. In addition, sexually explicit material may not be archived, stored,

White Bear First Nations Human Resources Policy Page 49



distributed, edited or recorded using the nations network or corputing resources during or after
business hours.

vi. The display, or distribution, of any kind of written material or graphics regarding derogatory remarks
or offensive material related to any governmental protected class (i.e., racial, religious, age, disability,
sexual orientation, nationality, etc.) is a violation of White Bear First Nations principles and may be
cause for discipline and/or dismissal. This type of data may not be archived, stored, distributed,
edited or recorded using the Nations’ network or computing resources at any time.
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12 DRIVING AND VEHICLE USE
Each vehicle will be recorded in the departments list of assets and will have a specific purpose designated
for each vehicle. Any/or all other usages must first be authorized by the Executive Director and Program
Manager prior to the vehicle leaving the Nations premises.

The objective of this policy is to ensure the safety and insurability of vehicle operators while protecting White
Bear First Nations. All Nations owned vehicles are the responsibility of all employees to ensure the life span of
each vehicle is utilized for their intended purpose.

White Bear First Nations owned vehicles and other equipment are to be used for work purposes only. The
employee assigned to the vehicle or other equipment is responsible to ensure proper maintenance of the
vehicle and equipment occurs on a timely basis. It is expected that all employees are to arrive at the
workplace or client meetings with clean and well-maintained equipment.

All employees who will be driving the Nations’ owned vehicles must provide a valid driver’s license and
drivers abstract prior to being authorized to drive the vehicle. The Nations will provide insurance for all
vehicles. Licences must be carried at all times while driving.

Employees are responsible for paying tickets due to traffic violations. A copy of all violations must be
submitted to the Nations within 24 hours of receiving the violation. This includes violations on WBFNs and
personal time. Drivers are responsible for and will be invoiced for any surcharges on insurance that result
from accidents or their driver’s abstract.

Drivers must drive according to road conditions and obey all traffic laws. Drivers will drive in a safe and
courteous manner at all times.

Drivers must do a visual inspection (walk around) on the vehicle and complete the pre trip inspection
checklist prior to leaving the Nations property. Any mechanical failure or operational deficiency must be
reported to a supervisor immediately.

a. Safety

i. Alcohol and Drug Use - No alcoholic beverages, prescription drugs that could impair someone’s driving
ability, illegal drugs, or controlled substances are to be used or consumed by the driver of a vehicle
owned, leased, or rented on behalf of the Nations, including personal vehicles while being used on the
Nations’ business. The Nations prohibit the consumption of alcohol or performance inhibiting drugs while
driving. Employees found guilty of driving while under the influence of alcohol or performance inhibiting
drugs, while on the Nations’ business, will be responsible for all related costs.

ii. Seat Belt Use - Use of seat belts are required for all persons occupying the vehicle. It is the driver’s
responsibility to ensure that all persons are properly secured before the vehicle is put in motion;

iii. Mobile Devices - The use of mobile devices while driving is strictly prohibited with the exception of
having your phone mounted for navigation services, or Bluetooth enable touch free features (i.e.
Bluetooth enabled phone calls).

iv. Smoking - Smoking is not permitted in the Nations-owned, leased, or rented vehicles.

v. Firearms - Firearms are not permitted in any the Nations’ owned, leased, or rented vehicles.
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vi. Hazardous Materials - Hazardous materials should not be transported in the Nations-owned, leased, or
rented vehicles.

vii. Traffic Laws - The driver is required to obey all Provincial and Federal traffic laws pertaining to the safe
operation of a vehicle. The driver is personally liable for any fines, traffic or parking violations received.

viii. Driver Training - Drivers may be required to undergo further driver safety training if required.

12i Driver Requirements

Employees may be authorized to operate White Bear the Nations’ vehicles for the purpose of conducting the
Nations business, provided they are at least 18 years old, have an appropriate and valid Saskatchewan
drivers license for the vehicle being driven, have reasonable experience driving the type of vehicle being
used, and could reasonably be expected to operate the vehicle in a safe and prudent manner.

