T
United States Department of the Interior — Aiekic m—

BUREAU OF INDIAN AFFAIRS -
WASHINGTON, D.C. 20245

IN REPLY REFER TO:

Indian Education

Code 500 .
November 7, 1996
Memcrandum
To: Holders of 62 BIAM
From: Director, Office of Indian Education Programs

Subject: Education Contract Personnel

This release revises the pay and performance appraisal sections
of Part 62 BIAM 11, Education Contract Personnel, to reflect the
changes in the Department's approved Performance Appraisal Systen
{370 DM 430). It also incorporates changes in the Education Pay

Scale and in probationary periods.

Director, Office of Indian Educatica Programs

Filing Instructions:

(1) Remove superseded material:

62 BIAM 11.1 through 11.123 (131 sheets)

(2) Insert new material:

62 BIAM 11.1 through 11.90 {104 sheets)






BUREAU OF INDIAN AFFAIRS MANUAL 62 BIAM 11
) EDUCATION
Education Contract Personnel

11.1 Scope . - « .« « « « . . . 1

11.2 Policy on Education Contract Persomnel. e e . 1

11.3 General Definitions. . i

11.4 Recruitment Policy . . . . . . - . - . . 4

11.5 Authorities for Recruitment . . . . . 5

11.6 Responsibility for Recruitment . . e e e . 8
National applicant list . . . . 5

Local level applicant lists . . - e e . 5

'11.7 Specific Vacancy Announcements . 5

Area of Consideration . . - e s 6

Minimam Period . . 6

11.8 Applicant Supply File . . . . . 6

11.9 Qualifications . )

11.10 Forms . . . e e - 6

Standard Form 171 Appllcatlon for Federal Employment - . 6

OF-612, Optional Application for Federal Employment e e e )

Personal resume . . . - e e e 6

OF-306, Declaration fcr Federal Employment .. . G« =« « « . b

Form BIlA-4432, Verification of Indian Preference in BIA or IHS Only 6

College transcripts . - . e e e e 6

State certification . . . 6

11.11 Rating/Interviewing Applicants . . . . . e . - .1

11.12 Referring Applicants . . 7

11.13 Selecting Current Employees for New Positions . . . . . 7

11.14 Establichment of Education Positions 8

Parenthetical modifiers . . . . . . - . . . e e e e . 8

Supervisory prefix or suffizx . . . . . .. . . 8

11.15 Policy for Establishing Education Positions e e e e e . . . 9

Role of the Director . e e e e e . . . . 9

Fducation Line Officer Auth0r1t1tles . e e e e e - . . 9

New Job Categories . . . . . . . . . 9



BUREAU OF INDIAN AFFAIRS MANUAL 62 BIAM 11

EDUCATION
Education Contract Perscnnel

11.16 Staffing Patterns . . . . & & ¢ & ¢ ¢ & 4 4 4 4 4 e e e e e e e e . 9
11.17 Organization charts . . - = = « « « « ¢ ¢ 4 4 4 v v 4 s e e e e e . 9
11.18 Policy on Appointment of Educators. . . . . . . . . . .. . .. .. .10
Employment contracts . e £ ¢

Absence of local school hoar&s . . D K1)
Supervision not delegated to school boards T 1 ¢
Correspondence e e e e e . 10

11.19 Responsibility of the Appointing Official . . . . .. . . . . . . . . 10
11.20 Appointment of Educators . . . . . . « ¢ . . . . o0 o s . e .. W10
Local School Employees . . .+ « & v & v v v v 4 4 o s o e - o« . . o 10

School Supervisors . . . e !
Education Line Office Employees D |

11.21 Prohibited Reappointments . . . . . . . . . .+ . . ¢ o+« o o . . .12
11.22 Types of Contracts s
Year long contracts . . . + - « « v &+ 4 v e 4 4 e e 4w o+ o+ . - . 13

School year contracts . . . . . ¢« ¢ « « « « 4+ 4 4« 4 4 4 e o = . . . 13
Short-term Contracts . . e
Impossible to consult school board e

For temporary advancements, workshops, summer employment,

and to extend a school year contract P, X
Emergency Contracts . . . « « + « « 4 4 v s 4 v e e v e e o« o . . 215
Restricted Contracts . . . . . « « & &+ ¢ « & & v v v o v o v « « . 15
Temporary Contracts . . . . . « « . - - « « + « ¢ o v« . . .15
Provisional Contracts . I &
Types of Appointments . . . . . . « . .+ .+ . L . .. . o ... . 16
Full time appointments . . . . .+ . . + « « 4 4 i 4 e 4. . . 1B
Part-time appointments . . . .+ + . . v o 0 b v e e v e e e . oW AT
Intermittent appointments . . . . . . . . . . . . . . . .. . .17

11.23 Status Quo Employees . . . . . .
11.24 Conversion of Status Quo Employees to Contract Positions . - 17
11.25 Probhationary Period . . . . . 18
11.26 Contract Renewal/Non-renewal . . . . + « ¢ « v o « ¢« v o o o o « « . 19
Notice to school board . . . . |
Certification of board's determlnatlons . O -
Determinations are not received . . . . . . . ¢ 4 4 o e s v e . - . 18
Implement the Board's determination . . . . . . . « . « + +« + « . . 20

ii | q

o



=, BUREAU OF INDIAN AFFAIRS MANUAL

iii

62 BIAM 11
EDUCATION

Education Contract Personnel
Supervisor has appeal . . . . . . 20
Acceptance of offer . . . . . . . o o . . 20
Failure to report for duty . . . . . . . 20
Contract renewal offer with changes . . . . . 20
State certification . . 21
11.27 Contract Non-Renewal Procedures . . . . 21
Notice of non-renewal . o v . .21
Substantial standard of ev1dence .. . . . . 21
Appeal procedures . . . . . . .. 21
11.28 Temporary Advancement and Details . . . . . . . . 22
Temporary Advancement of Contract Employees . . 22
Details of Contract Employees . . . 23
Temporary Promotion of Status Quo Employees to Contract P051txons . 23
Details of Status Quo Employees to Contract Positions . . 23
11.29 Voluntary Service . . . . . e . 24
Voluntary Services Agreement . . 24
Volunteer Qualification . . . . . 25
Forms Required . . . . 25
Volunteer Work A531gnments . 25
\ Benefits and Frotection . . . . 26
Federal Employees Compensatlon Act . 26
Federal Tort Claim Act . . . . 26
Employment of Family Members as Volunteers . 27
Travel and other Expenses of Volunteers . . . . 27
Annual Report . . . .27
11,30 Citizenship Requirements . . . - . - . 28
11.31 Restriction on Emplovment of Relatives . . 28
11.32 Members of Family . . . . . .« - « « & = - - . 28
11.33 Age Reguirements . . . . . . . . . 28
11.34 Physical Examination Requirements . . . . . . . . 28
11.35 State Certification & Licensure . . . . . . 29
11.36 Suitability Disqualifications . . . . . . . 29
11.37 Indian Preference . . . . . . . . . 30
11.38 Waiver of Indian Preference . . . . . 31



BUREAU QOF INDIAN AFFAIRS MANUAL , 62 BIAM 11

EDUCATION
Education Contract Personnel

11.39 Special Retirement eligibility for Non-Indians . . . . . . . . . . . 31

11.40 Equal Employment Opportunity . . e o o« . 32

11.41 Veteran's PreferefiCe . . . ¢ « v &« o+ 4 4 o o o o o s o = & o o . . 32

11.42 Involuntary Furlough . . . . . . . . ¢ . o v ¢ v v v e o 4 » « « « . 32

11.43 Reduction-in-FOICE . . . & ¢ v « ¢ = « = o = « = 4+ & « o « o « « « . 33

Approval for RIF . . . . -

Reassignment of Non~§nd1ans durlng REF B X

Conducting the RIF N 2.

Procedures . . . . |

Advance Notlce e 1

Bppeal ProcedurBs . . . . & « + « o 4 + 4 s 4 4 4 e« 4 s« . . . 36

Qut-Placement Procedures . . S 1 o4

Optional Retirement during RIF e e e e e e e e e e e e e e . . 3B

11.44 Severence Pay . . e o + . 38

11.45 Moving Ezpenses . . . - . 38
11.46 Restoration to Duty . . .« + « + v & ¢ « « 4 v c c 4 e e e e « < o . . 39 ‘!!g

11.47 Policy on Pay Administration . . e e e e e e e e e e e o o 40

Establishment of Compensation Schedules e 81

Responsibility for Pay Determination . . . . . . . . . . . . . . . 40

11.48 Development of the Pay Schedules 2

Education Pay Schedule . . . O 3 1

QIEP Teacher/Homeliving Spe01allst Pay Schedule . B 374

OIEP Counselors Pay Schedule . . . . . . . . . . « « « « « « . . . 43

11.49 Determination of Pay Increments . . . . . . « . « « + « « « + o« « . . 43

Limitations of Pay . . . O X |

Factors affecting all pay schedules . e e e e e e e e e e e .. 44

Education and Training . . . . . . « ¢« ¢ + e o o 4 o . . . . 44

Accredited schools . . . . . . . . . 44

Graduate Hours and Degrees . e e e e e e ., 44

Documentation of Education and Tralnlng e e e e e e ... 44

Creditable Experience . - &

Prorated Pay . . . . Y 3o

'Employee Benefits and Tax Wlthholdlngs T 1

Education Pay Schedule Increments . . 46

Calculation of proper increment . . 47

Frior Experience . e e e e s e e e e a e s e e e e e e
Education Incentives . . . . . . & v ¢ ¢+ o o+ o s v o« . . &7

iv f‘..§



BUREAU OF INDIAN AFFAIRS MANUAL

62 BIAM 11

EDUCATION
Fducation Contract Personnel

Contract renewal/longevity increments .

Teacher/Homeliving gpecialist and Counselor Pay

Prior Experience . . . . -
Longevity Increase . . . -

11.50 Contract Revision OT Adjustment . e e e e s
Education completed after contract renewal
Administrative error . . . -
staffing differential . . . « - « - - -
another position at a higher pay level
Multiple pay level job announcement .

-

11.51 Pay for Short-term Contracts for School Year Educators

11.52 staffing pifferentials . . « « « - o - e -
Requesting Staffing pifferentials . .
All requests . . . - e - e e oso= e
Differentials for recruitment .
pifferentials for retention . . .
Approval or Disapproval of Differentials
Limits on Differentials . . . . - - -
Additional Differentials . .

-

11.53 Premium Pay . . - « « - - -
Fair Labor Standards Act . .
Overtime/Compensatory Time

[
’

11.54 Stipends

» - -

11.55% Pay Conversion (Status Quo Employees)

11.56 Advancement . . . . . - -
-Education Pay Schedule

- - -

Teacher/Homeliving Specialist'and Counselor Pay Schedules .

11.57 Movement Between Pay Schedules . -

11.58 Change to Higher or Lower Level . .

11.59 Movement Between Levels on the OIEP Teacher /Homeliving Spec;alist

and Counselor Pay Schedules .,

11.60 Credited Benefits for Current or Former Federal Employees .
credited benefits for former contract educators . . .
credited Benefits for Current or Former Federal

Scale Increments

. 51

. 51

52
. 53

Employees .

. 49

50

. 30
. 50

. 50

50
51

51

31

. 51

52

53

. 54
. o4
. 54

. 54
. 55

55

. 54
. 56
. 57
. 57
. 57
. b8

. 58

. 58

o8

. 58
. 59




62 BIAM 11

BUREAU QF INDIAN AFFAIRS MANUAL
EDUCATION
Education Contract Personnel

11.61 Leave Administration . . . . . . . . . . 59
11.62 Types of Leave . . . . . . . . .. . . 59
Personal Leave . . - 59
Sick Leave e e e e e e e e e e e e . . B0
Doctor’s statement . . . . . . . . . . . - . 61
Sick leave abuse . . . . . . . . . . . . . 61
School Vacation Leave . . . Bl
Vacation Leave . e e . . . . . . B2
Approved Leave Without Pay e e e e s . . 62
Family and Medical Leave . . . . . . . . . s - . . 83
Court Leave . e e e e e e e e e e e e . . 63
Military Leave . . . . . . . . v v v v v o . ... . b4
Adnministrative Leave e e e . . . . b4
Absence Without Leave . e e e e e e e e e . .« . b4
Leave Alternative for Some Status Quo Educators . . . 65
11.63 Applicability of Leave to Type of Appointment . . .« « . b5
School~-Year Employees On Education Pay Schedule . . . 65
Teachers, Homeliving Specialists and Counselors . . . 65
Year-Long Employees . e e e e e . . b6
Intermittent Employees . . . . . . . . . . . 66
Part-Time Employees . . . . . . . . . . . . . 66
Short-Term Employeas . . . . . . . . . . . . 87
Tempecrary Employees . . . 87
11.64 QIEP Leave Sharing Program . . . . . . . . . . - . . 87
Leave Pool . . . . . .., . . . . .. . 67
Leave Donation . . . ... . . . . . . . . N Y
Approval Process . . . . . . . « + . . . . 67
11.65 Leave Accrued Prior to Contract Appointment . - . 68
11.66 Re-credit of Sick Leave . . . . . . . . . 69
11.67 Performance Appraisal . . . . . . « + & o v o o . . . 69
11.68 Performance Appraisal Policy . 69
11.69 Authority . . . . . . . . . e e e . B9
11.70 Performance Appraisal Definitions . . . . . . . . - . 69
11.71 Performance Plan . . . . . . . . v v v v v o . . - . . 10
Critical Results . . . . . . . . . . « . . .. . 10
Performance indicators . . . . . . . . . . . . . . .10
Student achievement . . . . 10

vi




BUREAU OF INDIAN AFFAIRS MANUAL 62 BIAM 11
EDUCATION
Education Contract Personnel

11.72 Progress Reviews . . . . . « . . . .71
11.73 Summary Rating . . . . . . - . - . . . . 71
11.74 Summary Rating Records . . . . . 73
11.75 Linkage of 'Summary Rating to Other Personnel Actions . . 713
Performance Awards . . . . . e e e . . 73
Actions Based on Unacceptable Performance e e .73
11.76 Employee Discipline and Discharge Policies. . . . . . . . 74
11.77 Responsibilities of Officials for Employee Discipline . . . . 74
11.78 Level of Authority to Take Disciplinary Action . 16
11.79 Determining the Disciplimary Action . . . . . . . . . . . 76
11.80 Types of Corrective Actions . . s e e e e e e s .11
Informal Disciplinary Actions . . . . . . + « « - - . . 77
Oral admonishment . . . . . . . . . .77
Written warning . . . . . . . . . . . 78
Formal Corrective Action . . . . . . . 78
Reprimand . . . . . . « « + « - . . 78
Suspension . . . . . . « . - . . 18
Discharge . . « « + « « « « - = 78
11.81 Procedures for Disciplinary and Rdverse Actions . . 78
Written Waraing . . . . . - . . . . 78
Reprimand . . . . . « - « « « & « « . . . 79
Suspension . . .+ 4 4 4 e 4 e« o . . . . . 79
Discharge . . . e e e e e e e e e e e e e s . 82
Discharge for Cause e e e . e . v e e e s . . 82
Discharge for Unacceptable Performance e . 82
Discharge FProcedure . . . e e e e e e e e e e e . 82
Notification of School Board e e e s . 82
Proposal to Discharge . . . . e s e v . 83
Content of Proposed Discharge Notlce ... . 83
Employee's Response ., . . . . . . . . . 84
Decision Authority . . . . . « . « & - + « . . B4
Other Separations . . . e e e e e A . . e . . . . 85
Separation as a Result of a Condltlonal Appolntment v e e s . 85
School Board Recommendation for Discharge . . . - . . . . . 85
Separation for Abandonment of Position 85

Status of Employee Pending Inquiry or Investzgatzon, or Pendlng
Decision on Proposed Suspension or Discharge . . 86
Suspension Because of Hazard (with Pay) . . - . . . . 86

vii



BUREAU OF INDIAN AFFAIRS MANUAL 62 BIAM 11
EDUCATION

Education Contract Personnel
Detail e e e e e e e e e e e e e e . 86
Crime Provision . . .« . « « v + o & + « « = . . 86
Appeal Procedures . . . . . 86
11.82 Employee Grievance Policy . . . 87
i1.83 Employees Covered . . 87
11.84 Grievance Coverage. . . . . . 87
Matters covered . e e e e e e e e e e . 87
Matters excluded . . . . . . . . o . o . . . . 87
11.85 Responsibilities of Officials on Employee Grievances . 89
11.86 Definitions for Employee Grievances . . 90
11.87 Criteria for Grievance Review . . 91
11.88 Grievance Rights and Procedures . . . . . 92
Employee Rights . . 92
Negotiated grievance procedure . 93
Deadline . . 93
Cancellation or Termlnatlcn of Gr;evance Proce551ng . . 93
11.89 Informal Grievance Procedure (Step 1) . 93
11.90 Formal Grievance Procedure (Step 2} . . . . . 94
Presenting the Grievance . . . . 94
Acceptance or Rejection of the Grlevance at Step 2 . 95
Decision at Step 2 e e e e e e e e . 95
Grievance Examiner . . e e e e e . 96
Decision on the Grlevance (Step 3) . 96

viil




BUREAU OF INDIAN AFFAIRS MANUAL 62 BIAM 11,1

EDUCATION
Education Contract Personnel

11. EDUCATION CONTRACT PERSONNEL

11.1 Scope. This chapter establishes procedures for implementing the Education
Contract Persomnel system as provided in Public Law 95-561, November 1, 1978,
as amended and 25 CFR 38. The provisions of this chapter shall apply to
individuals hired or converted to contract education positions in Education
Line Offices and the elementary and secondary schools and dormitories operated
by the Bureau of Indian Affairs.

11.2 Policy on Education Contract Personnel.

A, It shall be the policy of the Office of Indian Education Programs
(OIEP) in carrying ocut its functions, to facilitate Indian control of Indian
Affairs in matters relating to education.

B. The Director of the Dffice of Indian Education Programs
("Director”} shall establish and maintain an efficient Personnel Program for
Bureau-operated schools and edncation line offices. Whenever possible, the
Bureau shall recruit and select high gquality Indian educators to £ill contract
education positions. When there are no qualified Indians available, gqualified
non~-Indians may be emploved.

11.3 General Definitions.

A, Agency Schocl Board means a body, the members of which are
appointed by the School Boards of the schools located within an Education Line
0ffice. The Director shall determine the number of such members in
consultation with the affected tribes. In Education Line Offices serving a
single school, the School Board of that school shall function as the Agency
School Board.

B. Applicant Supply File means a system designed for receiving,
maintaining, and rating applications from which appointments may be made when
vacancies occur.

C. Assistant Secretary means the Assistant Secretary for Indian
affairs of the Department of the Interior.

D. Bureau means the Bureau of Indian Affairs of the Department of the
Interior.
E. Competitive Area means the local school or education line ocffice

only and applies only during reduction in force.

F. Consulted means providing pertinent information to and being
available for discussion with the School Board, giving the School Board the
opportunity to reply, and giving due consideration to the school board's
response, subject to appeal rights provided in 25 CFR 38.7(a), (b) and {c),
and 25 CFR 38.9(e){(3).
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G. Contract Education Position is an education position as herein
defined, to which an individual is appointed or converted by an employment
contract as herein defined.

H. Days, unless otherwise defined or limited, means calendar days and
not workdays. In computing a period of time prescribed in this manuzl, the day
of the action or event aiter which the designated pericd of time begins to run
is not included. The last day of the period is included unless it is a
Saturday, a Sunday, or & legal holiday in which event the period runs until
the end of the next day which is neither a Saturday, a Sunday, nor a legal
holiday, except when the Saturday, Sunday or legal holiday is part of the
regular tour of duty.

When days is used in reference to the length of a school year or
vear long contract, days refers to paid days of work, leave or holidays.

I. Detail means the temporary documented assignment of an employee to
a position at the same, higher, or lower grade for a2 period not to ezceed the
end of the original contract.

J. Director means the Director, Office of Indian Education Progranms,
in the Bureau.

K. Discharge means the separation of a non-probationary employee
during the term of the contract. )

L. Education Functior means the administration and implementation of
the Bureau's education programs and activities (including school operations
and administrative services).

M. Education Line COffice means the education office of the Bureau,
headed by an education line officer, which provides direct services to the
governing body{ies) and members of one or mors specified Indian fribes and
technical and/or supervisory support to Bureau-funded schools.

N. Education Line Officer means the Bureau official in charge of
education functions at an Education Line Office and to whom the school
supervisor(s) and other educator(s) in the Education Line Offices's
jurisdiction repozt.

0. Education Position means a position in the Bureau
established by P.L. 95-561 as amended, the duties and responsibilities of
which: -

(1) involve instruction, supervision, student services, student
care, facilities maintenance and operations and/or administrative activities
at a school; or

{2) are performed at the Education Line Office level of the

2
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Bureau and involve the implementation of education-related Bureau programs,
including facilities operations and maintenance and administrative services to
schools.

P. Educator means an individual whose services are reguired, or who
is employed, in an education position as defined in 23 U.5.C. 2012.

Q. Employment Contract {contract) means a signed agreement executed
by and between the Bureau and the individual hired or converted under this
Part, that specifies the position title, period of employment and compensation
attached thereto. Such agreements are subject to ail the terms and conditions
set forth in this Chapter.

R. Involuntary Change in Position means the release of an employee
from his/her position resulting from a change in program or other occurrence
beyvond the control of the employee.

8. Local School Board means a body chosen in accordance with the laws
of the tribe to be served, or in the absence of such laws, the body elected by
the parents of the Indian children, to sexve a Bureau-operated school. In
schools serving a substantial pumber of students from different tribes, the
members shall be appointed by the governing bodies of the tribes affected and
the number of such members shall be determined by the Director in consultation
with the affected tribes.

T. Managerial Position means a position in which incumbents (1)
direct the work of an organization, (2) are held accountable for the success
of specific line or staff programs, and (3) monitor the progress of the
organization toward goals .and periodically evaluate and make appropriate
adjustments. Contract managerial positions may include assistant
superintendent, principal, chief school administrator, and facility manager.

U. Negotiated Agreement means a formal written agreement between a
recognized labor organization and management of the Bureau of Indian Affairs.

V. Non-pay Non-duty Status means the placement of an employee in a
temporary non-pay, non-duty status for a specific time period.

W. Pre-employment Suitability Verification means the pre-
appeintment screening process used to determine eligibility and/or suitability
for Federal employment. This process includes, but is not limited to, contacts
with present/past employers, personal references, NACI, and other individuals
or organizations as necessary.

X. probationary period means the extension of the examining/
appointment process during which a person’'s character and ability to
satisfactorily meet the requirements of the position are reviewed. The
duration of the probationary period, as gpecified in 11.24, will be three
years for new employees and cne year for employees who transfer or are

3
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reassigned to a new location or a new type of position.

Y. School Board means an Agency School Board or a Local School Board.

Z. School Supervisor means the Bureau official in charge of a Bureau
school who reports to an Education Line QOfficer.

AA. School Year means that term of school which usually begins in the
late summer or early fall and ends in the late spring or early summer as shown
in the approved school calendar; however, other patterns for the school year
may exist.

BB. Status Quo Employee means a Bureau employee occupying an education
position or comparable position on November 1, 1978, or a Bureau employee
occupying a suppert service position assisting education operations on April
1, 1988, so long as the employee remains in the same position.

CcC. Substantial Evidence means the degree of relevant evidence that a
reasonable person, considering the record as a whole, might accept as adeguate
to support a conclusion, even though other reasonable persons might disagree.
This is a lower standard of proof than preponderance of evidence and is the
only standard required within the contract education personnel systen.

DD, Supervisoery position means a position having the authority in the
interest of the agency to hire, direct, assign, promote, reward, transfer,
furlough, layoff, recall, suspend, discipline, or remove employees, to adjust
their grievances, or to effectively recommend such action, if the exercise of
the authority is not merely routine or clerical in nature but requires the
consistent exercise of independent judgement. Examples of supervisory
positions are Department Head, Head Teacher, Dormitory Manager, Supervisory
School Cook, and Homeliving Specialist as well as all managerial positions.

EE. Temporary Advancement means a time-limited advancement of a
current contract employee with or without competition to a higher level
position at a higher rate of pay, not to exceed the end of the contract
period, with the right to return to the original position.

FF. Work Schedule means the schedule of days and hours of work for an
employee. A full time work schedule consists of a thirty-three to forty-hour
work week, normally spread over five work days of eight hours each. A
part-time work schedule consists of from sizteen to thirty-two hours per work
week on a regqularly scheduled basis. An intermittent work schedule has either
{a) no regular tour of duty or (b) a regular tour of duty of less than 16
hours per week,

11.4 Recruitment Policy. The Office of Indian Education Programs shall develop
and implement a recruitment program to employ education personnel for
its education line offices, schools and dormitories.

\\\
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A. Recruitment is generally a local responsibility; i.e., Education
Line QOffice for line office pogitiong or an Education Line Office or School
for local schools. The affected School Boards will determine the level at
which recruitment will take place. The office responsible for recruiting will
determine the appropriate recruiting method and procedure to use in locating
applicants and filling vacancies.

B. The Qffice of Indian Education Programs will establish, maintain
and disseminate a national list of education positions for interested
professional education applicants.

C. A recruitment and training program will be maintained to attract
and promote Indians for education positions.

D. The Director will review the recruitment program annually and
update iif as necessary.

11.5 Autheorities for Recruitment.

A. School -supervisors and Education Line QOfficers have the authority
to recruit, examine, refer and select applicants for Education positions.

: B. The school supervisor, with the cencurrence of the local school
board and Education Line 0fficer, may delegate authority for recruitment,
examination and referral to the Education Line Officer.

11.6 Responsibility for Recruitment.

A. Each School and/or Education Line Office will assign a person(s)
to cocrdinate all recruiting activities.

B. The OQIEP will develop and distribute a national recruitment
brochure describing the Bureau of Indian Affairs, its education programs and
its needs.

C. The national applicant list will be maintained by the OIEP.

D. .The local level applicant lists will be maintained by the School
or Education Line Office.

11.7 Specific Vacancy Announcements. Vacancies shall be advertised and
announcements will be open based on area of consideration. Areas of
consideration are at the discretion of the responsible supervisor and School
Board.
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Area of Consideration Minimum Period
Local and/or Education Line Office Wide Locally determined
Bureau Wide (Al]l Bureau Education 21 days

and Persconnel Offices)

11.8 Applicant Supply File. Any position may be advertised "Open Continuous”
as determined locally based on the need of the Education Line Office.
Applications received in response to an open continuous announcement will be
placed in an applicant supply file. A certificate from an open continuous
announcement may not be issued less than seven days from the opening of the
open continuous announcement. A published list of open continuous
announcements is an integral part of the applicant supply system. Local
employment needs based on employee turnover rates or hard to fill positions
govern the types of positions listed. The published list may be issued as
often as necessary but as a minimum shoulé be updated at least annually. The
title of each position, salary range, and locations, will be included on each
listing and the dates applications will be accepted. This list is not a
vacancy announcement, but merely lists the positions for which open continuous
announcements have been issued.

11.9 Qualifications. Applications will be rated for eligibility using ‘l.'
established QIEP education job categories, including appropriate state .
certification. The recruiting office is also responsible for determining that
appeintees meet the appropriate requirements on age, citizenship, physical
condition and suitability.

J

11.10 Forms used.
The following forms will be used to apply for contract education positions.

A, Standard Form 171, "Application for Federal Employment, * or QF-612,
"Optional Application for Federal Employment” or a personal resume will be
used by applicants when applying for contract positions within the OIEP. If
the OF-612 or personal resume is used, an OF-306, "Declaration for Federal
Employment” must accompany the application.

B. Form BIA-4432, "Verification of Indian Preference in BIA or IHS
Only," must be attached to the application if Indian preference is claimed.
Applicants claiming Indian preference, who do not attach a valid Form BIA-4432
will be treated as non-Indian applicants.

C. Copies of college transcripts may be used to rate the applicant for
basic eligibility. However, an applicant cannot be appointed without official
transcripts on file.

D. Copy of State certification, if applicable.
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11711 Rating/Interviewing Applicants.

A. All applications will be rated qualified or not qualified using
established OIEP education position qualification standards and appropriate
state certification. The position, job category number, and pay level for
which the applicant is eligible will be recorded on the rating form used by
the rater. Depending on recruitment method, applicants rated qualified will be
placed on a certificate of eligibles or added to the Applicant Supply File.
Applications from non-qualified applicants will be returned to the applicant.

B. Rpplicants must be interviewed by the school supervisor or
education line officer prior to selection. If a personal interview cannot be
arranged, a telephone interview is acceptable.

C. All selected applicants will be provided an SF-85P, Questionnaire
for Public Trust Positions, and the SF-87, Fingerprint Chart, to complete
pricr to appointment. Failure to complete and submit the required forms by
the date specified by the appropriate OIEP official will render an offer of
employment or an appointment null and void.

11.12 Referring Applicants.

A. Upon request for a certificate of eligibles, the administrator of
the applicant supply file or specific vacancy announcement will prepare the
certificate{s) of eligible applicants. The certificate(s) listing fully
qualified applicants will be referred, with applications, to the selecting
official for review and consultation with the School Board. Separate
certificates will be issued for applicant supply file applicants and specific

vacancy announcement applicants when both are requested. When the school bheoard

or tribal governing body has requested that both Indian applicants and non-
Indian applicants be referred, separate certificates will be issued for Indian
and non-Indian applicants as well,

B. The Tribal Governing Body or the local School Board, if delegated
such authority by the Tribal Governing Body, may waive Indian preference on a
case-by-case basis. In order to refer non-Indian applicants, the Tribal
Governing Body or the local School Board, if delegated such authority by the
Tribal Governing Body, must submit in writing a request for such referrals.
This request may be written to apply to all vacant positions or to specific
positions only.

11.13 Selecting Current Employees for New Positions

A. When a current employee ig selected for a position at the same or
lower pay level, and the new position is to start during the current contract,
the approval of both the appropriate school boards is required for release,
The affected school supervisors will negotiate with their respective school
boards to establish a release date. 1f the releasing school board does not
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agree to this action, the employee may not accept the new position due to the
prohibited reappointment provisions of Pub. L. 95-561 as amended.

B. When a current employee is selected for a higher paying position,
this is a valid reason to "break" the current contract and a new contract may
be offered. In these situations an employee should not be held for more than
30 days to the current contract. This is an exception to the prohibited

reappeintment provisions.

11.14 Establishment of Education Positions. The following common education

positicns are established:

Assistant Dormitory Manager

Assistant Principal

Assistant Superintendent for
Education

Business Manager/Technician

Chief School Administrator

Clerk |,

Clinical Psychologist

Clin. Treatment Ctr. Director

Counseling Psychologist

Counseling Technician

Cultural & Traditional Leader

Department Head

Diagnostician/Psychometrist

Dormitory Manager

Education Aide

Education Specialist

Education Technician

Facilities Manager/Engineer

Facilities Specialist/Tech.

Homeliving Asst./Night Atten.

Homeliving Specialist

Housing Manager

Librarian

Occupational Therapist

Physical Therapist

Principal

Principal Teacher/Head Teacher

Psychiatrist

Recreation Assistant

Recreation Specialist

Recreation Therapist

Registrar

Schocl Banker

School Bus Driver

School Cook

School Counselor

School Kitchen Helper

Schoocl Janitor

School Maintenance Specialist

School Maintenance Worker

School Psychologist

School Social Worker

School Social Worker-Sub. Abuse

Secretary

Security Guard

Speech Pathologist

Student Services Director/Spec.

Substance Abuse Coun. Specialist

Supply Coordinator

Teacher

Training Instructor

Tutor/Substitute Teacher/
Classroom Monitor

A. Parenthetical modifiers may be added to any of the above titles to

clarify areas of responsibility.

B. Several eﬁucation positions may involve such significant supervisory
responsibilities that a supervisory prefix or suffix is reguired.

e
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¢. Further description of the above positions will be found in the Job
Categories and Qualifications Handbook.

11,15 Policy for establishing education positions.

A. The Director shall establish the kinds of positions required to carry
out the Bureau's education functions. No position shall be established or
continued for which funds are not available or for which there is not a
clearly demonstrable need and intent for it to carry cut an education
function.

B. Positions established for regular school operations shall be
restricted to school year or progran duration. Particular care shall be taken
to insure that year-long positions are not established unless they are clearly
required and involve essential 12-month assignments.

C. Education Line Officers are hereby delegated the authority te
establish education positions in approved job categories for education iine
offices and schools under his/her jurisdiction.

D. New job categories may be established only by the Director. To
request a new job category, an Fducation Line Officer must submit to the
Director a proposed definition and statement of qualifications in the same
format as existing job categories. Justification and ratiomale must also be
submitted to support the establishment of the new category. 1f approved, the
position category and qualifications will be issued for inclusion in the
Fducation Position Categories and Qualification Handbook or will be authorized
for a specific position only, at the discretion of the Director.

11.16 Staffing Patterns. Education standards mandated by 25 U¥.8.C. 2001 and
2002 shall serve as the primary basis for the establishment of staffing
patterns. The staffing pattern at the local school is established through the
1ocal financial plan. Therefore, local school supervisors will consult with
their local boards in establishing the staffing pattern at the school. The
school staffing pattern will insure program effectiveness, acadenic
achievement, and student welfare.

11.17 Organization charts. Education Line Qfficers are responsible for
insuring the maintenance of current organizational charts and functional
statements. Organizational charts must show the position number, pay level/
grade, series OT job category, and title for each funded position and will be
signed by the school supervisor, school board, and appropriate Education Line
officer. No personnel action will be processed unless the position involved is
covered by an organizational chart approved by the appropriate Education Line
Qfficer. Charts must be submitted for review and approval to the appropriate
rducation Line Office by December 31 annually. Upon approval, a copy will bhe
provided to the servicing personnel office.
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11.18 Policy on Appointment of BEducators.

A. The OIEP shall, in consultation with school boards, issue employment
contracts each year for employment in education positions at the Education
Line Office and school levels.

B. Absence of local school boards. Where a local school board has not
been established, or where a school board is not operational or fails to meet,
and the local school board is required to be given a notice or reguired to be
consulted by statute or this manual, the official involved shall notify or
consult with the agency school board serving the tribe(s) to which the parents
of the Indian children attending that school belong, or, in that absence, the
tribal governing body(ies) of the tribe(s) involved.

C. Supervision not delegated to school boards. School boards do not have
authority to direct, control, or interrupt the day-to-day activities of BIA
employees carrying out Bureau-operated education programs.

D. Correspondence. It is the responsibility of the appropriate education
line office to respond to general and congressional correspondence regarding
vacancies, appointments or selection of applicants for contract positions in
the Office of Indian Education Programs.

11.19 Responsibility of the Appointing Official.

The appointing official as identified in 11.20 has the responsibility to
insure that the individuals are selected within the context of Federal Law.
He/she shall consult with the appropriate school board prior to making an
appointment. Prior to notifying the selected applicant, the appointing
official must assure that the selection conforms to the appropriate
procedures, including reference checks. The appointing official is also
responsible for establishing the reporting date for a new employee.

11.20 Appointment of Educators.

A. Local School Emplovees.

(1) - School employees shall be appointed only by the school
supervisor. Before the individual is employed, the school board shall be
consulted concerning the recommendation of the school supervisor. An
individual's appointment may be finalized only upon receipt of a formal
written determination certified by the local school board under such
uniform procedures as it may adopt. Written determination by the School board
should be received within a reasonable period, but shall not exceed 30 days.
Failure of the school board to act within this period shall have the effect of
approving the proposed appointment. The local school board shall use the sane
written procedure to disapprove an appointment.

(2) The schoel supervisor may appeal to the Education Line

10
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Officer any determination by the school board concerning an appointment. A
written statement of appeal describing the action and the reasons the
supervisor believes such action should be overturned must be filed within 10
days of receipt of the action from the local school board. A copy of such
statement shall be submitted to the school hoard and the board shall be
afforded an opportunity to respond, not to exceed 10 calendar days, in
writing, to the appeal.

{(3) After reviewing such written appeal and response, the
Education Line Officer may, for cause, overturn the action of the local school
hoard. The Education Line Officer must within 10 calendar days transmit the
determination of the appeal (in writing) to the pboard and to the supervisor
identifying the reasons for overturning the action. Failure to act within the
10 calendar day period chall have the effect of approving the local school
poard's determination.

B. School Supervigors.

(0 School supervisors may be appointed cnly by the Education
Line Officer. The local school board shall be consulted before the schoecl
superviser is employed. The appointment may be finalized only upon receipt of
a formal written determination certified by the l1ocal school board under any
uniform procedures as it may adopt. Written determination by the local school
board shall be received within a reasonable period, but not to exceed 30
calendgar days. The noard shall use the same procedure to disapprove an
appointment. Failure of the board to act within this period shall have the
effect of approving the proposed appointment.

{2} Within 20 calendar days of the local school board's
determination concerning an individual's appointment, the Education Line
Officer may appeal to the Director by filing a written statement describing
the determination and the reasons the supervisor pelieves the determination
should be overturned. A COPY of the statement shall be submitted to the local
cchool board and the board shall be afforded the opportunity to respond, in
writing, within 10 calendar days, to such an appeal .

(3) The Director may reverse the determination for cause set out
in writing to the echool board. Within 20 calendar days of the school board's
response, the Director shall transmit the determination of the appeal to the
board and to the Education Line Officer identifying the reasons for
overturning the board's determination. Failure by the Director to act within
the 20 calendar day period of receipt of the appeal with all relevant
documentation shall have the effect of approving the local school board's
determination. :

C. zZducation Line Office Emplovees

{1 Appointments to Education Line Office positions may be made
only by the Education Line Officer. The agency school board shall be

11
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consulted before the Education Line Office employee is employed, and the
appointment may be finalized only upon receipt of a formal, written
determination certified by the agency school board. Written determination by
the school board shall be received within a reasonable pericd, but not to
exceed 30 calendar days. The board shall use the same written procedure to
disapprove an appointment. Failure of the board to act within this period
shall have the effect of approving the proposed appointment.

{2} Within 20 calendar days of receipt of the Agency school
board's determination concerning an individual's gppointment, the Education
Line Officer may appeal to the Director by filing a written statement
describing the determination and the reasons the supervisor believes the
determination should be overturned. A copy of the statement shall be submitted
to the agency school board and the board shall be afforded the opportunity to
respond, in writing, within 10 calendar days, to such an appeal.

(3) After reviewing the written appeal and response, the
Director may, for cause, overturn the determination of the agency scheool
board. Within 20 calendar days of the board's response, the Director shall
transmit the determination of the appeal (in writing) to the board and to the
Education Line Officer identifying the reasons for overturning the
determination. Failure by the Director to act within the 20 calendar day
period of receipt of the appeal and associated documentation shall have the
effect of approving the board's determination.

11.21 Prohibited Reappointments.

A. A contract employee who voluntarily terminates his/her employment
before the end of the contract shall not be appointed to another Bureau
education position during the term of the current contract.

B, A contract employee will not be deemed to have voluntarily
terminated his/her employment before the expiration of his/her current
contract if one of the following conditions exist:

(1) When a contract employee accepts employment at a Bureau
school/Education Line Office in another geographic location as long as he/she
does not move to the new location prior to the expiration of the current
contract.

(2) When a contract employee accepts employment at another
school/ Education Line Office education office and secures approval from
his/her school board to be released from his/her current contract, the
employee may then move to the new location before the end of the current
contract. When this happens, the current school supervisor shall contact the
new supervisor and establish a mutually agreed upon reporting date.

(3) When a contract employee is selected for a contract position
at a higher pay level.

12
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11.22 Types of Contracts. Contracts may be year long, school year, short-term,
temporary or provisional.

A. vYear long contracts will run one year from the date of
appointment, except the initial contract will terminate June 30 of the
contiract year, resulting in all ensuing contracts beginning on July 1 of each
succeeding year. Full time year-long employees will work the normal work week
for the complete contract year (2087 hours). Particular care will be taken to
insure that a year-long position is clearly needed and the situation
absolutely demands & 12-month assignment. The Education Line Officer shall
approve the establishment of all year long positions.

B. School year contracts will be for the school year or that portion
remaining of the current school year. Depending on the beginning and ending
dates for the school as established by the approved school calendar, the
employee will normally be in pay status for 180 student instructional days,
not more than 10 administratively determined work days, mot more than nine
federal holidays, and not more than 17 administratively determined
non-instructional school vacation days for a total of not more than 215 days.

{1) Where & school calendar is established for other than 2158
days, the school supervisor, with the concurrence of the school board, may
increase or decrease the employees' school year contract from 205 days minimum
to 225 days maximum.

(2) If a school calendar for less than 205 or more than 225 days
is requested by tne school supervisor and the school board concurs, the
Education Line Officer may authorize contracts for more rhan 225 days or less
than 205 days.

(3) An employee who is hired after the beginning of the school
term will be in pay status beginning with the employee's first day of work
through the final day of the contract.

{4) The school gsupervisor, with the approval of the School Board,
will plan the school calendar including all school vacation days and national
holidays. This calendar for the next school year will be approved by May 1 of
each year. :

(5) Recurring positions of less than 48 consecutive weeks but at
ieast 32 consecutive weeks in length will be filled as school year contracts
even though the term of the contract may not coincide with a standard school
year. For ezample, @ grounds keeper might be employed from March 1 to October
31.

(6) School year contracts for teachers, counselors and homeliving
specialists indicate fewer days of employment than other contract employees

- because these contracts include no paid school vacation days.

13
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C. Short-term Contracts.

Short-term contracts may be issued under two conditions:

(1) Short-term contracts may be made when there are circumstances
where immediate action is necessary and it is impossible to consult with the
school board. Short-term contracts will be made in accordance with the
following procedures:

(2} The length of the short-term contract will not exceed 60
days, or the next regularly scheduled school board meeting, whichever comes
first.

(ﬁ} If the school board meets and does not take action on
the individual in question, or the board does not meet, the short-term
contract may be extended only for the duration of the school year.

(c) It shall be the responsibility of the school supervisor
to insure the appointee meets all qualification requirements and fully inform
the local school board of all short-term contracts. Failure to do S0 may be
cited as reason to discharge the school supervisor.

(d) A short-term contract must be terminated if the school
board does not concur with the action or when the appointment is no longer
needed. This action is not grievable. Short-term contracts may not exzceed the
school year, and may not be renewed or extended into a new school year.

{2) Short term contracts for temporary advancements, for
workshops, for summer employment, and to extend a school vear contract may be
issued only with the prior concurrence of the school board. Short term
contracts for summer employment and workshops will be paid at the preceding
contract rate for the length of the short-term contract. Short-term contracts
for temporary advancement may be made until the end of the regular contract
term. Short-term contracts may be used for the following and must have prior
consultation with the school hoard.’

(a) Temporary advancement - Employees who are temporarily
advanced must be fully qualified and will be paid at a rate commensurate with
their qualifications.

(b) Summer employment ~ When the duties of the summer
employment position reflect a continuation of a current employee's normal job
responsibilities, a short-term contract may be issued for that employee
without advertising for the job. If the summer employment position is a new
position, the job must be advertised and filled in accordance with regular
procedures. . '

(c) Workshops - Educators may be issued a short-term
contract to attend workshops/institutes in order to obtain specialized

14
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training when it is deemed to be beneficial to the government. However, such
short-term contracts may not be issued tc employees needing the course to
attain or retain certification in their current position.

(d) Extension of current contract.

D. Emergency Contracts. The local school board may avthorize the
school supervisor to make an emergency short-term contract for classroom,
dormitory and other positions directly related to the health and safety of
students. When this situation exists, emergency short-term contracts may be
made in accordance with the following:

(1) If local and agency lists of qualified applicants are
exhausted, emergency short-term contracts may be made without regard to
qualifications for the position.

(2) The pay level will be based on the qualifications of the
individual rather than the qualifications for the position if the
qualifications of the individual are lower than the requirements of the
position.