Drivers are to have in their possession a valid driver’s license at all times. All drivers are required to sign the
Vehicle Use Agreement prior to being authorized to use any Nations’ owned vehicle. This agreement will be
in a driver’s possession during the operation of any the Nations’ Owned vehicle.

a. Driver Standards

White Bear First Nations and its insurance provider have established the following standards for determining
when a driver is not insurable under the Nation’s policy:

— Driver’s license is suspended or revoked; or

— Driver has been convicted of one or more of the following:

— Driving under the influence of alcohol or drugs:

— Hit and run:

— Evading the police:

— Reckless driving;

— Negligent homicide arising out of the use of a motor vehicle;

— Operating during a period of suspension or revocation;

— Using a motor vehicle without the owner’s authority (grand theft);

— Speed contest; OR

— Any combination of four (4) ‘at fault” accidents, “not at fault” accidents, and or moving violations.

b. Drivers from other First Nations communities

Drivers from other communities can only be approved to drive White Bear First Nations owned, leased, or
rented vehicles if he or she has a valid driver’s license. This license must be carried at all times when driving
the Nations’ vehicle.
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12.2 Travel Policy

a. Personal Vehicles Used while on the Nations’ Business

The Nation’s automobile insurance provides liability for coverage for the Nations’ employees. The owner’s
automobile insurance coverage provides the coverage for physical damage to employee’s vehicles. There is
no physical damage insurance coverage through White Bear First Nations on a personal vehicle.

b. Vehicle Rentals Outside Saskatchewan

If it is necessary to rent a vehicle for approved Nations’ business the vehicle should be rented in the name of
White Bear First Nations. The rental agency will require the driver’s name to be on the form. The driver
should note “White Bear First Nations! (driver’s name)” on the rental agreement.

Because of differences in insurance requirements in other provinces, individuals should purchase the
insurance provided by the rental agency when renting a vehicle outside the province.

c. Group Trips

Group transportation for a White Bear First Nations approved event that requires transportation for 16 or
more passengers will require a Commercial Drivers License.
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13 PERFORMANCE REVIEW AND
DEVELOPMENT PLANNING

The performance review process is intended to assist employees to improve and identify opportunities to
improve their work performance. It will assist management to make fair and equitable personnel decisions,
including appointments, salary adjustments and promotions. Other benefits of the performance review
process include:

— Comparing achievements to the established goals and objectives

— Improving employee understanding of position expectations and performance standards

— Providing feedback in a organized and consistent manner regarding performance

— Supporting the identification and improvement of performance problems

— Identifying training needs to assist with skill development that supports job performance or career
plans.

Employees will have a performance review completed with their immediate supervisor at least once per year.
New employees should have their performance evaluated twice during the first year of employment.
Performance will be documented by supervisory staff and the content reviewed with the employee at an
appraisal interview.

Performance review will provide feedback on day to day performance of the employee, job and behavioural
coaching, guidance, identification of training or professional development opportunities, and career path
discussions.

13.1 Performance Evaluations

As part of the employee’s orientation to the job the immediate supervisor or manager will document the
employee’s goals for the probationary period. During the 3-month probationary period the employee will be
provided with ongoing feedback, including any opportunities for development during the probation period.

Once an employee has completed the probationary period, the immediate supervisor or manager will work in
collaboration with the employee to establish and document goals for the upcoming review period.

Evaluations will be conducted and evaluated on an annual basis. Employees will be provided with an
opportunity to conduct a self-assessment of the achievement of their goals and overall performance in
collaboration with their immediate supervisor or manager.

Employees and supervisors will sign the performance evaluation form. The signed copy is placed on the
employee’s file.