(3) Sixty days after the emergency appointment date, the school
supervisor will determine if qualified individuals have been placed on the
local or agency lists. If there is no qualified individual, the school
supervisor, with school board concurrence, may issue ancther emergency
short-term contract for another 60 days. Emergency contracts are limited to
the end of the current school term. If a gqualified individual on the list
accepts the position, the school supervisor must terminate the emergency
short-term contract at the time the gqualified individual is appointed.

E. Restricted Contracts.

(1) Temporary Contracts.

(a) There may be circumstances where a specific position is
needed for a period of one year or less. For example, when an education
program has only one year of funding or it is necessary to fill a position
pbehind an employee who is on extended sick leave OT leave without pay, a
temporary contract may be used. The procedures for application and selection
of an individual for a temporary contract are the same as for a year long or a
school year contract including meeting all job category qualifications and
requires the same school board approval as a year long or school year
contract. If required for the completion of the activities specified in the
original announcement, 2 second contract may be issued for one additional year
or school year with schocl board concurrences.

(b) Temporary contracts may be terminated at any time. Such
action is not subject to approval of the school board and is not grievable.

15
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(2) Provisional Contracts.

{a) A provisional contract may be utilized for an individual
who does not qualify fully in a professional position either by state
certification requirements or the requirements in Job Categories Handbook.
Provisional certification or other limited certificates from the state are not
considered full certification. A provisional contract may be issued only after
it is determined that no available individual meets all state and/or QIEP
requirements. The provisional contract may be of year long or school year
duration. Provisional contracts require consultation and approval by the
appropriate school board.

(b) A provisional contract may be utilized for a status quo
employee converting to contract who does not meet state certification or
licensure requirements or the requirements of the Job Categories Handbook.
This conversion to contract must be approved by the appropriate school board.

{c) Any employee on a provisional contract is required to
make satisfactory progress toward meeting full state certification and/or the
Job Categories Handbook requirements. Satisfactory progress will be ocutlined
in an addendum to the basic contract. This addendum is an agreement
between the school supervisor, the employee and the school board and signed
along with the provisional contract. Normally, a minimum of six semester or
nine quarter hours will be reguired each year until the requirement is met. If
a state requires more than the minimum hours, the higher requirement will
prevail. The cost of meeting the requirements is the responsibility of the
employee.

{d) In the case of meeting education job category ezperience
requirements, a full school year of satisfactory performance in all critical
elements will be considered as one year experience.

(e) If the employee fails to meet the requirements of the
provisicnal contract, his/her employment will be terminated. Such termination
cannot be grieved or appealed.

(f) When a State grants some type of provisional, temporary
or restricted certification, a new or renewal provisional contract will not be
issued if the employee fails to meet the State's requirements and the State
cancels or denies further certification. If such cancellation or denial occurs
during the school year, the contract will not be renewed but will be
terminated at the end of the contract term unless the employee obtains
certification prior to the end of .the school year. Such termination cannot be
grieved or appealed.

F. Types of Contract Appointments.

(1} Full time appointments will be made for most positions, which
required full-time work performance. Full time appointments are normally 40
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hours per week. However, any position requiring more than 32 hours per week on
a regularly scheduled basis will be considered full time. Pay will be based on
actual hours worked, whether the position is paid on an hourly or daily rate.
These contracts may be of year long or school year duration.

(2) Part-time appointments will be made for situations requiring
less than full-time work performance. The employee will have a pre-scheduled
regular tour of duty of not less than 16 hours per week nor more than 32 hours
per week. These contracts may be of year long or school year duration.

{3) Intermittent appointments will be nade for situations where
work occurs either on an irreqular basis or is scheduled for less then 16
hours per week. These contracts may be of year-long or school year duration.

11.23 Status Quo Employees in Education Positions. Status quo employees shall
be continued in their positions under the terms and conditions of that
appointment with no change in their status or position., The terms and
conditions of their appointments, status and entitlements are determined by
excepted service requlations and procedures.

A. gtatus quo employees are entitled to receive any changes in
compensation attached to the position {(i.e., RIF, promotion to the £ull
performance level of their position, cost of living increases, within grade
increases and/or guality increases, etc.).

B. An involuntary change in position shall not affect the current
status of status quo employees. Assignment as a result of reduction in force
is considered to be involuntary and does not constitute a change or conversion
to the contract system. guch reassignment during RIF, however, regquires
appointment by the supervisor and written concurrence by the school board both
for the reassignment and for the retention of status guo condition. If the
school board disapproves such an appointment, the sypervisor may appeal the
disapproval in accordance with the procedures set forth in 11.20.

C. Status quo employees who maintain career-seasonal status may take
temporary employment with their current organization oT with another
organization during the period of time that they are placed into a non-pay
status, such as during the summer months. This does not constitute dual
compensation. Such employment will not endanger the employee's right to return
to his/her permanent base position and retain the "status guo” condition. All
appointments for summer activities or training sessions are made by a short-
term contract. Status quo employees return to status quo condition at the end
of the short-term contract when returning to their base position at the start
of the next school year.

11.24 Conversion of Status Quo Employees to Contract Pgsitions.

A. Status quo employees may request in writing to the school
supervisor or Fducation Line Officer, as applicable, that their position be
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converted to contract. The appropriate school board will be consulted for a
determination on whether such individual should be permitted to convert to a
contract; if the determination is to approve the request, a contract will be
issued.

B. For schoocls such as off-reservation boarding schools, where the
school boards do'not hold regular monthly meetings, this provision can be met
by the school supervisor or Education Lime Officer, as appropriate, contacting
each board member within 30 days of the request to convert and informing each
nember of the status quo employee's request to convert their position to a
contract educator position. If verbally approved by the required majority of
the members, the conversion will be considered approved and a contract can be
issued. At the next official school board meeting, this action will be
ratified, so entered into the official board minutes, and the contract signed
by the board.

11.25 Probationary Period,

A. The probationary peried is an extension of the examining or
appointment process, during which & careful review is made of an employee's
character and ability to satisfactorily perform the duties of the position. It
provides the supervisor an opportunity to measure actual job performance on
the job against his/her assessment of the emplovee's potential at the time the
employee was selected. It also provides the supervisor with the opportunity
to recommend non-renewal of a contract during the probationary period should
the employees’ performance fall short of expectations and job requirements or
for cause. In addition, a probationary employee may be terminated at any time
during the term of a contract. Termination is accomplished by providing
written notice to the employee two weeks prior to the effective date of the
termination. The school board must be notified of the termination, but school
board approval is not required.

B. The probationary period begins with the first day of a continuing
appointment to & contract and ends after three full consecutive contract
appointments with satisfactory performance and/or conduct in the same or
comparable position. If the employee is hired before October 1 of the contract
term, this contract term will count as the first year of probation. If the
employee is hired on or after October 1, this contract term does not count as
the first year of probation and the employee will remain on probation for the
following three contract terms.

C. Employees who transfer to a comparable position (e.g., language
arts teacher at school A to language arts teacher at school B} prior to the
completion of the three year probationary period shall serve a new three year
probationary period. Employees who transfer to a comparable position after
completing a probationary period will serve a one year probationary period in
the new position.

D. Employees who resign and are at a later date reappointed to a
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contract position will serve a new three year probationary period upon
reappointment.

E. Employees who are promoted or appointed to a different type of
position {e.g., from Head Teacher to Principal, or from language arts teacher
to elementary teacher) will serve a new three year probationary period.

F. Short-term or {empOoIary contracts do not regquire an employee to
serve a probationary periocd. The time an employee SeIves under a short-term oOr
temporary contract does not count as service time toward completion of a
probationary period. For example, an employee is initially appointed to a
temporary contract. At the end of the contract term, the employee is selected
under normal recruitment procedures for a continuing contract term. The
probationary period for this employee begins on the effective date of the
appointment to the second centract.

G. Employees appointed to continuing part-time contracts exceeding 22
hours per week receive service credit toward completion of the probationary
period for time spent in such a contract regardless of the tour of duty. .
Therefore, after three consecutive contracts as described in B above
in a part-time position, the employee will have served the full probationary
period.

H. Termination of a contract during the prebationary pericd for any
reason is not grievable OT appealable.

1. Status guo employees who convert in their existing position to the
contract system are not required to serve a probationary period under this
part.

11.26 Contract Renewal /Non-renewal .

A. The school supervisor or Education line Officer shall notify the
appropriate school board not less than 90 calendar days before the end of the
school year (as determined by the school calendar and not by the end of the
contract) which school year and year long education contracts are recommended
for renewal and which are not recommended for renewal . -

B. 1f the school board disagrees with the recommendations, the board
will submit, within 25 calendar days, a8 formal, written certification of its
deterninations to the school supervisor or the Education Line Officer., as
appropriate.

C. 1f board determinations are not received within the 25 calendar
days, the school supervisor or the Education Line Officer, as appropriate,
will issue to contract employees the required notification of intent to renew
{or not to renew) contracts based on his/her original recommendations to the
school board, no later than 60 calendar days pefore the end of the school
year. This date is the same whether employees are on school year contracts oOr
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on year long contracts.
o D. If the school board submits its determinations within the 25
calendar days, the school supervisor or Education Line Officer, as
appropriate, shall implement the Board's determinations.through issuance of
the required notice of renewal or non-renewal no later than 60 calendar days
before the end of the school year, or shall appeal the determination of the
school board to the Education Line Officer or Director, as appropriate, who
will make a determination in accordance with the appeal procedure in E below.

E. When a disagreement exists between the school supervisor or
education line officer and the school board, every Precaution must be taken to
ensure a resolution before the 60 day deadline to notify the employee of
renewal or non-renewal. When thig cannot be accomplished, the employee shall
be notified of the Board’'s decision at the time the 60 day notice is providead
to the other employees that the supervisor has appealed the school board
determination and that the notice is subject to change as a result of the
appeal.

: In such disagreements, the school supervisor or Education Line
Officer may appeal to the appropriate higher authority (Education Line Offjicer
or Director) describing the action proposed, the board's determination and the
reason{s) the board's action should be overturned. The appeal must be
forwarded within 10 calendar days of receipt of the board's determination. A
copy of the appeal must go to the school board. The board, in turn, has 10
calendar days from receipt of the appeal to forward its response (if any) to
the Education Line Officer or Director. If the Education Line Officer or
Director decides to overturn the board's determination, then he/she must
inform the school board and the appealing supervisor in writing, outlining the
reason(s) for overturning the board within 14 days of receipt of all
information.

F. If the contract is to be renewed, the employee must agree in
writing, within 14 calendar days of the date of the notice, to serve the next
school year in order to comp ete the proposed contract renewal. If the
employee's signed agreement 1s not received by the fourteenth day, the
employee has voluntarily forfeited his/her right of continuing employment and
is deemed to have resigned. This separation is not grievable or appealable.

G. If an individual agrees to serve for the next school year but
fails to report for duty at the beginning of the next school year, the
contract will be terminated and future appointments will be subject to the
restrictions of 62 BIAM 11.21. Such automatic terminations/resignations are
not grievable or appealable.

H. A contract renewal offer which changes the contract from full-time
to part-time or from year-long to school-~year is not an involuntary change in
position subject to reduction in force procedures nor is it an adverse action.
Alternately, a contract renewal offer (for the same position) which changes
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the contract from part-time to full-time or from school-year to year-long is
not an involuntary change in position and does not require re-competition.
Thus, such offers are neither grievable nor appealable.

I. Supervisors are responsible for verifying that employee's state
certifications are current. Employees whose certification expires during a
non-pay, non-duty period, such as between school year contracts, must provide
a copy of the new certification prior to the start of the new school year.
Employees are responsible for assuring that they maintain required state
certification. Failure to maintain certification is grounds for termination
for failure to meet the gualifications of the position.

11.27 Contract Non-Renewal Procedures.

A. A notice of intent to non-renew 2 contract for a non-probationary
employee must be igsued at least 60 days before the end of the school year as
shown on the school calendar. The notice should include a general statement of
the reasons for not renewing the contract but need not give specific reasons.
Though the reasons may include items which may be related fo cause O
performance, a non-renewal is not a discharge. Non-renewal of a contract is
not a discharge, regardless of the reason(s) for non-renewal, and will not
follow the discharge procedures. Non-renewal is neither grievable nor
appealable, other than as described in this section. The procedures described
nerein apply only to non-probationary employees. probationary employees have
no right of appeal.

when a disagreement exists between the school supervisor oI education
1ine officer and the school board, the school supervisor or fducation Line
officer may appeal to the appropriate higher authority (Education Line Officer
or Director) as described under 11.26E.

B. In these processes No more than a substantial standard of
evidence, as defined in 11.3CC, shall be required to sustain the reason(s) for
a non-renewal determination. A procedural error chall not be grounds for
overturning a non-renewal determination unless the employee shows *harmful
error" (error by OIEP in the application of its procedures which, in the
absence or cure of the errox, might have caused the Education Line Officer or
Director to reach a conclusion different than the one reached). The burden is
upon the employee to show that, based upon the record as a whole, the error
was harmful.

C. Once the non-probationary employee receives the 60 day written
notice of pon-renewal which states the general reason(s) for the non-renewai,
the following appeal procedures will apply:

(1) The employee may request an informal hearing before the
school supervisor, education line officer oOr the school board, whichever
- recommended non-renewal, within 10 calendar days of receipt of the notice. if
the employee does not request this hearing, there is no further appeal.
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{(2) If so requested, the informal hearing will be held within 30
calendar days of receipt of the reguest. At the informal hearing, the employee
may only provide evidence and documentation addressing the reason(s) for the
non-renewal. Since the hearing is informal, the employee must present his/her
own case. He/she may not designate a representative to present the case,
though he/she may of course consult a representative. The proceedings of the
informal hearing will be summarized and an official written summary of the
hearing will be maintained by the responsible school supervisor or education
line officer.

{3) The school supervisor or education line officer will send a
written determination to the employee within seven calendar days after the
informal hearing. If the school board held the hearing, it must notify the
school supervisor or education line officer of its decision in writing within
five days of the hearing; the school supervisor or education line officer will
officially notify the employee of the school board's determination after
receipt of the board's decision. A

(4} If the employee is not satisfied with this determination, the
employee may request an administrative review by the next higher management
official within 10 calendar days of receipt of the decision from the informal
hearing. In most cases, the next higher management official is the Education
Line Officer. However, when the employee is a school supervisor or an
Education Line Office employee, the Director is the next management level.

(5) Prior to making a decision, the official responsible for the
administrative review must obtain the written summary of the informal hearing
from the informal hearing official(s); no hearing is conducted as part of the
administrative review. The official will send a written decision to the
employee within 20 calendar days of receipt of the request for review, the
hearing summary and other supporting documents. Failure to act within this 20
day period will automatically sustain the initial determination made at the
informal hearing. If the decision overturns the decision of the informal
hearing official(s), a written statement specifically stating the reason(s)
for overturning the decision will be sent to the informal hearing official(s)
within the same 20 day period. This completes the administrative review
process for non-probationary employees.

11.28 Temporary Advancement and Details.

A. Temporary Advancement of Contract Employees. A contract education
employee, who meets all the requirements of the appropriate job category,
including experience, education and state certification, may be temporarily
advanced, with compensation, to a higher level contract position. This
requires consultation with the appropriate school board and is implemented by
a short-term contract up to the end of the original contract. An employee
temporarily advanced retains his/her employment status as specified in the
original contract. Upon return to the lower pay level, his/ber salary will be
at the rate specified in the original contract unless the contract changes "..
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during the period of the tempOTary advancement. In this case, the employee
will be paid at the new rate.

B. petails of Contract Employees

{1) Contract education employees may pe detailed to other approved
job categories for a period that will not exceed the duration of their
original contract. Details may be processed by the supervisor only after
school hoard consultation.

(2) Details to undescribed duties may pe made for a 120 day
period, Or the end of the contract term, whichever is shorter, by the school
supervisor. The Education Line Qfficer may approve one 120 day extension of
this detail. B statement of duties nust be provided to the employee which
describes job responsibilities during -the detail period.

{3) If an egmployee is detailed to a higher level position and
subsegquently temporarily advanced in the higher level positicn, the total time
spent on the detail and temporary advancenent chall not exceed the end of the
employee's original contract.

(4} Details of more than 30 days will be documented on 2 sF-52,
Request for personnel Action. Details of less than 30 days will be documented
by memorandum.

(%) Aﬁ employee is not reguired to meet any of the requirements of
the position for a detail. -

(6) Details of contract employees tp positions not subject to
contract may be finalized only with the approval of the Assistant Secretary -
Indian Affairs. Employees appointed under pub. L. 95-86l1 are appointed under
the excepted service. Excepted service employment is not interchangeable with
competitive service. Requests, including an SF-52 and information on
experience, education and state certification, must be submitted to the Qffice
of Indian Education Programs, Central Office, at least two weeks prior to the
proposed effective date.

C. TempOIary Promotion of Status Quo Employees to Contract Positions.
By law, all vacant education positions must be filled under the contract
educator system. 1f a status quo employee is temporarily promoted to a
contract education position or to a highex graded status quo position, the
promoted employee loses his/her status quo condition. His/heT previous
position pecomes subject to contract, and the employee's return to this
position by accepting a contract is subject to school board approval.

D. Details of Status Quo Employees to Contract Positions. b status
quo employee, however, may be detailed to contract education positions.
Petails to the same OF lower grade may be made in increments of 120 days up tO
one year; extension beyond one year requires the approval of the Assistant
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Secretary. Details to a higher grade are limited to 120 days within a 12 month
peried.

11.29 Voluntary Service.

A. An Education Line Officer or school supervisor may, subject to the
approval of the school board concerned, accept voluntary services on behalf of
Bureau schools from the private sector. Acceptance of these voluntary services
may be delegated to the school supervisor and includes voluntary services of
individuals, students, or groups.

B. Volunteers may be accepted without regard to the normal
appointment process and may participate in the volunteer program to fill an
identified need. They are individuals or members of groups with specific ‘
skills and/or interests who will perform a specific function or type of work
without compensation (salary or wages). All voluntary services shall be for
non-hazardeus activities where public services, special projects, or school
operations are improved and enhanced. In no case shall any part of these
regulations be construed to require contract or status quo employees to work
without compensation or to allow the use of volunteer services to displace or
replace Federal employees. Every volunteer must have a designated supervisor
who is a paid staff member and who will be directly responsible for the work
the volunteer performs. If appropriate, a volunteer may act as a supervigsor of
other volunteers provided the supervisory volunteer is under the direct
supervision of a paid staff member. Volunteers may not supervise Federal
employees,

C. Voluntary Services Agreement. When voluntary services are used, a
voluntary service agreement must be developed and shall include as a minimum,
the responsibilities of the school board, the volunteer(s), the school
supervisor or education line officer, and, when approprizte, the educational
institution (for student teachers).

(1) The agreement shall also include a statement indicating that
the volunteers are not considered Federal employees for any purpose other than
Title 5 U.5.C. Chapter 81, dealing with compensation for injuries during the
performance of work assignments, federal tort claims provisions published in
28 U.8.C. Chapter 171, Department of the Interior Regulations governing
Responsibilities and Conduct, and all Federal travel regulations.

(2) Parental/guardian approval is required for any volunteer under
the age of 18 years old.

D. The agreement is to be signed by the school supervisor, school
board, volunteer (or a representative, for a group of volunteers), and a
rTepresentative of the education institution, when appropriate. Each signer
will also list a telephone number for use in emergencies.
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E. Volunteer Qualifications. Volunteers do not need to meet specific
job requirements such as those identified in the job Categories and
Qualification Handbook. If the volunteer is a minor, the school must comply
with State or local laws and standards regarding the employment of minors, and
a parent ox guardian must sign the agreement. Volunteers must be physically
able to perform the work they volunteer to do. The Education Line Officer or
school supervisor may require & physical examination at any time if there is a
gquestion regarding the volunteer's ability to perform the assigned duties.
Volunteers must also undergo appropriate background checks if they will be
supervising children £or more than three days.

F. Forms Regquired. For volunteers assigned duties involving work with
children where no Federal employee will be present, an application or
resume; an OF-306, pDeclaration for Federal Employment; an gF-87, Fingerprint
Chart; and an SF-85P, Questionnaire for Public Trust Positions, will be
required. For all other volunteers, proof of special gualifications is
required when necessary; e.g., proof of training prior to operating power
equipment. Physical examinations may also be required in some instances.

The school will retain the volunteer job description, agreement
form, copy of the application and a copy of the completed forms, with any
other pertinent documents, in individual volunteer folders for three full
years after the completion of the voluntary services.

G. Volunteer Work Assignments. Volunteers can be utilized in any and
ail parts of the education system. All levels and types of skills can be
utilized and almost any type of work can be performed as long as the work
performed by 2 volunteer does not displace or replace any paid employee.

(1) The following constraints must be conéidered when assigning
work responsibilities to volunteers:

{a) A volunteer must never be required to perform any type
of work which he/she is not adequately trained to do, does not feel
confortable doing, OT iz not willing to do.

{p) Volunteers who are assigned to operate machinery,
equipment or vehicles (such as power shop tools, lawn mowers, conmputers,
tractors o1 buses), must first have demonstrated their proficiency of that
equipment oI vehicle to the satisfaction of the immediate supervisor. All
applicable age restrictions relating to the operation of machinery, equipment
and vehicles must be applied. In addition all state licensing requirements
must be met before a volunteer is allowed to operate any vehicle. Volunteers
may not transport children.

{c) Volunteers may not assist in any 1aw enforcement

_activities orT related activities that may place them in & 1ife-threatening
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situation.

(d) Supervisors must ensure that all volunteers are aware of
and observe all safety requirements. If questions regarding safety arise,
supervisors must consult with the appropriate Bureau safety officer before
assigning a volunteer a specific duty.

(2) Specific assignments may be developed locally. Volunteer
agreements must clearly identify all duties and responsibilities for each
volunteer and the volunteer must have signed and receive a copy of the
agreement prior to beginning work. Volunteer agreements may be amended as
needed.

H. Benefits and Protection. Volunteers receive the benefits and
protection of the Federal Employees Compensation Act (5 U.5.C., Chapter 81)
and the Federal Tort Claims Act {28 U.S.C. Sections 2671-2680) and are
considered to be Federal employees for those purposes only. These two acts
provide the following benefits and protection:

(1) Federal Emplovees Compensation Act.

(a) Volunteers are entitled to first aid and medical care
for on-the-job injuries as well as hospital care when necessary. When travel "-\
is necessary to receive medical care, transportation may be furnished and/or
the travel and incidental expenses associated with it may be reimbursable.
When death results from an on-the-job injury, burial and funeral expenses, not
to exceed $800, may be paid. In addition, other compensation benefits may be
approved by the Office of Workers Compensation Programs on a case~by-case
basis. Obvicusly, volunteers do not receive compensation for lost wages.

(b) A volunteer who suffers an on-the-~job injury and desires
to file a claim for compensation should contact his or her immediate
supervisor. The supervisor is responsible for helping the volunteer obtain
and complete the proper forms and must certify the authenticity of the claim.
The supervisor then submits the claim to the servicing personnel office for
processing.

{2) Federal Tort Claim Act -~ This act provides a means to award
damages arising from claims against the Bureau of Indian Affairs for injury or
loss of property or personal injury or death caused by the negligent or
wrongful act or omission of any employee of the BIA while acting within the
scope of his or her office or employment under circumstances where the BIA, if
a private person, would be liable to the claimant in accordance with the law
of the place where the act or omission occurred. Volunteers are offered the
protection of the Act for personal liability as long as they are within the
scope of their assigned responsibilities.
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(3) Because of the coverage that volunteers receive, it is
imperative that they operate gnder written agreements, containing specific
information on the type of work they are assigned to do. This is necessary in
case questions arise about whether & volunteer was acting within his or her
assigned responsibilities.

1. Employment of Family Members &as Volunteers. Family members and
relatives of Buread employees may serve as volunteers as long as both the
Bureau representative signing the agreement and the immediate supervisor of
the volunteer are not related to the volunteer.

J. Travel and cther Expenses of Volunteers.

(1) Volunteers may be reimbursed forT out-of-pocket expenses
incurred as 8 result of their volunteer activities, such as expenses for
supplies, gasoline, local transportation costs, local telephone calls, etc.
neimbursement for such incidental costs are meant to offset the yvolunteer's
personal cost of volunteering and is not meant 1O function as a salary. The
decision to reimburse incidental costs and the amount of the reimbursement is
made by the school supervisor OT Fducation Line Qfficer as appropriate.
payment of incidental costs to volunteers can generally be paid irom imprest
cash funds. A detailed record of reimbursement costs ghould be maintained for
each volunteer for future reporting purpeses.

(2) Payment of travel and per diem expenses to & volunteer on a
particular aseignment must be supported by 2 specific travel authorization and
cannot exceed the cost of employing a pemporary employee of comparable
qualification at the school for which a travel authorization is congidered.
The school supervisor or Education Line officer decides the amount of the
reimbursement with the concurrence of the appropriate school board. Payment is

made in the same manner as for reqular employees.

K. annual Report. All school supervisors must submit rTeports on
volunteers to the Education Line Officer by July 1 of each year for the
preceding gchool year. Reports should contain gufficient information that will
assist the Education Line officer in determining the dollar value and
kind of work contributed to the Bureau of Indian Affairs by volunteers. As a
minimum each report must include:

(1) Number of volunteers by name, age and sex.
{2) Number of hours worked by activity for each volunteer.

(3) Amount spent for incidental expenses per volunteer. Amounts in
excess of 5100 per volunteer per year must be documented.
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(4) Identify by volunteer name and work location any claims for
workman's compensation benefits and amounts paid.

(5) Identify by volunteer name and work location any Tort Act
Claims and amount of benefits paid.

{6) A brief (one or two line) description of major tasks assigned
to each volunteer,

11.30 Citizenship Requirements, An applicant must be a citizen of the United
States or a citizen of territories owing allegiance to the United States to be
eligible for consideration. Citizenship will be verified on the application
and the Employment Eligibility Verification, Form I-9.

11.31 Restriction on Employment of Relatives. An official with appointment
and/or promotion authority shall not advocate, recommend, appoint, employ,
promote, or advance a relative within the Department of the Interior. The term
relative includes: father, mother, son, daughter, brother, sister, uncle,
aunt, first cousin, nephew, niece, husband, wife, father-in-law,
mother-in-1law, son~-in-law, daughter-in-law, brother-in-law, sister-in-law,
stepfather, stepmother, stepson, stepdaughter, stepbrother, stepsister,
half-brother, or half-sister.

11.32 Members of Family. Contracts shall be in compliance with the Department
of the Interior and the Bureau's regulations regarding members of the family.
No more than one member of a family will be employed in the same
organizational unit where one would have immediate supervision over the other
or their employment would reflect adversely upon the Department, exzcept in
emergency situations, such as forest fires, floods, earthquakes, etc. An
exception also may be made in the case of 2 family member at isolated field
stations or where there is a shortage of quarters. Exceptions in these
situations and in other emergencies (e.g., when recruiting efforts have failed
to provide qualified candidates other than a family member) will be made with
the approval of the next higher supervisory level. (See Department of Interior
"Employee Conduct and Responsibilities,")

11.33 Age Requirements. No maximum age requirement shall be imposed for
education positions. The minimum age for appointment is usually 18 years of
age, except for high school graduates (minimum age is 16 years). The minimum
age for those applicants who have Teceived a High School Equivalency
certificate (GED) is also 16 years. This does not include student
work/learning experience curricula, which is exempted from minimum age
requirements. Certain job categories may have higher minimum age requirements.

11.34 Physical Examination Requirements. Generally, employees, excluding
short-term appointees, are required to have a physical examination (at
employee's expense) prior to reporting for duty.
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A, The school supervisor OF fducation Line Qfiicer may make an
exception in an urgent situation where a physical examination cannot be
completed prior to reporting for duty. In such cases, @ time limit of no
longer than 60 days will be allowed during which the examination must be
completed. guch exceptions are rare.

B. 1f an exception has been made and the required medical examination
ig not completed within the 60 days 1imit, the contract will be terminated as
provided by 11.254. Such termination is not grievable or appealable.

C. In certain positions, such as cafeteria employees and bus drivers,
physical examinations must be completed before reporting to duty due to the
safety requirenents of the position. Thig applies to all appointments,
including short-term appointments.

D. For positions where the Bureau requires additional medical
examinations, such as the requirement for annual physical examinations for
school bus drivers, management will bear the cost of those annual physical
examinations.

11.35 State Certification and Licensure. All employees whose positions require
ctate certification oI 1icensure shall be reguired to obtain and maintain
appropriate state certification in the state where employed. The employee
shall be responsible for ensuring that timely action is raken to renew his/her
state certification pricer to its expiration. state certification must be
maintained for any gubsequent contract renewals. Failure to maintain
certification or licensure may result in termination for failure to meet the
minimam qualifications of the position. If course work is reguired for
continued certification and is to be completed during the summer hetween
contract years, the employee must present both proof of completion of course
work and a copy of his/her application for renewal prior to the start of the
next contract yeax. '

11.36 Suitability Disqualifications.

A. Employees in education positions are assigned the task of helping
to shape the lives and future of Indian students. Therefore, an applicant will
pe disqualified haced on suitability when a serious guestion ig raised in
reference to his/her character, reputation and fitness. An applicant may be
denied appointment for any of the fpllowing reasons:

(1) Removal from previous employment for delinguency or
misconduct;

(2) Criminal, infamous, dishonest, immoral OT notoriously
disgraceful conduct;
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(3) Membership in an organization having as its objective the
overthrow of the Constitutional Government of the U.S. by force or violence
and when membership is with the specific intent of furthering that abjective;

(4) Intentional false statements,‘deception or fraud in
completing official forms for appointment;

(5) Refusal to furnish testimony as required by 5 CFR Part 5.31;

(6} Habitual use of drugs (including alcoholic beverages),
affecting job performance;

(1) Any legal or other disgualification which makes the person
unfit for the service;

(8) Separation or termination for cause from any position within
one year of application;

{(9) Separation or termination for performance in a comparable
position within one year of application.

B. In making suitability determinations, the following factors will
be taken into account: the kind of position involved; the nature, SErigusness,
and recency of the conduct; the circumstances surrounding the conduct; the age
of the applicant at the time of the conduct; contributing social or

environmental conditions; and the absence or presence of rehabilitation or
efforts toward rehabilitation. .

C. Elimination of an applicant from employment consideration on
suitability grounds requires a determination by the Education Line Officer
that the applicant's conduct may interfere with his ability to function in the
position or QIEP's ability to discharge its duties and responsibilities. Such
determination will document the existence of a rational and direct
relationship between the conduct of the applicant and nature of the work
involved in the position. ‘

D. Suitability concerns on current probationary employees will be
handled as termination during probationary period. Suitability concerns on
current non-probatiocnary employees must be handled in accordance with 62 BIAM
11.78 through .85, Employee Discipline and Discharge.

11.37 Indian Preference.

A. The Bureau is required by law to give preference to persons of
Indian descent in filling positions, whether through initial appointment or
advancement. Preference will be extended to persons of Indian descent who meet
any one of the following conditions:
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(1) Members of any Federally recognized Indian tribe;

(2) Descendants of such members who were, on June 1, 1934,
residing within the present boundaries of any Indian reservation;

(3) All others of one-half or more Indian blood of Federally
recognized tribes indigenous to the U.S.; and

{4) Eskimos and other aboriginmal people of Alaska;
B. Applicants shall submit a properly completed Form BIA-4432
"Verification of Indian Preference for employment in the Bureau of Indian

Affairs® in crder to be considered & preference eligible.

11.38 Waiver of Indian Preference.

A, Tribal governing bodies, or school boards with written delegation
of such authority from the tribal government, are authorized to waive the
Indian Preference laws with respect to a specific personnel action regarding a
specific non-Indian. Such waivers will only be granted on a case-by-case
hasis.

B. The original approval of the waiver and documentation of the
school board's action must be included on the right side of the employee's
Official Personpnel Foldex.

c. A copy of the waiver will be maintained in the certificate file,
including supporting documentation, such as the tribal/school board action.

11.39 Special Retirement eligibility for Non-Indians Employed by the Bureau
Prior %to December 21, 1972. Non-Indians employed by the Bureau of Indian
Affairs will be covered by Pub.L. 96-135%, "Early Out Retirement for Non-
Indian," if:

A. They have 25 years of service at any age or 20 years service and
are at least 50 years old or they are separated inveoluntarily (except by
removal for performance or misconduct) during the 2 year period before they
meet the age and service reguirements, and

B. They are not entitled to Indian preference, and

C. They have been employed continuously since December 21, 1972, by
the Burean of Indian Affairs, a tribal organization, or any combination
thereof; and

D. They are separated or retire within 10 years after they meet the
age and service regquirements.
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E. Employment in a tribal organization may be considered for purposes
of paragraph (3) above only if the employee was employed by the tribal
organization after January 4, 1975, and immediately before such employment,
he/she was employed by BIA. At the time of such employment, the employee and
the tribal organization must have been eligible to elect and did elect to have
the emplovee retain coverage as provided by the Indian Self Determination Act.

F. If the tribe or school board waives Indian Preference on behalf of
a non-Indian employee, the non-Indian employee forever loses higs/her
retirement eligibility under Pub. L. 96-135, if they were entitled to such
early-out retirement. If the tribe or school board grants such a waiver, a
memorandum for the record will be prepared on BIA stationery, signed by the
employee and placed on the permanent side of his/her Official Personnel
Folder, along with a cepy of the tribal waiver.

11.40 Egqual Employment Opportunity. It is the policy of the Bureau to fill
vacancies, within the scope of Indian preference, with the best qualified
available persons without discrimination because of race, color, religion,
sex, national origin, age or physical/mental handicap. This policy shall also
apply to selections made for the volunteer services program.

11.41 Veteran's Preference. Veteran's preference does not generally apply to
contract positions. In a reduction-in-force situation, however, veteran's
preference does apply to contract educators. All employees claiming veterans
preference must have on file in their OPF a DD-214 or other proof in order for
veteran's preference to apply in the event of a RIF.

11.42 Involuntary Furlough. There may be occasions during which it is
necessary to place an employee in a non-disciplinary, non-pay status; this
may be due to such events as the forced closure {condemnation) of a building
or shortage of funding. Such furloughs will be effected through the same
procedures as are used for disciplinary actions but will clearly indicate the
non-~-disciplinary nature of the action.

Career seasonal employees in the Bureau may not be placed on furlough
for more than four weeks within the same calendar year without the consent of
such employees, unless the following two conditions are met:

A. The school supervisor or Education Line Officer (after any appeal as
described below) with the approval of the school board, determines that a
longer period of furlough is necessary due to an insufficient amount of funds
available for personnel compensation at the school, as determined under the
financial plan process. The school supervisor or Education Line Officer may
appeal to the Education Line Officer or Director, as appropriate, any refusal
by the school board to approve any recommendation of the supervisor.
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B. With the exception of principals and clerical employees, all career
ceasonal educators at a school location are placed on furloughs of equal
length.

As an authorized exception to these requirements, the school supervisor,
with the approval of the school board (or the Education Line Officer upon
appeal under paragraph 1) may continue one oT MOre career seasonal educators
in pay status if they: (1) are needed to operate summer programs, (2) attend
summer training sessions, OF {(3) participate in special activities, e.g.. 8
curriculum development committee. The opportunity to participate in such
activities shall be advertised and competed for.

pzanple: The principal and school board make a budget decision to
provide a summer program for students needing remedial attention.
The number of students represents 20% of the school enrolliment.
The Principal then advertises for the number of specialty teachers
needed, aids, cooks, food service workers, janitors, motor vehicle
operators etc. All employees in these job titles are eligible to
apply regardiess of their appointment status; i.e., status quo
career seasonal OT school year contract.

11.43 Reduction-in-FoIrce.

A, Contract education enployees are covered by the provisions of
chapter 35 of Title 5. Existing OPM requirements apply to RIF actions
affecting contract education positions. Non-renewal of a contract does not
Tequire reducticn»in—force'(REF). '

B. There may be circumstances when, because of budgetary and/or
progran conditions, reduction in staff may be necessaly. When an inveoluntary
change in position becomes pecessary as 8 result of budget and/or program
conditions, reduction-in-force action must be jpnitiated. In addition, when &
tribal organization initiates or pProposes action to either contract or enter
into a grant of gchool or agency operations which will result in displacement
of Bureau personnel, RIF procedures will be used.

c. A change in work schedule from full-time tO part~timé or from year
long to school year contract during the term of a contract is an involuntary
change in position and is subject to RIF. Such a change at contract renewal 1s
not an involuntary change in position and is not subject to RIF. :

D. Education management 1S responsible for determining and
identifying staffing needs. gchool supervisors and Education Line Officers are
in a position to know their gpecific program needs. Advice and technical
assistance may be requested from the Personnel Office put only education
management will make a program decigion.
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E. Good management dictates very careful review and adherence to
staffing patterns established under 62 BIAM 11.17. Effective dates for
reduction-in-force action should, as nearly as possible, coincide with the end
of the school year. In this way, disruption during the school year can be
minimized.

F. Approval for RIF.

{1) The Director is responsible for granting approval to conduct
reductions-in-force involving education positions. Requests for
reductions-in-force for all education positions will be forwarded by the
Education Line Officer directly to the Central QOffice OIEP for approval; all
Tequests must be approved by the appropriate school board prior to submission.
A courtesy copy of the request must be provided to the appropriate Personnel
Office to allow them to begin planning.

(2) The approval for RIF will be forwarded by Central Office
OIEP to the Educatior Line Office and servicing Personnel Office for action.
Upon receipt of the approval, the servicing personnel office will proceed with
the reduction-in-force and prepare the official notification to the
employee(s).

G. Reassignment of Nen-Indians during RIF. ' A

(1) The Secretary, Under Secretary or Assistant Secretary -
Indian Affairs is responsible for making the determination and approving any
Tequest to reassign an individual who is not entitled to Indian preference
when reassignment is deemed necessary in a reduction-in-force. All requests of
this nature will be submitted by the Education Line Officer, through the
Director, to the Chief, Division of Personnel Management, for submission to
the Assistant Secretary - Indian Affairs, prior to the initiation of any
action.

(2} A non-Indian who meets Pub. L. 96-135 eligibility, will not
lose his/her retirement eligibility when reassigned by use of reduction-
in~-force procedures. Reassignment will require consultation with the
appropriate school bwvard and application of the provisions of 62 BIAM 11.20 A,
B or C as applicable. '

H. Conducting the RIF.
(1) Contract employees in education positions under Pub. L. 95-561
and status quo employees shall be separated in accordance with veteran's
preference and Indian preference laws.

(2) The competitive area will be restricted to the school or
Education Line Office in which the reduction occurs. Schools and Education
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Line Offices are each separate competitive areas and employees do not conpete
with each other. They also do not compete with any other BIA office.

(3) Competitive 1evels only centain positions in that job
category. A competitive level contains either status quo Or contract
employees; status quo and contract employees do not ccmpete against each
other.

(4) Employees within each competitive level will be released
according to the computation of their total years of Federal Service. In a
RIF, employees will receive service credit of 12 years for a "rResults
Achieved: rating of record for each of the previous three years. Employees
will receive no service credit for a "Resulis Not Achieved." The employees
with the least amount of service will be separated first.

(5) Retention registers will be established by job category and
pay level except for those employees on the Qverseas teacher/Counselor pay
schedule (These employees in pay levels 11 through 17 and 21 through24 will be
combined on the retention register by service computation date and job
category, but NOT pay jevel.)as follows:

priority I1I - AD Veterans with 30% or more compensable disability

Indian Preference eligibles
Non-Indians

priority 111 - A Other Veterans

indian Preference eligibles
Non-Indians

priority 111 - B Non-Veterans

Indian Preference gligibles
Non-Indians '

Release shall be made in the following order:
Priority III - B Non-Veterans

Non-Indian
Indian Prefereunce gligibles

priority III - & Other Veterzans

Non-Indian
Indian Preference eligibles
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Priority III - AD Veterans with 30% or more compensable disability
Non~Indian
Indian Preference eligibles

I. The following procedures are set forth for these separations:
{1) Advance Notice. Each competing employee is given a written

notice at least 60 days prior to the effective date of the RIF action. This
requirement may be satisfied by:

(a) A written specific RIF notice issued at least 60 days
before the RIF effective date. A specific notice is submitted to the Union 5
days prior to the issuance to the employees. The specific notice must contain

as a minimum:
(1) The specific RIF action to be taken;
(ii) The effective date of the RIF action;

(1ii) The employee's competitive areda, job category
subgroup, service computation date, pay level and annual performance rating;

(iv) The place where the employee may inspect the
regulations and pertinent records to his/her case;

(v) How his/her position was affected as a result of
the reduction-in~force:

(vi) The employee's appeal or grievance rights.

{2) Appeal Procedures. The employee, upon request, will be
provided full and impartial review of the reasons for and procedure used in
effecting the RIF action. Employees may use the procedures outlined in 62 BIAM
11.82 through 11.90 or the negotiated agreement, as applicable,

{3) Qut-Placement Procedures. Out-placement for bargaining unit
members will be in accordance with the appropriate negotiated agreement.
Assistance to place non-bargaining unit employees will be in accordance with
Department of Interior or Bureau policy.

(4) Retirement during RIF. There are three possible opportunities
for retirement with immediate annuity under RIF. These options apply only
after an employee receives a specific notice of separation.

(2) An employee is eligible for an immediate annuity under
optional retirement if:
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(1} he/she has been employed one year under the
retirement system in the 2 year period immediately preceding the separation on
which the annuity is based; and

(ii) meets one of the following conditions:

e age 62 and 5 years civilian service

e age 55 and 30 years of creditable
service, including 5 years of civilian service

e age. 60 and 20 years of creditable service,
including 5 years of civilian service

{b) There is a second Discontinued Service retirement which
ig effective during a RIF. Under this option an employee may retire earlier
than under normal optional procedures. Eligibility,requirements for this
option are that the employee meets either of the following conditiocns:

(1) age 50 and 20 years of creditable service,
including 5 years of civilian service; OF

(iL) 25 yearé of creditable service, including 5 years
of civilian service, regardless of age.

{c) & thirxd fetirement possibility is under P.L. 96-135.

This option is described in 62 BIAM 11.39.

(d) General conditions.

(1) For each year under age 55, the employee's annuity
is reduced by 2% per year. An apnuity determined in this way is not increased
when the annuitant reaches age 55, :

(ii) An employee may apply for opticnal retirement at
any time. An employee must have a specific ‘'written notice that he/she faces
involuntary separation before a resignation may be accepted as involuntary and
gqualifying for discontinued service retirement.

(iii) All discontinued service retirement applications
are made after receipt of RIF notice and are effective by close of business on
the last day of the notice. The same holds for a contract educator's
discontinued service retirement.

_ (iv) Eligibility for discontinued service retirement
does not extend to an employee who has declined a reasonable offer to another
position in his agency which is not lower than 2 grades or pay levels below
his/ber current grade and is in the employee's same commuting area.
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11.44 Severance Pay. Severance pay is an amount of money paid to an eligible
employee when he/she is separated through no fault of his/her own. Severance
pay for contract educators is payable only as a result of reduction in force.
Non-renewal of a contract, or abolishment of a position during the
probationary period, does not establish eligibility for severance pay. Removal
for cause or performance also does not establish eligibility for severance
pay.

A. An eligible employee in the Bureau must meet one or more of the
following criteria:

(1) Full-time, part-time or seasonal

(2) Exzcepted service for the ERIA

(3) on an indefinite appointment in an excepted service.

(4) a continuing contract education employees

(5) has not declined an equivalent position in the competitive area

(6) is not on Presidential appointment in an excepted service or in a
Schedule C position

(7} is not eligible for an immediate annuity.

B. A probationary employee or an employee appointed under a temporary
or short term contract is not be eligible for severance pay when he/she is
involuntarily separated from the service, even if the reason for separation is
RIF or failure to accept a transfer of function.

C. Employees appeinted on contracts for less than a full school term,
~ temporary employees on school year or year long contracts, or employvees who

have received a rating of "Results Not Achieved” are not eligible for '
Severance pay.

D. A basic severance pay allowance is computed on the basis of one
week's basic pay at the rate received immediately before separation for the
first 10 years of service and two weeks pay for each year over 10 years of
service. An age adjustment allowance is computed on the basis of 10% of the
total basic allowance for each year of age over 40 years at the time of
separation. .