The cycle will recommence with the setting of performance goals and development opportunities for the
following review cycle.

a. Special Requirements

Where employees are subject to criminal charges which affect the ability to perform their job duties (i.e. loss
of license to operate a motor vehicle, suspension of professional licenses or accreditations, eligibility for
bonding, etc.) the employee will be deemed to no longer meet the minimum requirements of their position.
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Depending on the severity of circumstances surrounding the occurrence, the employee may be subject to
progressive discipline which may include suspension with without pay, or dismissal.

13.2 Performance Improvement

White Bear First Nations is committed to providing reasonable assistance to employees who are not meeting
their job expectations. Where an employees work performance falls below the minimum standard, the
immediate supervisor or manager must provide timely and relevant feedback with respect to the
performance deficiencies. All performance improvement plans must be documented and submitted to the
Executive Director’s Office. The performance improvement plan should include:

— An outline of the performance issue

— A description of behavior or results expected to be improved

— An outline of actions to address performance issues

— Any training support that may assist in achieving the necessary improvement

— Specific follow-up dates to assess the improvement

The employee will be asked to sign the documented performance improvement plan to acknowledge
understanding. The performance improvement plan will be maintained on the employee’s personnel file.

If performance does not improve, employees may be subject to disciplinary actions, up to and including
termination.
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14 STAFF RECOGNITION AND STAFF
APPRECIATION

White Bear First Nations recognize the value and contribution of all its employees. In recognition of the
service and dedication of its long-term employees, the Nations endeavour to ensure a consistent approach to
recognition. Employees will be recognized at five-year intervals beginning in year 5.

Breaks in service of less than 100 calendar days or maternity/parental leave shall not constitute a loss of
service. Recognition shalt include a gift or cash award to be presented on an annual basis.

The value of the gift and/or cash award guidelines are as follows:

Years of Service Value

5 years $100.00

10 years $200.00

15 years $300.00

20 years $400.00

25 years $50000

30 years $600.00
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15 PROFESSIONAL DEVELOPMENT
The purpose of professional development is to support employee development, to ensure that employees
maintain or enhance their skills and abilities, and to ensure White Bear First Nations has the internal capacity
to meet its stated goals and objectives. The Nations encourage and financially support employees with
participating in work-related training and development programs. Participation in training and development
programs should develop employees’ skills and knowledge to improve job performance and/or prepare for
future roles and support the achievement of the Nations’ objectives.

Professional development opportunities may include employee attendance at post secondary institutions,
workshops, conventions, conferences and other educational events. The requested opportunity should be
relevant to the employee’s position or career development plan. This may include enhancing the employee’s
current job knowledge or skills, gaining new knowledge or skills which are beneficial to the Nation, or gaining
knowledge as part of a career development plan.

In an effort to support fair and equitable professional development opportunities for all employees, individual
requests will be considered based on the following:

— The individual’s documented developmental plan or identified opportunities, or future career goals
within the Nations or its business entities

— An alignment of the development opportunity with Nations’ objectives

— Availability of budgeted funds

Requests for professional development funding must be approved by the individual’s manager or supervisor,
prior to submitting for approval of the Executive Director. Requests are to be made in writing and must
include:

— Course title; brief outline of content

— Information on how the course applies to the individual’s current position or future career goals within
the Nations

— Required time away from work (if any)

— All applicable costs including tuition and any out of pocket expenses related to travel.
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16 PROGRESSIVE DISCIPLINARY PROCESSES

16.1 Progressive Discipline

Violations to known practices or policies by employees, or employee behavior problems requiring the
immediate supervisor to take corrective action, are subject to White Bear First Nations disciplinary
procedures. The severity of the disciplinary action will depend on the type and frequency of the behavior.

Steps in the disciplinary process include:

a. Verbal warning

b. Written warning

c. Suspension without pay

d. Dismissal from employment for just cause.

Depending on the nature, frequency, and/or severity of the behavior, the process followed by White Bear
First Nations may not follow steps (a) through (d).