Regardless of the amount of severance pay computed, the total severance
pay cannot exceed one year's pay at the rate received immediately before
separation. Severance pay is paid every two weeks in the same amounts as
before separation until the total is paid except for the final payment. This
payment is simply whatever remains. State and federal income tazes (and FICA
if the employee was subject to FICA at the time of separation) are the only
deductions from severance pay.

1i.45 Moving Expenses. Moving expenses will be paid in accordance with
applicable rules and regulations for moves from one position to another within
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the Bureau of Indian Affairs, subject to availability of funds and approval by
the appropriate school board. Travel will not be paid to a non-BIA employee
who accepis & contract education position. Education Line Officers, in
consultation with the respective school bhoards, may waive regulations
regarding repayment of monies paid to an employee for travel and
transportation (including that for immediate family, household goods and

.personal effects) when the employee is geparated from the service for reasons

beyond the employee's control. The request for a waiver will be initiated by
the employee.

11.46 Restoration to Duty. School year and year long contract education
employees are entitled to restoration rights for employees who perform
military duty or who sustain compensable injury as provided in 5 CFR Part
353.104 and .105, respectively.

A. An employee entitled to restoration must be considered for
advancement as if he/she were currently present for duty. The Education Line
Officer or school supervisor is responsible for establishing procedures to
ensure this consideration.

B. An absent employee must be promoted in hig/her position if the
position is categorized to a higher level as the result of (1) an increase of
duties and responsibilities occurring before the employee's departure, (2) a
change in a categorization standard, or (3) a correction of a categorization
error. In all other cases, the employee will be accorded consideration for
higher level contract positions in accordance with 62 BIAM 11.4-11.13.

C. The appointing office is generally pbiigated to restore an employee
to an identical contract position for a period of time equal to the time
remaining on the contract he/she left.

D. The order of restoration shall be as follows except when a position
ig held by an employee in a higher retention subgroup or when the

restoration involves physical disgualification or conflicting restoration
rights:

(1) To the position advanced or reassigned to while absent for
compensable injury or military duty;

(2) To the position left bhecause of.compensable injury or military
duty;

(3) To the next pest available position for which the employee
qualifies.

D. Restoration responsibility lies with the local school or Education

~Line Office granting restoration rights. 1f the employee cannot be restored in
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his or her school or Education Line Office, the responsibility extends
Bureau-wide throughout the excepted system. If an employee cannot be restored
in his/her school or Education Line Office, a copy of the action granting
restoration rights and an application with supervisory appraisal and
documentatiocn of efforts taken to restore within the local school aor Education
Line Office will be forwarded by the Education Line Officer to the Director,
for dissemination and coordination with other Education Line Offices.

11.47 Policy on Pay Administration. The rate of pay for a contract educator
position shall be comparable to the rates in effect under the General
Schedule, Coordinated Federal Wage System or Schedule C or E of the Department
0of Defense Overseas Educators Comprehensive Schedule for Educators and
Specialists, as appropriate, unless such position has been identified,
documented, and approved for a special pay differential by the appropriate
authorities. Pay of supervisors shall be set at that increment of their pay
level which would establish their rate of pay at least one cent per hour
higher than their highest paid subordinates or at the top of the pay level; a
supervisory staffing differential may apply. :

Al Contract education employees are not subject to pay retention
provisions of the Civil Service Reform Act.

B. Establishment of Compensation Schedules. The Director, shall
establish basic and special compensation schedules as such rates are adjusted
by Executive Order or established as warranted, based on changes in the rates
established under other federal pay systems. The Education Pay Schedule is
comparable to the rates of pay in the General Schedule and Consolidated
Federal Wage System. The Teacher/Homeliving Specialist Pay Schedule is
comparable to Schedule C of the Department of Defense {DOD) Overseas Educators
Pay Schedule for the previous academic year. The Counselor Pay Schedule is
comparable to Schedule E of the DOD Overseas Educators Pay Schedule for the
previcus academic year.

The pay plan designation for education contract positions will be CE for
year-long appointments, CY for school-year, and CS for short-term _
appointments; other appointments (temporary and intermittent) will use the
appropriate CE, CY, or CS designation based on length of contract.

C. Responsibility for Pay Determination. The School Supervisor or
Education Line Officer, or other supervisor delegated such anthority in
writing by the school supervisor or Education Line Officer, is responsible for
determining the appropriate pay level and pay increment for each contract
position for which they are primarily responsible. The pay will conform to the
proper application of the appropriate provisions of this Manual.
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11.48 Development of the Pay Schedules.

A, The following pay schedules are approved for use for contract
education positions:

(1} Education Pay Schedule

{2) Office of Indian Education Programs (QIEP) Teacher/Homeliving
Specialist and Counselor Pay Schedules

B. Education Pay Schednle. The Education Pay Schedule contains nine
pay levels. Each pay level contains a base level which is labeled with the
digits (1. There are 20 additional pay increments which are numbered 02
through 21 consecutively. The hourly rate for the base pay and for the 21st
increment for each level are comparable to the hourly rate for a specific
grade and step of the General Schedule or Federal Wage System. The Education
Pay Schedule will be adjusted as the referenced rates are adjusted by
Executive Order or survey. The pay levels and increments are
computed as follows:

(1) Pay Level 01 {ecuivalent to GBS 2-5 and WG 1-3}.

{a) The base pay is comparable to the hourly rate for the
G5-02, Step 4 cof the General Schedule.

{b} The 21st increment is comparable to the hourly rate for
the G8-05, Step 10 of the General Schedule.

{c) The hourly rate for increments 2 through 20 is computed
by averaging.

(2) Pay Level 02 (equivalent to G5 5-7 and WG 4-7).

{(a) The base pay is comparable to the hourly rate for the
GS-05, Step 5 of the General Schedule.

(b) The 21st increment is comparable to the hourly rate for
the G5-07, Step 10 of the General Schedule.

{c) The hourly rate for increments 2 through 20 is computed
by averaging.

(3) Pay Level 03 (equivalent to GS 7-9 and WG 6-11}.-

{(2) The base increment 0l is equivalent to the hourly rate
for the G5-07, Step 1 of the General Schedule.

(b) Increment 21 is comparable to the hourly rate for the
. G8-09, Step 10 of the General Schedule.
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(c} The hourly rate for increments 2 through 20 is computed
by averaging.

(4) Pay Levels 04-09. Pay Levels {4 through 09 are comparable with
the hourly rates of the GS-i0 through GS-15 of the General Schedule,

{a) Pay Level (4: The base increment 0l and increment 21 are
comparable to $5-10 Steps 1 and 10 of the General Schedule respectively.

{b) Pay Level 05: The base increment 0l and increment 21 are
comparable to GS~11 Steps ! and 10 of the General Schedule respectively.

(c) Pay Level 06: The base increment 01 and increment 21 are
comparable to GS-12 Steps 1 and 10 of the General Schedule respectively.

(d) Pay Level 07: The base increment 01 and increment 21 are
comparable to the GS-13 Steps 1 and 10 of the General Schedule respectively.

(e} Pay Level 08: The base increment 01 and increment 21 are
comparable to the G5-14 Steps 1 and 10 of the General Schedule respectively.

{(f) Pay Level (9: The base increment 01 and increment 21 are
comparable to the GS-15 Steps 1 and 10 of the General Schedule respectively.

(g} Increments 2 - 20 for Levels 04-09 are computed by
averaging.

C. Teacher/Homeliving Specialist and Counselor Pay Schedules. QIEP's
Teacher/Homeliving Specialist and Counselor Pay Schedules are adopted from
Schedules C and E of the Department of Defense (DOD) Overseas Educators
Comprehensive Schedule for Educators and Specialists respectively and consist
of seven pay levels with 18 increments each. The rates of pay are identical to
the preceding year's DOD Schedule C and E, with the rate of pay divided by 199
to determine the daily rate of pay.

(1) These schedules apply only to positions titled teacher,
counseler or homeliving specialist. Parenthetical modifiers (e.g., teaching
specialty) may be added, as may the word "supervisory” when appropriate and
Necessary.

{2} The OIEP Teacher/Homeliving Specialist Pay Schedule consists
of seven pay levels, 11-17, Placement im each level is determined by the
employee's education level. All degrees must be in education or a related
field to be counted. Alternately, a bachelor's degree in any field with 24
serester hours in education will be accepted as equivalent toz bachelor's
degree in education; none of the hours used to meet this alternate requirement
will be counted as additional hours (above the bachelor's degree) even if they
are credited by the university as graduate hours. Graduate hours above the
bachelor's degree must be in education or the teaching field in order to be
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credited. The education levels are as follows:
tLevel 11 - Bachelors degree in education or related field

Level 12 - Bachelors degree plus 15 semester hours of related
graduate work

Level 13 - Bachelors degree plus 30 semester hours of related
graduate work

Level 14 - Masters degree in education or related field

Level 15 - Masters degree plus 15 semester hours of related
graduate work

Level 16 - Masters degree plus 30 semester hours of related
graduate work

Level 17 - Earned doctorate in education or related field

(3) The OIEP Counselors Fay ¢chedule consists of four pay levels,

21-24. Placement in each level is determined by the employee's education

level. Master's degrees must be in counseling or a related field. Alternately,

(W a master's degree in any field including 24 graduate semester hours in

guidance and counseling will be accepted as a substitute for a master’'s degree
in counseling; none of the hours used to meet this alternate requirement will

be counted as additional hours (above the master's degree) even if they are
credited by the university as graduate hours. Graduate hours above the
master's degree must be in counseling or a related field (such as substance
abuse) in order to be credited. The education levels are as follows:

Level 21 - Masters degree in counseling or related field

Level 22 - Masters degree plus 15 semester hours of related
graduate work

Level 23 - Masters degree plus 30 semester hours of related
- graduate work

Level 24 - Earned doctorate in counseling or related field

11.49 Determination of Pay Increments.

A. Limitations of Pay. A position may be subject to specific pay

limitations within the appropriate pay level. Any such limitations shall be
included in the Job Category and Qualifications standard. No other limitations

apply.
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B. Factors affecting all pavy schedules,

(1) Education and Training.

{(a) To be creditable, education and training must he
received from and credited by an institution of higher education accredited by
a recognized national or regional accrediting organization (recognized by the
U.S. Department of Education) and must be directly related to education, the
teaching/counseling field in which employed, or technical area{s} related to
the position. The school supervisor or Education Line Qfficer will make the
final determination on creditability. Apprentice, journeyman and master crafts

licenses must be issued or recognized by the U. S, Department of Labor or the
state where employed.

(b) Graduate Hours and Degrees. Graduate hours and degrees
must be directly related to the position to be credited for pay. The term
"related graduate work” means directly related to the field of education or
the employee's teaching or counseling field, or, for technical, administrative
and support staff, to areaf{s) directly related to the position, and/or
included in a graduate degree plan from a university in the related field. All
hours to be counted as graduate hours by the Bureau must be credited as
graduate hours by the university. The school supervisor or Education Line
Officer, as appropriate, will be responsible for determining whether the work
is both related and graduate. Graduate hours taken {0 meet the requirements of
a provisional contract appointment are not creditable for pay purposes.

(c) Documentation of Educaticn and Training. To receive
credit for education, an individual shall have an official copy of his/her
transcript(s) from a nationally or regionally accredited institution{s) on
file with the schoecl supervisor and a copy in the Personnel Qffice by October
1. Student copies are not acceptable. The supervisor shall forward a copy to
the Personnel Office to be included in the employee's Official Personnel
Folder. Increments cannot be given if supporting transcripts are not on file
with the Personnel Office. Quarter hours of college work will be converted to
equivalent semester hours by multiplying by two~thirds (2/3).

(2) Creditable Experience. In most cases, only elementary or
secondary experience, gained after receiving the minimum required degree and
in a position essentizlly identical to an approved professional job category,
may be credited for basic gqualification and/or pay purposes for professional
positions. General elementary experience (grades K-5) is not creditable for
secondary positions (grades 9-12); secondary experience (grades 9~12) is not
creditable for elementary positions (K-5). Both elementary and secondary
experience are creditable for grades 6, 7 and 8.

Preschool experience, post degree and in a position essentially

identical to an approved job category, may be credited only when the employee
is hired for a preschool or kindergarten teaching position.
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Post secondary experience is not creditable for elementary or secondary
positions, but is only creditable for adult educator positions.

Minimum gualifying ezperience is not experience for pay; if the
experience is used to qualify for the position, it may not be used for pay
" increments.

Non-professional experience for non-professional positions must have
been in a closely related, equivalent position (as determined by the school
gsupervisor or education line officer) and comparable to the same or higher pay
level.,

An employee hired after the effective date of this section may receive
up to five pay incremenis of experience, at the rate of one pay increment for
each full calendar or school year, as appropriate, for work experience
acquired prior to accepting a contract position., Credit for prior experience
applies only to the ipitial full or part time, year long oOr school year
contract.

Intermittent employees may, over several years, accumulate a significant
number of hours worked. If these intermittent employees are subsequently hired
for a full or part-time position in the same job category, they will receive
experience credit for a school year if they have accumulated 1720 hours or for
a full year after 2080 hours in pay status. Unless they have accumilated 1720
or 2080 hours, as appropriate, intermittent employees selected for full or
part-time positions are treated as new hires in determining pay.

(a) For experience gained in a schocl setting in school year
position, such as classroom and dormitory positions, prior experience will be
credited for school year empleyment of 24 consecutive weeks or more. A full
school year appointment of at least 316 consecutive weeks in administrative
positions may be credited as a year's service for applicants being rated for
year long positions.

{b) For other related experience not in a school setting or
not in a school year appointment, prior experience will be credited for
calendar year employment on a month by month basis. A minimum of a 6 hour day
may be credited as full-time experience if the employer considered it to be
full-time.

(3) Prorated Pay. Employees on a school year contract, or status
gquo employees subject to furlough, may elect to have their basic pay prorated
over a 12-month period. Such election must be made within 30 days prior to the
beginning of the school term. An employee may further elect to be paid in one
lump sum at the end of the school term for the remaining amount of basic
compensation otherwise due for the school term, provided notice is given at
least four weeks prior to the end of the school ternm.
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{a) The election may be changed once during the school year
prov1ded notice is given by the first pay peried in January.

(b) Employees are required to make an election annually. No
employee shall suffer a loss of pay or benefits because of electing to have
his/her pay prorated.

{4) Employee Benefits and Tax Withholdings. Contract employees are
entitled to fringe benefits and their salaries/wages are subject to tax and
other deductions prescribed by Federal, State and local laws.

(a) Continuing employees such as full~time and part-time
yeadr long and school year employees, are entitled to retirement, life
insurance and health benefits. Retirement, health benefits and life insurance
coverage for school year employees continue when they are placed on non-pay
status or occupy a short-term contract during the summer months. Employees
must elect to be covered for health and life. .

(b) Non-continuing employees, such as short-term employees,
temporary employees, and intermittent employees are not entitled to
retirement, life insurance, or health benefits. However, temporary employees
become eligible for earollment in the health benefits program after one
continuous year of employment, excluding any break in service of five days or
less. These employees must register to enrcoll within 31 days after becoming
eligible. Temporary employees on school-year or year-long contracts are
entitled to leave, while other non-continuing and intermittent employees are
not entitled to leave.

(c) ARll wages are subject to local, State and Federal tax
deductions, as applicable; deductions for health and life insurance benefits
as authorized; and retirement or FICA deductions, as applicable. Withholdings
for life insurance and health benefits will be prorated for school year
employees. Deductions will not be made for life and health insurance for
school year employees who continue on short-term contracts for workshop or
summer employment. Retirement and FICA deductions are not prorated. Service
credit for retirement automatically extends over periods in a non-pay status
which do not total over six months in any calendar year.

C. Education Pay Schedule Increments. Employees paid under the
education pay schedule receive pay increments in addition to the base for
their pay level at the time of the initial contract and each subsequent
contract based on the following criteria:

- Prior ezperience
- Contract renewal incentive
- Incentives for education

After the initial appointment, increments are added only at time of contract
renewal.
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(1) Calculation of proper increment. To calculate the proper
increment that an employee is to receive, determine the number of increments
for which the application and accompanying transcripts qualify. Then, add this
number of increments to 01, the base increment.

fxample: A clerk qualifies for three increments in the prior experience
category and one increment for education, for a total of four
increments: the proper increment and level would be 01/05, or Level 1
increment 5.

(2) Prior Experience. As described in 11.49B(2).

(3) Education Incentives. Employees paid on the Education Pay
Schedule may qualify for education incentives based on related post-secondary
education. To be creditable, education and training must be granted by an
institution of post-secondary education accredited by a recognized national or
regional accrediting organization (recognized by the U. S. Department cof
Education) and must be directly related to education or in technical area(s)
related to the position. Completion of formal apprentice training, Jjourneyman
licenses and master crafts licenmses are credited as described below.

For vocational/trades instruction not reported in semester hours,
successful completion of a full time certificate program will be converted to
semester hour equivalents at the rate of five semester hours credit for each
month of full-time instruction (approzimately 8 hours per day). Technical or
trades courses not leading to a certificate will be credited at a rate of one
semester hour of credit for each 40 successfully completed
classroom/instructional hours. Credit will not be granted for training not
completed successfully and/or certificates not granted or received.

Employees are encouraged to have courses pre-approved for credit by the
appropriate school supervisor or Education Line Qfficer prior to enrcollment in
order to avoid later disputes over creditability. Such pre-approval must be in
writing to assure creditability.

The number of pay increments listed below for each education level is
the maximum number of pay increments for which an employee shall be credited
for educational purposes. The employee will receive increments for his/her
basic education requirement only in Pay Levels 01 and 02 (group {a) bhelow) or
when a doctoral degree is required for Pay Levels 04 through 09 (group (4)
below).

(a) Employees in positions at Levels 01 and 02, which do not
require a bachelor's degree, journeyman’s license oI equivalent as a minimum
requirement for entrance, shall receive pay increments as follows:

High School diploma or GED 1 increment

HS plus 15 semester hours (or equiv) 2 increments
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HS plus 30 semester hours (or equiv) OR
completion of apprenticeship 3 increments

45 semester hours or eguivalent 4 increments

A.A. Degree OR 60 semester hours
OR journeyman license 5 increments

86 semester hours OR masters license 6 increments

B.S. Degree or 135 semester hours
or equivalent 7 increments

(b) Employees in positions at Levels 03 through 05 which do
not require a bachelor's degree, journeyman's license or equivalent as a
minimom requirement for entrance shall receive pay increments as follows:

15 semester hours or equivalent : 1 increment

30 semester hours OR journeyman license 2 increments

45 semester hours or equivalent 3 increments

A.A. Degree or 60 semester hours a
OR masters license 4 increments '

96 semester hours or equivalent 5 increments

BE.5. Degree or 135 semester hours
or egquivalent 6 increments

(c) Employees in positions at Pay Levels 03 through 06 which
do require a degree, journeyman's license or equivalent shall receive pay
increments for related advanced training or gradvate work/ degrees as follows:

B.S., degree or journeyman's license
plus 15 semester hours 1 increment

B.S. degree or journeyman’'s license
plus 30 semester hours 2 increments

B.S. degree or journeyman's license
plus 45 semester hours OR
Masters degree in related field OR
Masters license 3 increments

Masters degree or master’'s license
plus 15 semester hours 4 increments
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Masters degree or master's license
plus 30 semester hours OR
Completion of approved university
six~year program 5 increments

Masters degree or master's license
plus 45 semester hours OR
Completion of six-year program plus
15 semester hours 6 increments

Farned doctoral deygree . 7 increments

(d) Employees in Pay Level 04 through 09 positioms, which
require a Masters Degree Or higher, or equivalent iicensure or experience,
will qualify for pay increments for related post master's graduate courses/
degrees as follows:

Masters degree plus 15 semester 1 increment

Masters degree plus 30 semester hours OR
Completion of approved six-year programs 2 increments

Masters degree plus 45 semester hours OR
Six year program plus 15 semester hours 3 increments

rarned doctoral degree 4 increments

(4) Contract renewal and longevity increments. Emplovees paid on
the Education Pay Scale who receive a performance rating of "Results achieved”
receive one additional pay increment for longevity at the time a new contract
is issued. In addition, employees with a performance rating of "Results
achieved"” are credited with an additional contract renewal increment for each
of their first four contract renewals. No more than four contract renewal
increments are authorized during an employee's contract educator career.

At the time of contract renewal, an employee may receive one, more than
one, or no increments for contract renewal, not to exceed the top increment of
the pay level, Incentives may be earned for longevity, contract renewal and/or
additional education and will be credited at only at the start of a new
contract as described herein. To qualify for a contract renewal incentive, the
employee musi: (a) be in pay status a minimum of 24 consecutive work weeks,
pot including summer short-term contracts, and (b) must have been rated
"Results Achieved" on his/her summary performance evaluation.

Ezample: An employee in Education Pay Level 03 renewing a contract for
the fourth year may receive one inecrement for renewing, one increment
for longevity, and one increment for an additional 15 related graduate
hours for a total of three increments above the previous contract.
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Movement to another position or to some other type of contract at the
same, higher or lower level during a contract period is not a contract renewal
and incentives are not added. Incentives are added, however, when an employee
moves to another position at the end of his/her current contract if he/she is
otherwise entitled to a contract renewal increment.

D. Office of Indian Education Programs Teacher /Homeliving Specialist
and Counselor Pay Scale Increments. Employees paid under the QIEP
teacher/homeliving specizlist and counselor pay schedules (teachers,
counselors and homeliving specialists) are placed in a pay level based on
their education level and receive pay increments for longevity only. To be
creditable, degrees and graduate hours/degrees must have been earned at a
university accredited by a recognized national or regional accrediting
crganization and must be related to education or the teaching/counseling field
in which employed.

(1) Prior Experience. A teacher, homeliving specialist or .
counselor paid under this pay schedule will be given credit for up to five pay
increments at the rate of one pay increment for each full school vear of
teaching or counseling experience acgquired prior to accepting a fteaching or
counseling position with OIEP; crediting for prior exzperience applies only to
the original full time contract. To qualify as prior experience, the previous
position must have been after earning a bachelor's degree and in a teaching or
counseling position at an appropriate instructional level. Professional
preschool experience is creditable only for preschocl and kindergarten
positions. Elementary exzperience is creditable for grades kindergarten
through eight. Secondary experience is creditable for grades seven through
twelve. Post secondary experience is not creditable except for adult educator
positions, as OIEP has no other post secondary contract positions.
Additionally, no more than three years of teaching experience is creditable as
prior experience for a counseling position.

{2) Longevity Increase. Longevity increases are effective on the
starting date of the contract and are earned at the rate of ome increment for
each full contract year for the first 14 years (increment 2-15); and one
increment for each five contract years to attain increments 16, 17 and 18. To
qualify for a longevity increase, an employee must be in pay status a minimuam
of 32 continuous work weeks, not including any summer short-term contract, and
must earn a "Results Achieved” on the summary performance rating.

11.50 Contract Revision or Adjustment. There may be specific instances where
the amount of compensation outlined in the renewed contract issued prior to
the end of the school year may need adjustment or revision. For example:

A. If the employee has earned additional pay increments or would move to
& new pay level based on education completed after contract renewal but prior
to the beginning of the school term, the employee's contract will be amended
to reflect the new rate of pay. The employee must provide an official
transcript to the supervisor and a copy to the Personnel Office by September
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30 or no increment{s) will be granted until the following contract renewal.
Credits completed during the school year or those not received by September 30
by the supervisor and Personnel Office will not be recognized unt11 the
following contract renewal/school year.

B. Administrative error.

C. Establishment or change of a staffirng differential under 62 BIAM
11.52.

D. Selection from a certificate for another position at a higher pay
level.

E. If an employee is selected by means of a multiple pay level job
announcement, .the employee may not be advanced in his/her position until the
next contract renewal after meeting all the requirements for the next higher

pay level. This may result in an individual spending more than one contract
term at the lower level.

11.51 Pay for Short-term Contracts for School Year Educators.

A. Employees who work on a short-term contract during the summer, the
duties of which are similar to their regular position (e.g., a teacher who
teaches in the summer session), will have their pay set at the previous school
yvear rate. Contract remewzl incentives are not added to this short-term
contract.

BE. An employee on a short-term contract immediately preceding a school
year contract and which is in connection with the new school year contract
{e.g., a coach who must return to school two weeks early) shall have pay set
at the new school year rate which includes contract renewal incentives.

C. Employees who work on a short-term contract during the summer, the
duties of which are not related to their regular contract, will have their pay
set at the level of the short-term position, using the provisions of 11.49,
during the duration of the short-term contract. If at the same level as their
regular position, they will be paid at the preceding contract rate. Contract
renewal incentives are not applied.

D. Status guo employees who work or a short-term contract during the
summer months will be paid at their current rate of pay if the summer job is
in the same or equivalent grade level as their regular position. If the
short-term contract position is higher or lower than the status quo employes's
reqular position, the provisions of 11.49 will apply. Status quo emplovees
will retain their status quo condition when returned to their regular position
at the end of the short term contract.

11.52 Staffing Differentials. A staffing differential may be established to
.help meet essential staffing requirements. This additional differential may be
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approved where staffing problems are caused by either (1) environmental/
working conditions (including higher paid suberdinates), or (2) higher
non-Federal pay rates for comparable levels of work in the nearest public
school, or {(3) both of these factors. Staffing differentials authorized under
this section are changes in basic pay. All differentials must be approved by
the appropriate schoel board, schocl supervisor and the Education Line Officer
or Director as second level supervisor, ezcept that the Director may approve
differentials as first level supervisor when appropriate.

Upon the request of the appropriate school board and the school
supervisor and/or Education Line Officer, the Education Line Qfficer (for
school positions other than school supervisor or agency positions directly
supervised by the Educatior Line Qfficer) or the Director (for school
supervisors or Education Line Office employees) shall establish a staffing
differential not fo exceed 25 per cent of an employee's rate of basic
compensation. Should the Education Line Officer or Director fail to act on the
request by the end of the 60th day after receipt, the request shall be deemed
approved as regquested.

A. Requesting Staffing Differentials. Any request for staffing
differentials from an appropriate school board and the school supervisor or
Education Line Officer shall be submitted to the Education Line Officer or to
the Directer for approval, as appropriate. Each complete request shall be
approved unless {(a) the beginning salary of similar position(s) at the public
school(s) nearest the requesting Bureau scheol /Education Line Office does not
exceed the Bureau's beginning salary for the same position by 5% or (b) the
beginning salary for the pesition is less than 5% more for the same position
and the Bureau schocl cannot decument difficulty in recruiting or retaining
the staff for the position(s). All requests for these differentials will
include the following information where relevant to the staffing problemn,
along with any additional justification considered appropriate.

(1) Requirements for all differentials:

(a) Identification of the position(s) by title, specialty,
and pay level for which the staffing difficulty exists. Specify whether the
staffing problem is one of recruitment or retention based on uvnusually
difficult working or living conditions or the geographic isolation of the work
site.

(b) Current compensation in effect for the positions covered
by the request. This will include pay and any additional compensation
currently authorized, such as a previously authorized staffing differential.

{c} Compensation being paid for comparable positions in the
nearest public scheool(s) that is{are) the primary competitor(s) for
well-qualified educators. In this regard, compensation includes all direct and
indirect payments, such as base pay, housing provided by public school
‘districts, and other pay or pay-related benefits.
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{d) The specific staffing differential that is being
requested. This is a percentage of the base pay. Not every position at a
school needs to be included in the request. In fact, it would be rare for
every position at a school to qualify for the staffing differential.

{e) Documentation of school board approval of the
differential.

(2} Bdditional regquirements for recruitment differentials:

(a) The number of vacant positions, by title, specialty, and
pay level that would be filled immediately if an adequate supply of
well-qualified applicants were available. The number of vacant positions
reported will be those that are ecstablished and funded but unfilled due to
staffing difficulties.

(b) Explanation of recruiting actions taken to attract
well-qualified applicants and the results of those actions; i.e., number of
applications received and the quality of the applicants.

(3 Additional requirements for retention differentials:

(a) Turnover rate by title and/or specialty, and pay level
for the positions for which the staffing difficulty exists. Turnover rate data
will, as a minimum, include one school year. Tt is also desirable to be able
to compare turnover rates with previous school years in order to identify
turnover trends; OR '

(b) A description of the geographic and environmental
conditions that exist at the post of duty if used as a basis of this request.
This will include such factors as climate, isolation, recreation facilities,
opportunities for participation in community and social activities, housing
availability and gquality, and availability and guality of food and other
consumer goods and services; AND

{c) R description of any factors which influence the quality
of work life and the conditions (physical plant, class size, and related
factors) under which the work is performed that may have a bearing on
attracting and retaining a quality work force.

(d) For supervisors where the rate of pay of a subordinate
employee exceeds the top increment of the supervisor's pay level, &
supervisory staffing differential for retention sufficient to raise the
supervisor's pay to one cent per hour above the subordinate employee's pay, up
to 25%, may be granted. This adjustment is based on the subordinate employee's
actual earned hourly rate of pay (or if the subordinate is a teacher,
counselor or homeliving specialist, their modified daily rate), including
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staffing differentials and retained pay, but not premium pay. These requests

- mast also show the affected supervisor's rate of pay, the rate of pay of the

highest paid subordinate and the percentage staffing differential required to
raise the supervisor's pay one cent per hour above the subordinate's pay.

B. Approval or Disapproval of Differentials. The Education Line
Officer or Director shall notify the requesting school supervisor or Education
Line Office when a staffing differential is approved/disapproved. If the
Education Line Officer or Director fails to respond to a request within 60
days of receipt, the request shall be deemed approved. Upon approval or
failure to respond, the school supervisor or Education Line Officer shall
notify the affected school(s), personnel office(s) and payrcll office of the
approval. Payment of differentials shall be retroactive to the date of request
or start of the affected contract(s), whichever is later.

C. Differentials for retention must be requested by September 30 in
order to be effective for the current contract. Requests submitted after
September 30 will be approved for the next contract term. Differentials for
recruitment may be requested at any time prior to issuing a certificate for a
vacancy.

D. Limits on Differentials. Staffing differentials will not exceed 25
per cent of the rate of basic compensation and may be reduced or abolished by
the Director or Education Line Officer upon recommendation of the
appropriate school supervisor or Education Line Officer when the need for a
differential no longer exists or vpon the request of the appropriate school
board. The Education Line Officer shall notify the Union(s), the school(s),
the appropriate personnel office, and PayPers, Denver, Colorado, as
applicable, when a differential is reduced or abolished.

E. Additional Differentials. The Office of Personnel Management, at
the request of the Secretary or his/her designated alternate, may establish
under the provision of Section 5303 of Title 5, U.S.C., a special salary
differential where warranted because of significant staffing problems caused
by higher non-Federal pay rates.

11.53 Premium Pay. Contract educators are eligible for premium pay, including
overtime, compensatory time, night differentials, Sunday pay, and holiday pay.
Premium pay shall be under the provisions of and in accordance with the
applicable rules, regulations and guidelines for Chapter 55 of Title 5,
U.5.C., and the Fair Lesbor Standards Act (FLSA).

A. In order to be eligible for holiday pay, the employee must be in pay
status on the preceding or following scheduled work day, or both. A holiday
the day before the start of the contract or the day after the end of the
contract is not paid,
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B. Contract education employees responding to fire alarms and
subsequently actually engaged in firefighting are entitled to hazardous duty
pay. Responding to a false alarm or attending training does not result in
entitlement to hazardous duty pay since the employee does not actually engage
in firefighting.

C. Fair Labor Standards Act (FLSA)}. All supervisors and all education
positions Level 03 and above shall be exempt from FLSA. All employees paid on
the OIEP Teacher/Homeliving Specialist or Counselor Pay Schedules are also
exempt. All other contract educators are covered by the provisions of the
FLSA.

D. Overtime/Compensatory Time. Contract educators who are eligible
for premium pay, who are not otherwise compensated and who are required to
perform duties after their normal tour of duty may request and be granted
compensatory time in lieu of overtime pay. Earning of either overtime or
compensatory time must be authorized in advance by the school supervisor or
Education Line Officer as appropriate. Compensatory time may be used during
the term of the contract at times when the work will be least disrupted, as
jointly determined by the supervisor and employee. Compensatory time will not
be carried over to the next contract year. This authority is an exception to
the siz-month restriction stated in 370 DM 550 Section 1.7.

{1). The supervisor must approve the use of compensatory time in
advance and may determine when the compensatory time will be scheduled. When
an exigency of the service prevents utilization of the compensatory time
before the end of the current contract, compensatory time will be paid at
overtime rates on the basis of the rate of pay at the time the overtime was
performed.

(2). The Education Line Officer and the school sSupervisor, as
appropriate, are authorized to grant compensatory time for overtime work
approved in advance and performed by employees engaged in education
activities.

(3). Whenever possible, employees shall be permitted to adjust
their work schedules (with prior supervisory approval) to meet their
requirements for religious observance.

11.54 Stipends. All educators, whether contract or status quo, under any pay
schedule, are eligible for stipends for the performance of additional
activities outside the regular tour-of-duty.

A. Stipends may be paid to any educator who performs additional
activities outside his/her regular tour-of-duty which provide services to
students or otherwise support the school's academic or social programs.
Stipends may not be paid for these activities or services if they are carried
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gut during the regular work day.

B. A stipend received by an education employee under this section is
premium pay.

C. Those who are to receive a stipend may elect to receive the
stipend in either of two ways:

(1) in equal installiments over the term of the activity; or

{2} in a lump sum paid the éay period feollowing the completion of
the activity.

D. Stipends must be established and approved by the school supervisor
or Education Line Officer and the appropriate school board in advance of the
activity. All those who are to receive a stipend must submit the required
election to their supervisor, who must forward the form to PayPers for
processing no later than the pay period preceding the start of the activity.

E. Stipend schedules are established by the local school supervisor
or Education Line Officer, with consultation of the employees and the school
board.

11.55 Pay Conversion (Status Quo Employees}. A status quo employvee may
request, under the anthority of 25 CFR Part 38, to conmvert their present
pesition to a contract position, or they may apply on a job announcement. To
convert to contract in his/her present position, an educator must obtain
approval from the school supervisor or education line officer, as appropriate,
and the appropriate schoel board in advance. School boards may approve or
disapprove a request for conversion for any reason and need not provide any
reason for such approval or disapproval. The converting employee will enter
the contract system using one of the following methods (whichever is more
beneficial to the employee):

A, The employee may recejve pay equal to the hourly rate that he/she
is presently receiving in the General Bchedule or Federal Wage System. If the
current rate of pay falls between two hourly rates of the appropriate Pay
Schedule, the employee will receive the higher pay increment; or

B. The employee may receive pay in accordance with the pay
determination procedures of 62 BIAM 11.49, that is, starting with the
appropriate base pay and adding increments for education and experience where
appropriate. All experience in a comparable position within the Bureau is
creditable. In addition, an employee can receive credit for up to five years
of outside experience, if the work is comparable.

C. The limitations of the top pay increment or siep of each pay level
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will not be exceeded, except for those employees with staffing differentials
under 11.52.

11.56 Advancement. The advancement of a contract employee from one pay level
to a higher pay level shall be accomplished in accordance with one of the
following methods, whichever yields the greater benefit to the employee.

A. Education Pay Schedule.

(1) Any educaticon employee may receive pay in accordance with the
pay determination procedures of 62 BIAM 11.49, the same as a new hire,
crediting all Burean experience in a comparable position. Other Federal
experience is counted as outside experience.

(2) An education pay schedule employee issued a new contract and
advanced from one pay level to a higher pay level will receive at a minimum, =
pay increase equivalent to four pay increments of the current pay ievel, or
the base pay of the higher pay level, whichever is greater. If a four pay
increment increase falls between pay increments of the new pay level, the
nigher pay increment will be the new basic rate of pay.

Any increments earned for such reascns as contract renewsal,
additional education, etc., will be added to the employee's present pay level
prior to determining the pay increment entitlement at the higher level if
advancement takes place after the end of one contract period and pefore the
start of another.

{3) The advancement of a status quo employee from his/her current
General Schedule (GS) or Coordinated Federal Wage System (WG, WL or WS) grade
to a higher pay level contract position, as 2 result of selection from a
certificate of eligibles, will be accomplished as follows:

The employee will receive, as minimum, a pay increase equal
to two pay steps of the current General Schedule (GS) pay schedule, six per
cent higher than the current rate of pay under the Coordinated Federal Wage
System or the base pay of the new, higher pay of the Education Pay Schedule,
whichever is greater. If a two pay gtep or six per cent increase falls between
pay increments of the new pay level, the higher pay increment will be the new
basic rate of pay.

(4) An employee hired in a multi-level position {e.g., principal
06/07) will be advanced from the lower to the higher level only at the next
contract renewal after all requirements of the job category are met. Mid-
contract advancement is not authorized.

B. OIEP Teacher/Homeliving Specialist and Counselor Pay Schedules.
There is no advancement within this pay schedule, although there is movement
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between pay levels. Refer to 62 BIAM 11.57 through 11.59 to determine movement
between pay schedules or movement between pay levels.

11.57 Movement Between Pay Schedules. Generally, contract employees appointed
to 2 new position under a different pay schedule are treated as new hires and
"saved pay" provisions do not apply. Where applicable, the provisions of 11.52
may apply.

11.58 Change to Higher or Lower Level. If the responsibilities of an
employee's position change and, as a result of proper application of the
standards of the Education Position Categories and Qualifications Handbook,
the employee's job level is increased or reduced, then the pay shall be
adjusted accordingly at the beginning of the next contract period. Pay Iates
are based on the previous rate of pay as follows:

When an employee is placed in a higher or lower level position for
reasons other than personal request or for disciplinary reasons and pay falls
between increments in the new pay level, pay will be fized at the higher
increment.

11.59 Movement Between Levels on the QIEP Teacher/Homeliving Specialist and
Counselor Pav Schedules. :

A, Employees may move from one pay level to another only at contract l %
renewal. An employee who moves from one pay level to another retains all .
previously earned increments, including the longevity increment for the school

year just completed.

Example: A teacher, level 13/10, completes her masters degree in
December. She remains level 13/10 until the completion of the current
contract. When her contract is renewed for the following school term,
she receives one increment for contract renewal and moves to level 14.
Her new pay level and increment is level 14 increment 11 for the next
school vyear.

B. Under the same conditions and time frames discussed under 11.51,
contracts may be adjusted at the beginning of the contract term for education
completed during the summer,

11.60 Credited Benefits for Current or Former Federal Emplovees.

A. Credited benefits for former contract educators. The determination
of the pay increment of a former contract educator applying for a position of
the same or equivalent level as the prior position will be treated as contract
renewal, and all previously earned increments will be credited to the
employee. Former contract employees appointed to a position at a different
level will receive the higher of 1) their previous hourly rate or 2) the rate
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they would receive as a new hire, not to exceed the top increment of the
appropriate pay level of the new position. An individual separated as a
result of reduction in force after completing 24 weeks in a contract term may
receive contract renewal or performance increments if rehired within one year
in the same type/level positiom.

B. Credited Benefits for Current or Former Federal! Emplovees.

GS - The pay increment of a current or former employee whose previous G5
position was comparable to an existing education job category and who is
appointed to such comparable contract position will be set equivalent to the
current salary of the previous GS position. The adjusted salary must fall
within the salary range of the appropriate pay level and will not exzceed the
top increment. These employees may choose to be treated as a new hire 1f it is
to their benefit. '

WG, WL and W8'~ The pay of a current or former Federal employee whose WG, WL
or WS position was comparable to an existing education job category and who is
appointed to such comparable contract position will be set equivalent to the
current salary of the previous position. The adjusted salary must fall within
the salary range of the appropriate pay level, and will not exceed the top
increment. These employees may choose to be treated as new hires if it is to
their benefit.

Other Federal Pay Systems - Due to the wide variations of such programs and
the unique characteristics of Bureau education positions, there are no pay
comparability credits for positions under other Federal pay systems, including
the DOD educator systems. Such exzperience is counted as outside experience
only. '

11.61 Leave Administration. Leave will be administered on a uniform and
equitable basis within the scope of the law and applicable regulations.

A. Supervisors and managers who are authorized to approve leave regquests
are responsible for ensuring that leave granted is in accordance with the
applicable laws, regqulations and negotiated agreements.

B. Each separate office or school will schedule school vacation leave,
if applicable, in advance at the beginning of the school year by including
thig leave in the school calendar. School vacation leave may only be scheduled
during periods when school is not in session and the students are not in
dormitories. However, such leave may not be scheduled before or after the
instructional year.

11.62 Types of Leave.

A. Personal Leave applies only to school-year employees. Full time
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school year employees receive 40 hours of personal leave. Part-time employvees

scheduled for more than 20 hours per week, and intermittent employees who work
a regular schedule of more than 20 hours per week for at least 16 consecutive

weeks, receive 20 hours of personal leave. This leave is credited provided the
length of the contract ezceeds 24 weeks. No liquidation or carry over of this

leave is authorized.

{1) Authority to Approve: The school supervisor and Education Line
Officer or someone acting in his/her place is authorized to approve personal
leave.

-~

{2) Procedures:

(a) Requests for personal leave will be made through the
immediate supervisor by submission of an 8F-71.

{b) The school-year employee will request the use of this
leave in advance when it is for personal use or personal business (e.g., going
to the bank, etc.). When this leave is requested for emergency purposes (e.q.,
death in immediate family), it will be reguested by the employee immediately
after the emergency is known, if possible, and before leave is taken or as
soon as the supervisor reporis to work on the first official work day.

B, Sick Leave. Sick leave is approved absence due to injury or
illness not related te or incurred on the job and for medical appointments.
For full-time emplovees, sick leave will accrue at the rate of four hours for
each of the bi-weekly pay periods that the employvee is in pay status. For
part-time employees scheduled to work in excess of 20 hours per week, and for
intermittent employees who work a reqular schedule of more than 20 hours per
week for at least 16 consecutive weeks, sick leave is accumulated at the rate
of three hours each bi-weekly pay period in pay status. Sick leave is accrued
during any school year or yvear long contract regardless of actual length of
contract. There is no limit on the amount of sick leave that may be carried
over from one contract year to the next. No pre-credit, advance or liguidation
of sick leave is authorized.

(1) Authority to Approve: The school supervisor or Education Line
Officer or someone acting in his/her place is authorized to approve sick
leave.

(2) Procedures:

(a) Requests for sick leave will be submitted on an SF-71 to
the immediate supervisor. Employees incapacitated due to illness or physical
impairment will notify the immediate supervisor of the incapacitation in
accordance with leave procedures and will provide, upon return to duty,
satisfactory evidence of illness or impairment. For three days or less, the
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employee's statement will suffice unless the restrictions of (c) below are
met. :

(b} A doctor's statement will be required for sick leave in
excess of three consecutive work days. The employee's physician or a
federally-selected physician may recommend, or may be asked to recommend, the
total amount of sick leave necessary.

(c) When it appears that sick leave abuse may be occurring,
the supervisor will provide the employee with counseling on the appropriate
use of sick leave. If the supervisor determines that such -leave abuse has
occurred and that the sick leave abuse has continued after the counseling
session, the employee may be placed on sick leave restriction for six months
and-be required to provide written medical documentation {(a doctor's
statement) for any sick leave taken. The employee will be notified in writing
prior to the counseling session and prior to placement on sick leave
restriction. Repeated abuse of sick leave after initial restriction may result
in further restrictions and/or disciplinary action.

C. School Vacation Leave. Full-time and part-time school year
contract employees paid on the Education Pay Schedule may receive up to 136
hours (17 days) of schocl vacation leave based on their tours of duoty during
the school year for use when school is not in session. School vacation leave
is recorded on the basis of the employee's regular work schedule {(e.g., an
employee scheduled to work 32 hours per week cannot be paid for more than 32
hours per week school vacation leave). The schedule for the use of this leave
ig administratively determined by the approved school or office calendar and
may result in some employees receiving fewer school vacation days/hours than
other employees at the same or other locations. Most calendars include fewer
than 17 days school vacation leave. School vacation leave may not be given
before or after the imstructional year, but only during the instructional
year.