16.2 Disciplinary Authorities

Immediate supervisors or managers, at their own discretion, can issue verbal warnings and engage in
corrective conversations with employees.

Written reprimands will be issues in consultation with the Executive Director’s Office.

The Executive Director’s Office in consultation with the immediate supervisor or manager may immediately
impose a suspension without pay if the infraction warrants it and for a length of time deemed appropriate for
the infraction. A full written and confidential report on the reasons for this decision shall be forwarded for
information purposes to Council members.

The Executive Director based on a recommendation from the immediate supervisor or manager has the
authority to dismiss an employee for just cause. The Executive Director will advise Executive Council
members prior to the dismissal taking place.

16.3 Documentation

Written documentation of all disciplinary action shall be placed on the employee’s personnel file.

Performance issues should be adequately documented through the performance improvement process.
Individual performance improvement plans need to be consistently documented and need to have provided
sufficient time, support, guidance and training to provide the opportunity for the employee to improve
performance (see Section 12.2 Performance Improvement).

16.4 Appeal Process

Disciplinary actions may be reviewed through the Grievance Process outlined in Section 2.5. Five-day appeal
limitation period will apply.

White Bear First Nations Human Resources Policy Page 58



16.5 Employee Resignation

Employees may leave their employment for various reasons. Upon notice of resignation and prior to
separation, the Executive Director’s Office will recover all work-related property within the employee’s
possession.

Employees are expected to give at least 14 calendar days notice of resignation in writing or longer if possible,
or as required by contractual agreements. Employee who resigns is not entitled to severance pay.

The employee is entitled to accrued salary and earned vacation to pay to the date of leaving work.
Adjustments will be made to an employees final pay to account for items such as:

— having taken more vacation or sick leave than earned

— outstanding financial advances

— failure to return property upon request

— other amounts as may be owing

16.6 Termination by the Employer

Lay-offs or termination of employment will generally stem from:

— Discontinuation of a function

— Budget restrictions, or

— Dismissal for just cause stemming from incompetence, negligence, or misconduct

16.7 Just Cause

Just cause includes, but not be limited to, any of the following:

— Incompetence and/or incapacity in the performance of an employee’s duties whereby a person does
not have the abilities or skills to perform the assigned duties.

— Disruptive influence at work.

— Abandonment of position without good cause and without notifying the immediate supervisor,
manager, or Executive Director’s office.

— Habitual tardiness or absenteeism without prior authorization.

— Unwillingness to carry out work assigned by the employer or its delegate OR refusal or neglect to
obey any lawful order of his supervisor. Failure to follow clear instructions or known policies or
procedures without reasonable excuse could result in immediate dismissal.

— Unwillingness to work cooperatively with other employees.

— Performance of any action that creates unsafe situation, employees may have the required skills but
they seem to ignore some of their duties or are negligent or careless in performing them.

— Misconduct or performance of any action that is either disrespectful or brings disrespect to the
Nation. This may occur when the Human Resource policies have been ignored and there may not be
a direct or immediate impact on the output of the organization.
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— Falsifying documents or giving false information during the selection process in order to obtain
employment.

— Any violation of the Human Resource policies.

16.8 Retirement

White Bear First Nations do not enforce a mandatory retirement policy. If an employee plans to retire, normal
requirements for notice shall apply.

16.9 Return of WBFNs Property

At the end of their employment, employees are required to return all White Bear First Nations property in their
possession including but not limited to computers, documents, electronic equipment, electronic data and
files, memory sticks, and keys.

Anything produced by an employee, including records, documents, data, and objects remain at all times the
property of White Bear First Nations.
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17 EMPLOYEE POLITICAL ACTIVITY
The following Employee Political Activity Pot icy is applicable to White Bear First Nations’ employees.

17.1 Employee Political Activity (Other Organizations)

White Bear First Nations believes that its interest is best served by an informed citizenry participating actively
and effectively in the processes of government. However, political activities of the employee shall not work to
the detriment of White Bear First Nations, its economics, or its public image. Before obligating themselves to
political activity, an employee must obtain approval from the Executive Director. The Executive Director will
consult with the Council to obtain approval for the absence or any special work schedule.

17.2 Seeking Election to the Nations Government

Any employee, who wishes to seek election in the Nations’ Government office should inform their immediate
supervisor or manager 14 days prior to nomination of their intent to seek elected office.

From nomination to election day employees are not permitted to campaign during work hours. Accumulated
overtime hours or unpaid leave may be used to campaign during normal hours of business. Campaigning of
any kind on one’s own behalf or someone else’s behalf, is not permitting during business hours.

Employees are not permitted to use the Nations’ office equipment (phone, fax, computers, laptop,
photocopiers, etc.) for the purpose of campaigning.

In the event an employee is successful in the election, the employee shall resign immediately from the
Nations’ employment and will not be eligible for severance pay. In the event an employee is not successful in
the election, the employee shall be reinstated immediately after the day of election to their former
employment position.

If a contractor is successful in being elected to the Nations’ government, the contract will come to an end
effective immediately after election results. If the contractor is not successful in the Election, the contract will
remain in place.

17.3 Council Appointed Boards or Committees

In order to avoid potential conflict of interest situations or unintentionally create a situation whereby the
principles stated in the Code of Ethics might be breached, employees may not serve as active members on
standing Boards or Committees over which the Council has complete authority. As part of their normal work
duties, they may be required to attend meetings and provide service to such Boards and Committees in a
technical advisor capacity.

17.4 Voluntary Service

An employee may serve on committees or boards of voluntary agencies such as community service clubs,
parent-teacher associations, and other such non-political organizations during their own time provided that
the voluntary service is not in conflict with their employment with White Bear First Nations.
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17.5 Non-Nation Committees, Boards or Organizations

An employee who wishes to seek elected office in organizations, municipal councils or boards may do so,
provided that such activity does not result in any conflict of interest, real or perceived, with the objectives of
the Nations and that such activity does not create any conflict of interest.

Where White Bear First Nations conclude that participation is or has become a conflict of interest, the
employee:

— must cease the activity

— must resign, or

— is subject to termination with cause

17.6 Appointment to Outside Committees, Boards or Organizations

Where an employee is appointed to a committee or board as part of their job responsibilities or to represent
White Bear First Nations:

Time spent on such work will be part of the employee’s job duties for the duration of the assignment or
appointment; and

— Per diem, honoraria or travel allowance received for sitting on outside boards or organizations may
be retained by the employee provided that the Nations has not already provided any of the above for
the same purpose.

— “Double-dipping” is considered fundamental dishonesty and any employee who intentionally
participates in such activity will be subject to disciplinary action up to and including immediate
Dismissal for Cause.
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APPENDIX A: POLICY MANUAL, CODE OF CONDUCT
AND CONFIDENTIALITY AGREEMENT

EMPLOYEE POLICY MANUAL ACKNOWLEDGEMENT AND CONFIDENTIALITY
FORM

Upon commencing emp’oyment with White Bear First Nations, all employees are expected to read the
Human Resources Policy Manual within the first week of employment. Upon reading the manual, each
employee is required to sign and date this form and return it to her or his immediate supervisor.

acknowledge I have a copy, or have access to a copy of White
Bear First Nations Human Resources Policy Manual, the Code of Conduct and Confidentiality. I acknowledge
I have read and fully understand the policies, guidelines, and agreements contained therein. I acknowledge I
have read and understand the Code of Conduct and Confidentiality policy described in Section 2.

I understand that policies can be rescinded or added and that benefits, principles, or guidelines described in
this document can be amended without prior notice to me provided that I am notified within 60 days.

will abide by the policies and guidelines within the Human Resources Policy Manual, the Code of Conduct
and Confidentiality. I understand that such observance will form a condition of employment. I also understand
that non-adherence to the policies may result in discipline up to and including termination of employment for
just cause.