Contract educators paid on the Teacher/Homeliving Specialist or
Counselor Pay Schedules do not receive school vacation leave.

(1) Authority to Approve: The school or office calendar which is
proposed by the schocl supervisor and approved by the local School Board will
determine the dates of the school vacation leave. No other official
action is necessary to approve the leave. Some employees may have special
dates administratively determined for their school vacation leave dates if
they work other than a regular school year or schedule. The immediate
supervisor of these employees will be responsible for determining their leave
dates with concurrence of the school supervisor and approval of the
appropriate school board.

(2) Procedures: The supervisor of the employee will make the
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employee aware of these days and when they are scheduled. No other official
notice or request for leave is necessary. Approved school calendars must be
submitted to the Education Line Officer by May 1 of each vear.

D, Vacation Leave applies only to year-long contract educators.

(1) Year-long contract employees paid on the Education Pay
Schedule will receive vacation leave, which will be scheduled and used to the
greatest extent possible during periods when school is not in session and/or
the students are not in the dormitories. A full-time employee will be
authorized 160 hours for each of the first five years; and 200 hours for the
sixth and future years of employment. Part-time year-long employees scheduled
to work in excess of 20 hours per week will be authorized 80 hours for the
first five years; and 100 hours for six or more years employment. Employees
paid on the Teacher/Homeliving Specialist and Counselor Pay Schedules do not
receive vacation leave.

(2) In determining years of service, both contract educator
service and previous permanent civilian Federal service is creditable. School
year and year long contract service is considered permanent service for this
purpose. One year of credit is given for a full time contract of 24 weeks or
longer; no credit is given for contracts of less than 24 weeks.

(3) Vacation leave is precredited on the effective date of the
year long contract, except that the contract must ezceed 24 weeks for the
employee to receive vacation leave. If & year-long employee resigns or leaves
by other means before completing 24 weeks of his/her contract term, any
vacation leave used shall be deducted from the final salary check or funds
remaining in his/her retirement account.

(4) Year long employees may carry into succeeding years up to 200
hours of vacation leave. Leave in excess of 200 hours at the end of the
contract year will be forfeited. Leave unused at the time of separation will
also be forfeited.

(a) Authority to Approve: Vacation leave shall be scheduled
and approved or disapproved in advance by the school supervisor or Education
Line Officer or designed alternate.

(b) Procedures: Requests for vacation leave will be
submitted to the immediate supervisor in advance for approval or disapproval.

E. Approved Leave Without Pay (LWOP). An approved absence without pay
is any temporary absence from duty in a non-pay status officially approved and
granted upon the employee's request. The minimum charge for LWOP will be one
hour.
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(1) Authority to Approve: The immediate supervisor is authorized
to approve up to one week leave without pay. The school supervisor or
Education Line Officer, as appropriate, is authorized to approve leave without
pay in excess of one week. Approval of LWOP is discretionary with the
appropriate supervisor, based on the needs of the program.

{2) Procedure: The employee requests leave from his/her immediate
supervisor, making the supervisor aware of the purpose for the leave. All
leave must be approved in advance; if not approved prior to the absence,
absence without leave (AWOL) may be charged. An SF-52 must be initiated if
LWOP will exceed 30 days in any contract term.

F. Family and Medical Leave. Family and medical leave is authorized up
to twelve work weeks for year long employees and up to nine work weeks for
school year employees in any one contract year. Part time permanent employees
may take the same twelve or nine work weeks, with the leave authorized for the
same number of hours per week as the employee is regularly scheduled. lLeave
may be taken for one or more of the following reasons: the birth of a child of
the emplovee and the care of such child; the placement of a child with the
empioyee for adoption or foster care; the care of a spouse, child, or parent
of the employee, if such person has a serious health condition; or a serious

health condition of the employee that makes him/her unable to perform the
essential functions of his/her position.

This leave is not in addition to personal, vacation, annual (as
described in 11.62K), and sick leave, but may include any combination of
personal, vacation, annual (as described in 11.62K), sick and approved leave

without pay. The amount of leave approved will be the minimum necessary to
deal with the condition.

(1) Authority to Approve: The school supervisor or Education
Line Officer or someone acting in his/her place is authorized to approve
family and medical leave.

(2) Procedures: Requests for family and medical leave will be
submitted to the immediate supervisor in advance for approval, specifying what
type of leave will be used. Each school/agency will determine its own

procedures for approval. These procedures may include a requirement for
medical confirmation of need.

G. Court Leave. Court leave is the authorized absence without charge
to other leave or loss of compensation granted to an employee for jury duty or

as a non-official witness for the United States, District of Columbia, Tribe
or other government Agencies.

(1) Authority to Approve: The school supervisor or education line
officer will have the anthority to approve court leave.
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{2) Procedure: The emplovee will provide the supervisor with
adequate proof of the requested court appearance or jury duty and reguest the
approval of the absence.

H. Military Leave. Military leave is the authorized absence without
charge to other leave or leoss of compensation granted to the employee
ptherwise eligible for leave benefits who is a reservist of the Armed Forces
or member of the Naticnal Guard for active duty or for training. Military
leave may be granted for not more than 15 calendar days in any calendar year,
except under specific provisions stated in Public Law 90-588, dated October
17, 1968, which allows an additional grant not to exceed 22 workdays in any
calendar year. Employees are requested to schedule their military leave at
times other than when school is in session,

(1) Authority to Approve: The school supervisor and Education Line
Officer or someone acting in his/her place is authorized to approve military
leave.

(2) Procedure: The employee will request the military leave and
prov1de his/her supervisor with a copy of the official miiitary orders

I. Administrative Leave. An employee may be excused, in pay status,
from the performance of regular duties to carry out other officially
recognized tasks. This leave is not a substitute for other paid or unpaid
leave categories. Administrative leave may be granted in cases where a
school/office is cloged during emergency situations. Such situations may
include severe weather conditions in which a governmental -authority (state or
county) has determined that travel in the affected area is not permitted.
Administrative leave for emergency reasons shall not be approved for more than
three consecutive days per contract year. Such leave shall not reduce the
minimum number of instructiomal days required by regulation, and when
gdministrative leave has been approved, the instructional days may not be made
up by lengthening the instructional day. Normally such days are made up by
instructing on days scheduled as school vacation days or by adding extra days
to the end of the school year for "snow days." No additional pay is earned by
employees paid a daily rate (teachers, homeliving specialists and counselors)
for these additional days, nor is overtime or compensatory time earned.

{1) Authority to Approve: The school supervisor or the Education
Line Officer will have the authority to approve the leave.

(2) Procedure: Each approving official will determine when the
leave will be approved. However, closure of a school requires notification and
approval by the Education Line Officer. All approved administrative leave must
be reported to the Education Line Officer.

J. Absence Without Leave {BWOL). Absence without leave from the work
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gite, for which advance authorization was not received, will be considered as
time in an unauthorized, non-pay status and is net an approved type of leave.
The minimum charge for AWOL will be one hour.

(1) Authority to Approve: The immediate supervisor will be
responsible for seeing that each employee is charged absence without leave
when the emplovee is absent from work without proper authorization.

(2) Procedure: The supervisor will make the employee aware that
the employee has been absent without proper approved leave and that the AWOL
was recorded. In addition, the supervisor may take action in accordance with
62 BIAM 11.78 through .84.

K. Leave Alternative for Status Quo Fducators Converted to Contract
under OIEP Teacher/Counselor Pay Schedule Prior to June 21, 1993. Status quo
educators who elected to convert to a contract under P.L. 100-297 could,
during the five years prior to June 21, 1993, elect to retain their status gquo
leave system and are precredited with 8 hours of annual leave per full pay
period in pay status. Annual leave accrued under this alternative is not.
recorded or otherwise shown on the time sheets or leave and earnings
statements, but is maintained locally by the supervisor. A record of annual
leave earned and used will be maintained at the school and will not be

H recorded on the time sheet. All days shown as school vacation leave on the
school calendar must be recorded as annual leave days on this record. Any
annual leave earned during a contract year must be used during that contract
vear or it will be forfeited.

Employees converting after June 21, 1993, do not have this option and
may not elect to retain their status quo leave system.

11.63 Applicability of Leave to Type of Appointment.

A. Schonl-Year Emplovees On Education Pay Schedule. The following
leave can be charged to school year employees:
(1) Personal Leave
{2) Sick Leave
{3) School Vacation Leave
(4) Approved Leave Without Pay
(5) Family and Medical Leave
(6) Court Leave
(7) Military Leave
(8) Administrative Leave
(9) Absence Without Leave (AWOL)

B. Teachers, Homeliving Specialists and Counselors. The following leave
may be charged to teachers, homeliving specialists and counselors paid on
their pay schedules:

ﬁ‘ 65




BUREAU OF INDIAN AFFAIRS MANUAL : 62 BIAM 11.63C

EDUCATION
Education Contract Personnel

(1} Personal Leave

{2} Bick Leave

(3) Approved Leave Without Pay
(4) Family and Medical Leave

{5) Court Leave

{6) Military Leave

(7) Administrative Leave

{8) Absence Without Leave (AWGL)

For those who converted under P.L. 100-297 as described in 11.68K:

(1) Annual leave (no personal leave)
{2} Sick Leave

(3) Approved Leave Without Pay

(4) Family and Medical Leave

(5) Court Leave

{6) Military Leave

{7) Administrative Leave

(8) Absence Without Leave (AWOL)

C. Year-Long Employees: The following leave can be charged fo
year-long employees:

(1) Vacation Leave . l‘ b
{2) Sick Leave

(3) Approved Leave Without Pay

(4) Family and Medical Leave

{(5) Court Leave

(6) Military Leave

{(7) Administrative Leave

(8) Absence Without Leave (AWOL)

D. Intermittent Emplovees. Leave system does not apply.

E. Part-Tine Emplovees.

(1) The following leave can be charged to part-time employees
{less than 21 hours work scheduled weekly):

(a) Court Leave

{b} Absence Without Leave {AWOL)

(c) Approved Leave Without Pay (LWOP)
(4) Family and Medical Leave

{2) The following leave can be charged to part-time employees with
more than 20 hours work scheduled weekly:
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Same leave as school year or year long employees, based on
type of contract

F. Short-Term Employees. The following leave can be charged to
short-term employees:
(1) Court Leave
(2} Absence Without Leave (AWOL)
(3} Approved Leave Without Pay (LWOP)
(4) For school year employees on a short-term contract
during the previous school year, accrued Sick Leave.

G. Temporary Employees. Same leave as school-year or year-long, as
appropriate.

11.64 OIEP Leave Sharing Program. Contract education employees are eligible to
participate in the leave sharing program. Participation is totally voluntary.
The program may be established at an individual school or may be established
at an Education Line Office to serve more than one school as well as eligible
Education Line Office staff.

A, Leave Pool. The sponsoring school or Education Line Office will
provide % hour of leave per year per contract education employee in the leave
sharing program at the site(s) served by the leave pool. The leave will be
provided on the basis of the total contract employees on board on September 30
of each year. Any leave remaining in the pool as of June 30 of each year may
be carried over into the pool the following contract term, with a mazimum of 1
hour per eligible employee eligible to be carried over from one leave year to
the next.

B. Leave Donation. Contract employees may donate personal, vacation or
annual leave (credited under 11.66K) at any time within the contract year. Up
to 120 hours may be donated by any one employee in any one contract year.
Leave may be donated to the leave pool or to a specific authorized contract
employee covered by the pool. Separating employees are encouraged to donate
any leave which will be forfeited, subject to the 120 hour limitation.

C. Bpproval Process.

(1) A committee, which may be site specific or Education Line
O0ffice wide as the school(s) prefer, will consist of a minimum of one
Education Line Office or schogl supervisory representative and two employee
representatives. Each committee will determine employee eligibility and the
allocation of the hours in the leave pool to eligible employees. One member
will be responsible for all liaison with the servicing personnel office.

{2) Hours from the leave pool may be authorized as follows, with
priorities determined by the individual committees:
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(a) Leave for Short-term Illness or Injury {less than three
weeks incapacitation). Up to 20 hours of shared leave per individual may be
authorized for short-term illness or injury during any contract term.

{b} Leave for Long-Term Illness or Inijury (three
weeks or more incapacitation). Up to 40 hours of shared leave per individual
may be authorized for every three weeks incapacitation due to long term
illness or injury during any contract term, to a mazimum of 80 hours per
contract term.

{(c) Leave for Family and Medical Purposes. Up to 40 hours per
individual may be authorized for family and medical purposes per contract year
after the individual has used all available sick, vacation, annual and
personal leave.

{3) Individual requests for shared leave will be submitted to the
commitiee in advance for approval or disapproval. The committee will review
the request and issue its determination within ten days. If approved, the
compittee will either authorize use of the leave pool or request leave
donations from the employees eligible to donate to the program. Unused
approved leave will be returned to the leave pool.

11.65 Leave Accrued Prior to Contract Appointment. The annual and sick leave
accrued by a federal employee who transfers from their current leave system to
this system without a break in service will be transferred and saved to
his/her credit. The 240 hour limitation on annual leave doces not apply to
leave transferred under this provision. Such leave is available for use or may
be saved until separation. However, planned and requested use of annual leave
must be scheduled and used during non-instructional time. "Saved®

annual leave will be paid at the final rate of pay upon separation and cannot
be paid prior to separation; the employee is responsible for requesting this
payment . '

11.66 Re-credit of Sick Leave. Sick leave which remains to the employee's
credit at the time of separation or end of contract yvear will be available for
re-credit if the employee returns to a contract Education position or any
Federal civilian position. Sick leave will not be paid upon separatiom,

11.67 Performance Appraisal. Performance appraisal requirements apply to all
contract education employees in the Office of Indian Education Programs who
are appointed, detailed or temporarily advanced for 90 consecutive days or
more to one position.

11.68 Performance Appraisal Pelicy. Performance management is a process by
which individual and organizational goals are communicated to employees;
individual and team accountability for accomplishing organizational goals is
identified; individual and organizational performance is evaluated and
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improved; and the results of performance management are used as a basis for
appropriate personnel actions. Every Contract Education employee holding a
year-long or school year contract shall be appraised at least annually based
against predetermined performance elements and standards consistent with those
duties. In annual planning sessions, the employee may assist the supervisor

in identifying critical results and performance indicators. At & minimum,
progress reviews will be held once every three months during the employee's
first contract term of 24 weeks or more, and annually thereafter during each
subsequent contract term.

11.69 Authority. The guidelines for a Departmental performance appraisal
system ocutlined in 370 BM 430 are adapted for use in this manual for the
Contract Education System under the authorities of 25 U.5.C. 2011.

11.70 Performance Appraisal Definitions.

A. Critical Result means a work assignment or responsibility that is
critical to the accomplishment of organizational goals and objectives and
critical to overall success in the position. It is of such significance that
failure to accomplish this result may be cause for reassignment, reduction in
pay level or removal; such actions may be taken without regard to performance
on other assignments or responsibilities of the job.

B. Opportunity to Demonstrate Acceptable Performance means a 30 to 90
day calendar day period for the employee to demonstrate that he/she can
accomplish the critical results of the performance plan after being notified
of deficiencies.

C. performance Indicator means a statement of performance
expectations or requirements for the critical results of the position.

Performance indicators include guality, teamwork and customer satisfaction
indicators.

D, Performance Plan means the employee's critical results and
performance indicators as determined by the rating official.

E. pPerformance Rating means the formal and documented evaluation of
an employee's performance of duty during a contract term.

F. Rating Official. The person who evaluates the performance of an
employee and who assigns the summary rating, usually, the rated employee's
immediate supervisor.

G. Rating Period. The established period of time for which an
employee's performance will be reviewed and evaluated. For year long
employees, the rating period is July 1 of a given year through June 30 of the
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following year. For school year employees, the rating period is from the start
of the contract term to the end of the contract term.

H. Reasongble Time means the amount of time commensurate with the
duties and responsibilities of the employee's position which provides an
opportunity to demonstrate acceptable performance (30 calendar day minimum).

I.  Reviewing Official. The personr who reviews and approves or
disapproves a summary rating of "Results not Achieved”, normally, the rating
official's supervisor. Another person{s) may be designated to perform the
review function when warranted by the large number of rating officials
supervised by any one reviewing official, so long as the reviewing official is
located at a higher organizational level than the rating official.

J. Summary Rating means the overall and official performance rating
("Results Achieved" or "Results Not Achieved") assigned to describe the
employee's overall performance at the end of the rating period or when an
employee changes position after at least 90 days.

11.71 Performance Plan

A. Critical Results. At the beginning of the rating period, or at the
time the employee and supervisor meet to discuss the summary rating for the
prior rating period, the rating official will identify one to five critical
results that the employee is expected to achieve during the rating period.
These critical results may be either individual or team results. The rating
official will document the critical results in Part 1 of the Employee
Performance Plan and Results form within 60 days after the beginning of the
rating pericd, and thereafter when the employee has a significant change in
critical results.

B. Performance indicatgrs. The rating official will indicate in Part
1 of the form the quality, teamwork and customer service performance
indicators that apply to each critical result.

C. The employee and rating official will sign and date the
performance plan in Part IV of the form. The employee's signature indicates
that the performance plan has been discussed with the employee. It does not
certify that the employee concurs with the plan. If the employee refuses to
sign the performance plan, the rating official will note in Part IV of the
form that the plan has been discussed with the employee.

D. The rating official will provide a copy of the form and
performance indicators to the employee.

E. Professional educators who are involved in providing classroom
instruction te students (normally teachers, teacher’s supervisors and
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principals) must have a critical element requiring a satisfactory measure of
student achievement.

11.72 Progress Reviews

A. Rating officials may obtain feedback concerning the employee's
performance from the employee, internal and external customers, coworkers,
team members, suppliers, and/or any other individuals who have knowledge of
the employee's performance, as appropriate.

B. Rating officials must conduct at least three progress reviews
during an employee's first contract term of 24 weeks or more, and at least one
progress review each subsequent contract term.

C. At each progress review, the rating official and employee will
discuss the employee's progress toward achieving critical results, any
necessary revisions in critical results and any performance improvement or
developmental needs.

D. At the conclusion of each progress review, the rating official and
employee will initial and date Part II of the form. For employees who are
achieving their critical results, progress review discussions may be
summarized in Part B. For employees who are not achieving their critical
results, the rating official will document the specific problem area(s),
describe how performance must be improved in order to achieve results and
state the period of time allowed to demonstrate this improvement.

11.73 Summary Rating

A. At the end of the rating period, the rating official will consider
the employee's performance during the rating period, including any feedback
received, and assign a rating in each critical result area. In the event that
the employee does not have an opportunity to perform a critical result, no
rating should be assigned and the words "Not Rated" should be written on the
form.

B. An employee must have achieved all critical results in order to be
assigned a summary rating of "Results Achieved."” An employee who does not
achieve one or more critical results will receive a summary rating of "Results
Not Achieved.”

C. For employees assigned a summary rating of "results Achieved," the
rating official may include narrative comments in Part III of the form. For
employees assigned a summary rating of "Results Not Achieved, " the rating
official must provide a written explanation describing the specific areas in
which the employee has failed to achieve critical results.
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D. The summary rating will be discussed and signed by both the
employee and the rating official. If the employee refuses to sign the rating,
the rating official will note on the form that the rating has been discussed
with the employee. The employee will be provided a copy of the rating at this
time.

E. An employee who is dissatisfied with the rating may request
reconsideration of the rating by the reviewing official. The employee's
request for reconsideration must be in writing, must state the basis for the
request and must be submitted to the supervisor and the reviewing official
within 10 calendar days following the employee's discussion of the rating with
the rating ocfficial.

F. After signature by the employee and the rating official, any
summary rating of "Results Not Achieved", with the documentation for this
rating and any request for reconsideration by the employee, will be forwarded
to the reviewing official. The reviewing official will review the rating, with
any documentation and/or request for reconsideration, and sign the form,
making the final determination of the summary rating.

G. This determination of summary rating is final, except that
employees in exclusive bargaining units may have reconsideration rights
through negotiated grievance procedures.

H. Every supervisor who, for whatever reason, is leaving his/her
position will conduct an interim performance appraisal prior to leaving for
each employee supervised at least 90 days. In such cases, the completed form
and supporting deocumentation will, after discussion with and acknowledgment by
the employee in Section II of the form, be maintained in the performance file.

I. When an employvee receives more than one written appraisal in
different position {90 day details reassignments) at the same or similar grade
level during an appraisal period, the results of all such appraisal will be
combined by the rating official of record on the last day of the rating period
in determining the final performance rating for the period.

J. If an employee remains in the same position during an appraisal
period but has not been supervised at least 90 days by any one supervisor; is
reassigned or promoted during last quarter of the rating period, may be
extended up to but not exceeding the 90 days minimum time period for a formal
appraisal.

K. The summary rating to be assigned an employes whenever a situation
arises which might otherwise prevent the timely appraisal of the employee
(such as the late appointment of the employee or frequent change in
supervisor) is "Results Achieved.” The sole and intended purpose of the
presumptive rating is to assure that all employees have a rating in their OPF.
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11.74 Summary Rating Records

The rating official will provide a CopY of the summary rating to the
employee and to the servicing pPersonnel Office after signature by the
reviewing official. Summary ratings of Tecord will be maintained in accordance
with 5 CFR 293 for a period of four years.

11.75 Linkage of Summary Rating to Other personnel Actions

A. Performance Awards

(1) An employee with a rating of record of "Results Achieved" who
ig at the top increment of the pay jevel may receive a performance award of up
to 1% per cent, @ non-monetary award and/or a time off award.

(2) An employee with a rating of record of "Results Achieved”
whose performance has been of exceptionally high quality and worthy of special
recognition may receive a monetary award of up to 5%, or & non-monetary and/or
time off award.

(3) To recommend a cash award up to 1% per cent of base pay, the
rating official needs only to complete a Cash Award Summary Sheet signed by
the school principal oI education line officer. For cash awards for more than
1% per cent, only the Cash award Summary Sheet jg required, but the form must
be signed by the education line officer.

B. Actions Based om Unacceptable Performance,

(1) If at any time during the rating period an employee's
performance is determined to be unacceptable ("Results Not Achieved") in one
Qr more critical results, the employee will be given a performance improvement
plan and an opportunity of at least 30 days to demonstrate acceptable
{"Results Achieved") performance.