Employee Signature Date

Note: Please return this form to your direct supervisor so that it may be placed into your employee file.
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APPENDIX B: TRAVEL REPORT FORM

Employee Name:
Date report submitted:

_______________________

Department:

______

Account code:

________________

Destination:

_________________________

Purpose:

Authorized by: Date:

Briefing or details of Travel, Purpose and Content:

(Additional or separate sheet may be submitted along with Report Form)

Recommendation resulting from travel:

Amount Received for Travel: $
Total Budget allocated for Travel: $
Balance after Travel to this date: $

Office Use Only:

All Travel Reports must comprise of and must be checked off to ensure the report is complete: (Hotel
receipts must be attached as per policy requirement and will render the report incomplete if not provided.
Out of pocket expenses not provided for subject to acceptance and approval. Copies of handout material
i.e. conference, training flyers, etc. to be attached if provided).

a) Hotel Receipts

_____b)

Out of Pocket Expenses

_____

c) Handouts

____
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Employee Signature Date

Executive Director Signature Date
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APPENDIX C: REQUEST FOR LEAVE OF ABSENCE
FORM
Date:

Employee Name:

Time Off Period:

From: To:

Request Type

El Vacation El Personal Leave 1J Bereavement Leave

LI Jury Duty [1 Family Related Leave El Illness Leave

El Educational Leave a:tefuit*
or Parental El Sick Day

LI Unpaid Leave LI Medical Leave LiOther:

NoteslComments:

Employee Signature Date

Supervisor Approval: Approved E Rejected

NoteslComments:

Supeivisor Signature Date
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____

WHITE BEAR FIRST NATIONS CHIEF & BAND COUNCIL 2021 - 2022’

BAND COUNCIL RESOLUTION (“BCR”)

Human Resource Policy
Resolution Title

2021-2022/41
Resolution no.

This Band Council Resolution is hereby entered into the meeting of the White Bear First, Nations Chief and
Council which is duly convened on this 31st day of March 2022

WHEREAS the intent of the human resource policies is to provide the basis for fair and consistent
human resource management practices that supports employees with achieving the goals and
objectives of the community. The policies have been established to help create a positive working
environment with an expectation they are administered in a consistent and impartial manner; and

WHEREAS White Bear First Nations (the Nations) seeks to provide a workplace that is positive,
safe and confidential, where the proper equipment enables employees to complete their
responsibilities to the best of their abilities, and

WHEREAS the purpose of these policies is to provide employees with an understanding of their
expectations and support the consistent application and implementation of policies throughout the
Nations; and

WHEREAS the policies address areas of significance and cover general working conditions,
setting out what an employee may expect from White Bear First Nations and the Nations’
expectations of fts employees; and

WHEREAS the policies contained within this policy manual apply to all White Bear First Nations
and associated business entity employees and elected officials including management, the
Executive Director and Executive Council. Any policies that are exceptions to this will be identified
within the policy.

THEREFORE BE IT RESOLVED that White Bear First Nations Chief and Council hereby approve
The White Bear First Nations Human Resource Policy for implementation effective April 1, 2022;
and

FURTHER that this White Bear First Nations Human Resource Policy shall remain practicable
until such time that Chief and Council deem that changes be made.

Moved by Councillor Tanya Littlechief Seconded by Councillor Diette Kinistino

BCR 2021-2022/41 Quorum: Four (4)



WHITE BEAR FIRST NATIONS CHIEF & BAND COUNCIL 2021 - 2022

“Band Council Resolution 2021-2022/41 Human Resource Policy”

Chief Annette Lonechild

(_ —

CounciNor Tanya Littlechiet/ Councillor Bernard Shepherd

CotmZf Patricia Joyea Councillor Diette Kinistino

Cbuncillor Debbie Maxie ouncilior Tanya Whitebear

BCR 2021 -2022141 Quorum: Four (4)