(2) Failure of the employee to correct performance deficiencies
within the gpecified period of time may be used 8s 2 pasis for contract non-
renewal or removal. In cases of removal of a non-probaticnary employee,
management must notify the school board within 10 days and seek its
concurrence, subject to management's appeal if the board does not concur.
Contract non-renewals are subject to the normal procedures for non-renewal.

(3) If a summary rating is "Results Not Achieved," the employee
may be given no more than one contract term to raise the summary rating to
"Results Achieved.” A second consecutive rating of "Results Not Achieved"
shall result im non-renewal of the contract.

73



BUREAU -OF INDIAN AFFAIRS MANUAL 62 BIAM 11.76

EDUCATION
Education Contract Personnel

11.76 Emplovee Discipline and Discharge Policies.

A. All OIEP staff will direct their efforts toward attaining and
maintaining a constructive working enviromnment in which all parties recognize
and accept their responsibilities. When such standards are not met, it is
essential that prompt and just corrective action be taken. OIEP's policy is to
conform with standards of conduct and efficiency which will promote the best
interest of the service.

B. Discipline and discharge will be administered fairly and eguitably
without regard to race, color, national origin, religion, sex, marital status,
age, physical handicap, political belief, affiliation or activities.
Disciplinary actions will be taken promptly as practicable and will be in
compliance with these procedures. Where a disciplinary action or adverse
action is warranted, the discipline will be in proportion to the character of
the offense or series of offenses. (see Appendix F)

c. The private nature of disciplinary and discharge actions will be
respected. The provision of the Privacy Act will be met to protect the rights
of the employee.

D. Employees covered under the provisions of this section are
excluded from coverage under 5 U.S.C. 7511 and 4303.

11.77 Regponsibilities of Officials for Employee Discipline.

A. The Director shall be responsible for assuring fairness and equity
in the structure and application of OIEP disciplinary policies and procedures
and assuring that reconsideration of discharge actions referred to the office
for reconsideration are reviewed and decided objectively.

B. The Education Line Officer and the Director, as appropriate, will
bhe responsible for:

(1) Administering discipline/discharge in a fair, impartial and
uniform manner and assuring that actions are in accordance with applicable
regqulations.

(2) Assuring that the regulations and other conditions of
employment to be observed are made known to all employees within their
jurisdiction.

{3) Carefully considering recommendations for discharge for cause
actions and for making final decisions on proposed discharges.

(4) Reviewing disciplinary actions for conformance with
established procedures and assisting supervisory and operating officials in
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determining the appropriate disciplinary action to be taken.
(5) Participating in grievance or appeal proceedings as DECESSAry.

(6) Ensuring that proposals and decisions on suspensions and
removal receive techmical review by the servicing personnel office prior to
issuance.

C. The school supervisor, and all supervisors responsible for
initiating or deciding disciplinary actions are responsible for:

(1) Administering disciﬁiine/discharge.in a fair, impartial,
uniform manner and assuring that actions are in accordance with applicable
requlations;

(2) Assuring that the requlations and other conditions of
employment to be observed are made known to all employees within his/her
jurisdiction; ‘

{3) Carefully considering recommendations for discharge for cause
of actions and for making final decisions on proposed discharges;

(4) Reviewing disciplinary actions for conformance with
established procedures and assisting supervisory and operating officials in
determining the appropriate disciplinary action to be taken;

{(5) Participating in grievance or appeal proceedings as necessary.

(6) Ensuring that proposals and decisions of suspensions and
removals receive technical review by the servicing personnel office prior to
issuance.

D. 211 supervisors are responsible for:

(1) Keeping employees informed on employee responsibilitieé and
regulations regarding conduct and discipline;

{2) Gathering, analyzing and carefully considering all facts and
circumstances before taking or recommending disciplinary or discharge actions
and assuring that efforts are made to minimize the impact of non-disciplinary
discharges. They also follow established procedures in the preparation of
disciplinary procedures;

(3) Correcting employees constructively,'individually, and in
private;

(4) Participating in grievance or appeal proceedings as necessary.
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E. Employees are responsible for:

(1) Performing their assigned duties conscientiously, competently,
and professionally;

(2) Respecting the administrative authority of those directing
their work and observing the spirit as well as the letter of the regulations
governing their conduct. The OIEP will not interfere in the private lives of
its employees except to the extent that the conduct may impact on job
performance or reflect unfavorably on the Qffice of Indian Education Programs.

11.78 Level of Authority to Take Disciplinary Action.

a. Authority to effect oral admoniéhments and issue written warning
notices and reprimands and to issue written proposals for suspension or
removal is delegated to immediate supervisors.

B. Authority to make final decisions at the school level regarding
suspension or discharge action will rest with the second level supervisor or
the school supervisor, whichever is higher.

C. Authority to make final decisions concerning school supervisors or
at the Education Line Office level regarding suspension or discharge actions
will rest with the Education Line Officer, even when the Fducation Line
Officer is the proposing official.

11.79 Determininq‘tha Disciplinary Action.

A, (1) The purpose of discipline is to correct the offending
employee's behavior and maintain discipline and morale among other employees.
Actions shall be taken when it is evident that other appropriate supervisory
techniques have failed to correct a given problem.

(2) A disciplipary action is a reprimand or a suspension of 14
days or less. An adverse action is a removal, suspension of more than 14 days,
reduction in pay level {(not at the employee's request) or furlough of 30 days
or less. Disciplinary or adverse action against any employee shall be
taken only to promote the efficiency of the service and will be consistent
with applicable laws and regqulations.

B. The schedule of offenses (see Appendixzx F) is not intended to cover
every possible type of offense and is not to be interpreted as precluding
discipline/discharge if the charge is not specifically mentioned. Many of the
items listed on this schedule combine several offenses in one statement
connected by the word "OR". This makes the statement nonspecific. Only items
which describe the employee's actual conduct are to be considered.
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C. Corrective actions range from reprimand to discharge. depending on
the gravity of the offense, the past record of the individual, and the
position of the employee; the penalty will be determined by the appropriate
supervisory official. Corrective action means a letter of warning, letter of
reprimand, suspension or discharge.

D. The specifics of a charge will be described in as much detail as
possible after conducting an in depth investigation to obtain and document the
facts. Each charge will cover the who, what, when, where and how of each
offense with as much specificity as possible. A connection will be made
between the charge and the resulting effect on the education program. A charge
will be supported by the appropriate documented evidence, e.g., an employee
should not be charged with excessive unauthorized absence unless the leave in
question was disapproved and the employee was cited with "absence without
official leave'. :

E. In making the determination on a reasonable penalty, you should
consider any known factors which may be mitigating or aggravating to the
specific situation. Mitigating factors tend to support the employee's case,
and aggravating factors tend to justify the action or justify the imposition
of a higher level penalty. These factors must be demonstrated by substantial
evidence. In multiple charge cases where it is believed each charge warrants
the penalty imposed, the proposal and decision letters should so state, SO
that charges dropped or not sustained do not cause immediate mitigation.

11.80 Types of Corrective Actions. Penalties cover a wide range from reprimand
to discharge. Generally, there should be a progression in the assessment of
penalties; however, an offense may be s0 grave as to warrant immediate formal
action, including discharge. This range of penalties aliows the selection of
the penalty that best fits the offense.

A. 1nformal Disciplinary Actions.

(1) An oral admonishment is a conference beiween 2 supervisor and
an employee. It is the least formal and 1east severe type of disciplinary
action, having no procedural requirements, no prescribed format, and a high
degree of flexibility. As a result of these characteristics, it should be
applicable tc many disciplinary situations and should produce the desired
change in employee pehavior, particularly when the employee has no previous
history of violations. Thig is often the first step after a deficiency is
noticed. The immediate supervisor will privately inform the employee that
he/she is being orally admonished; bring the undesired conduct and/or
performance to the employee's attention; explain to the employee what is
expected of him/her; give him/her the opportunity to improve; and mention of
the possible actions that will result if the unsatisfactory conduct and/or
performance continues. The supervisor should keep & Summary of the discussion

on file for up to one year.
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{2) A written warning is a notice given to an employee whose
actions warrant a more severe disciplinary action than merely an oral
admonishment. The warning will be in the form of a letter explaining
specifically and in detail what took place by date, time and nature of
offense. It will advise the employee that a copy and any written response or
explanation that he/she may make will be Tetained up to one year by the
supervisor.

B. Formal Corrective Action.

(1) Reprimand. A letter of reprimand is a written disciplinary
action given to employees for misconduct, which is temporarily recorded in the
employee's 0fficial Personnel Folder (OPF) for a period not to exceed two
vears.

(2) Suspension. A suspension places the employee involuntarily in
a non-pay, non~duty status for a specific number of calendar days. A
suspension will not be used unless the situation indicates that a lesser
penalty is not adequate.

(3) Discharge. Discharge is an involuntary separation taken for
very serious misconduct or for continued or repeated acts of misconduct of a
less severe nature or for unacceptable performance. There are two typas of
discharge.

(2) Discharge for cause; _
(b) Discharge for unacceptable performance.

11.81 Procedures for Disciplinary and Adverse Actions. The procedural steps
set forth in this part are designed for timely, fair, and equitable processing
of employees involved in a formal disciplinary or adverse action.

A. Written Warning. A written warning or notice is a statement given
to an employee for an act of misconduct or performance deficiency when an orail
admonishment has not caused improvement or would not be expected to do so. The
warning notifies the employee of a standard which, if not adhered to, may
result in stronger discipline being imposed.

(1) Procedures. The warning will be in the form of an official
letter or memorandum describing the reasons for the warning. It will advise
the employee that a copy of the letter of warning and any written
explanation that he/she may make will be retained by the supervisor.

(2) Withdrawal of Warning. After one year, or when the employee
leaves in less than one year, a warning will be removed from the files and
destroyed if no further action has been taken on the case. If the employee's
conduct so warrants, the warning may be withdrawn for destruction prior to one
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year. When the warning was issued by the employee's current supervisor, that
supervisor may withdraw it. If the employee's current supervisor did not issue
rhe warning, be/she may wish to consult with the previous supervisor who did

jgsue it when withdrawling the warning.

{(a) In determining whether a warning should be withdrawn
early. consideration should be given to the fact that a removed or withdrawn
warning memorandum may net be used to support future charges.

_ (b) When a warning has been withdrawn early and destroyed,
the supervisory official will so inform the employee in writing.

(c) Since the warning will automatically be removed from the
files after one year, & grievance may not be based on a supervisor's decision
not to remove it earlier than the expiration date.

B. Reprimand. A reprimand is a written statement of censure given to
an employee foI misconduct, of such concern that a semi-permanent record of
the incident should e established. This concern may also be due to repetitive
minor incidents of misconduct.

(1) Procedures. A reprimand will be an official letter or
memorandun describing the reascns for the action which is filed in the
official Personnel Folder (OPF) for a period of two years. 1t will advise the
employee that a copy of the reprimand and any written explanation that he/she
may furnish will be placed in his/her official personnel Folder. The reprimand
will also contain a statement of the withdrawal provisions. :

(2) Withdrawal of Reprimand. After two years. or upon the
employee's leaving the Federal service, whichever comes first, a reprimand for
misconduct will be removed from the OFF and @estroyed. If the employee's
conduct so warrants, the reprimend may be withdrawn for destruction prior to
the specified time period. When the reprimand was igsued by the employee's
current supervisor, that supervisor may withdraw it. If the employee's current
supervisor did not issue the reprimand, he/she may wish to consult with the
previous supervisor prior to withdrawing the letter.

(3) An employee may grieve 2 reprimand under a negotiated
grievance procedure OI the grievance procedure contained herein, whichever is
applicable. Since the reprimand may be grieved under appropriate grievance
procedures jnitially and will automatically be removed from the personnel
folder at some given time not to exceed the specified time period, a grievance
may not be based on & supervisor's decision not to remcve the reprimand
earlier than its expiration date.

C. Suspension. A suspension is an enforced temporary non-pay status
and absence from duty. guch action is taken for serious misconduct OT for
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emergency reasons. It may also be taken for continued or repeated acts of
nisconduct which appear to be a blatant disregard of requirements or which
occur after prior efforts of Counseling, warning and/or reprimand have failed.
It is the responsibility of the proposing official to establish the case file
at this point before taking this action.

(1} Procedure,

(a) The supervisor or official delegated authority to
Propose suspension will notify the employee by letter that suspension is being
proposed and.give no less than 21 days notice (or as applicable under a
negotiated grievance procedure for covered employees} from employee's receipt
of notice to the effective date of the decision. Where possible, the notice
should be delivered personally to the employee. Written proof of receipt will
be obtained.

{b) The notice will state the reason for the proposed
suspension specifically and in detail and identify the length of the proposed
suspension. The advance notice will tell the employee:

(i) that he/she has the right to respond orally and/or
in writing and to submit affidavits in support of his/her response:

(ii) that he/she has the right to review the material
relied upon to support the reasons for propesing the suspension; and

(iii) where the employee may review the material
relied on to support the reasons given in the proposed notice:

{iv) how much time he/she has for submission cf the
response, to whom the oral and/or written response is to be submitted and by
whom the response will be considered;

{v) if the employee is in active duty status, the
notice will also tell the employee how much official time will be allowed to
review the material relied on to support the reasons in the notice and will
identify the person with whom to make arrangements for the use of official
time. Official time to review the material will not exceed eight hours:

(vi) the notice will make it clear that it concerns
only a proposed action. This will be made clear by a statement that it is a
notice of proposed suspension and the employee's response will be considered
before a decision is reached.

(vii) the employee has the right to be represented by

anyone of his/her choosing, provided their choice does not constitute a
conflict of interest or position or would not create unreasonable costs to the
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Government or unless priority work assignment precludes his/her release from
official duties. The employee and representative, if any, are entitled to a
reasonable amount of official time to present and the employee may consult
with his/her immediate supervisor to arrange for the necessary duty time. 1f
the employee is to be represented, the name, address and telephone number of
the representative will be provided to the jmmediate supervisor. If the
representative is a Ffederal employee, the representative will use official
time only for the presentation.

(2) Emplovee's Regponse. The employee will be allowed a reasonable
amount of official time, NTE eight hours, in which to prepare a response. The
employee will have the right to respond orally, or in writing.

The management official who will make the final decision on the proposed
suspension will hear the employees's oral response and will receive and review
the employee's written response. 1f the employee responds, the supervisor or
management official will consider the response before reaching a decision on
the proposed suspension. :

{3) Decisicn Authority. A final decision on a proposed suspension
will be made by a higher level official than the person who proposed the
action, except that the Education Line Officer is the deciding official for
all actions he/she proposes.

(4) Content of Decision Letter. The deciding official authorized
to suspend the employee will give the employee a written decision before the
suspension is effected and immediately after consideration of the written
response and/or oral reply is received.

(a) The decision will state which of the reasons in the
proposed notice have been found to be sustained.

(b) A less severe action (or no action) may he taken than
was proposed in the proposal notice.

(c) The decision must include a statement to the effect that
the employee responded and that the response was considered, or that no
response was given, as the case may be. If the employee responds in writing
and/or orally, the decision will mention both responses and will reflect an
analysis of the replies as related to each of the charges. The absence of an
employee's answer will not be construed as an admission of guilt.

(d) The decision will inform the employee specifically of
the appeal rights to the suspension, the time limits governing the appeal, and
where information may be obtained on how to pursue such an appeal.

(e) Where possible, the decision will be delivered to the
employee and a written acknowledgment of its receipt will be obtained.
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(f) The effective date shall be no sooner then 30 days after-
the employee's receipt of the proposal.

D. Discharge. ,

(1)} Discharge for Cause. Discharge for cause is an involuntary
separation taken for very serious misconduct or for continued or repeated acts
of misconduct of a less severe nature. Separation during probationary periocd
is not discharge under this section.

(2) Discharge for Unacceptable Performance. Discharge for
inadequate performance is an involuntary separation taken for failure to
accomplish critical results as described in 62 BIAM 11.77.

(3) Discharge Procedure. The procedures set forth are to be
utilized for both Discharge for Cause and for Unacceptable Performance. This
procedure does pot apply to separation during probationary period or to
contract non-renewal.

(a) Notification of School Board. The appropriate School
Board will be notified.

(i) The appropriate School Board will be notified
immediately but in no case later than 10 calendar days from the date of issue
of the notice -of intent to discharge. This notification must inform the board
of the due date by which they must take action, which will be no later than
the due date for the employee's response but at least 10 days from
notification.

(ii) The appropriate Schocl Board, under such uniform
procedures as it may adopt, will issue a formal written certification to the
school supervisor or the Education Line Officer, either approving or
disapproving the discharge before the expiration of the notice period and
before actual discharge. Failure to respond before the expiration of the
notice period will have the effect of approving the discharge. If the School
Board disapproves the discharge, the deciding official must abide by the
Board's decision, subject to the appeal rights described below.

(1iii) The school supervisor initiating a discharge
action may appeal the Board's determination within 10 calendar days of receipt
to the Education Line Officer. The Education Line Officer initiating a
discharge may appeal the Board's determination within 10 calendar days of
receipt to the Director. Within 20 calendar days following the receipt of an
appeal, the reviewing official may, for good cause, reverse the School Board's
determination by a notice in writing to the Board. Failure to act within such
20 calendar days will have the effect of approving the Board's determination.
The decision of the Education Line Officer or Director, as appropriate, is
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final and is not subject to further appeal.

(b) Proposal to Discharge. The supervisor or official
delegated authority to propose discharge will notify the employee by letter
that discharge is being proposed. The employee will be given not less than 30
calendar days advance written notice of the proposed actionm. Where possible,
the notice will be delivered personally to the employee and a written
acknowledgment of its receipt will be obtained. This shall not prohibit the
exclusion of the individual from the education facility in cases where
exclusion is reguired for the safety of the students or the orderly operation
of the facility.

(c) Content of Proposed Discharge Notice. The proposed
discharge notice will state the specific reasons for the proposed discharge.
The advance notice will tell the employee:

: (i) that he/she has the right to respond prally or in
writing, or both, and o submit affidavits and other documentation in support
of his/her response;

(ii) that he/she has the right to review the material
in the case file relied upon to support the reasons for initiating the
discharge; and where the employee may review the case file relied upon to
support the reasons given in the proposed discharge;

{iii) how much time he/she has to submit the response;
who will receive and consider the oral and/or written response with phone
number and address; and who will be the deciding pfficial;

(iv) if in an active duty status, how much official
time will be allowed to review the material relied on to support the reasous
in the notice and the person with whom to make arrangements for the use of
official time. Official time to review the materials will not exceed eight
hours.

(v) clearly state that it concerns only a proposed
action and not a matter already decided. This will be made clear by the
statement that it is a notice of proposed discharge and the employee's
response will be considered before a decision is reached.

(vi) that he/she has the right to be represented by
anyone of his/her choosing, provided his/her choice does not constitute a
conflict of interest or position or would not give rise to unreasonable cost
to the Government or unless priority work precludes his/her release from
official duties. The employee and representative, if any, will be entitled to
a reasonable amount of official time to present a response. The employee may
consult with his/her immediate supervisor to arrange for the necessary duty
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time. If any employee is to be represented, the name, address, and telephone
number of the representative will be provided to the immediate supervisor. The
representative will only use official time for the presentation of the
response. The terms of any applicable collective bargaining agreement and 5
U.5.C. 7114(a}(5) shall govern representation of employees in an exclusive
bargaining unit.

(4) Employee's Response. The employee will be allowed a reasonable
amount of official time, NTE eight hours, in which to prepare a response. The
employee has the right to respond orally or in writing, or both. Normally, the
management official who will make the final decision on the proposed discharge
(deciding official) will hear the employee's oral response and will receive
and review the employee’'s written response. In some cases, usually where
distances are excessive, the deciding official may designate another
management official not involved in the proposed discharge to hear the oral
response. If the employee responds, the deciding official will consider the
Tesponse before reaching a decision on the proposed discharge. A transcript or
summary of an oral response will be documented and made a part of the
discharge record and made available to the employee. The required transcript
or summary of the oral response will be reviewed and considered by the
deciding official before reaching a decision on the action.

{(5) Decision Authority. A final decision on a proposed suspension
will be made by a higher level official than the person who proposed the
action, except that the Education Line Officer is deciding official for all
actions he/she proposes.

{6) Content of Decision Letter. The deciding official authorized
to discharge the employee will give the employee a written decision before the
discharge is effected and after consideration of the written and/or oral
response, 1f any. This official will be the npnext supervisory level higher than
the official who proposed the discharge, except that the Education Line
Officer may be both proposing and deciding official for discharge of employees
under his/her immediate supervision. .

(a) The decision will state which of the specific reasons in
the proposed notice have been found to be sustained and which have been found
not sustained. '

{(b) The efféctive date of the decision will be identified.

(¢} The decision will include a statement to the effect that
the employee responded and that the response was considered, or that no
Iesponse was received, as the case may be. If the employee responds corally and
in writing, the decision will mention both responses and will reflect an
analysis of the replies as related to each of the charges. The absence of an
employee response will not be construed as an admission of gquilt.
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{(d) The decision will tell the employee gpecifically of the
appeal rights to the discharge, the time l1imits governing the appeal and where
information may be ohtained on how to pursue such appeal. It will include the a
pame and phone number of the individual to contact regarding thege procedures.

{e) In addition, the employee will be given notice of
his/her pay status until the effective date of the decision and of his/her
right to representation.

(f) A decision to take the action cannot be effected until
at least 21 calendar days have elapsed from the date the employee received the
proposed notice.

(g) The proof of acknowledgment will be obtained.

E. Other Separations.

(1) Separation as a Result of 8 Conditional Appointment. An
individual who has applied at both the national and local levels will be
appointed from a local list of applicants. The appointment will be conditional
for 90 days. 1f the individual has eligibility at poth levels, 2 determination
will be made by the Director whether oOr not a more qualified individual is to
be appointed to the position. Removal during the period will not be subject to
appeal or grievance procedures. Upon notification of the availability of a
more qualified applicant, the supervisor will igsue the employee a letter
indicating that because of this finding, he/she will be removed no later than
the day preceding the entrance on duty of the other applicant.

{2) School Board Recommendation for Discharge. School Boards may
recommend to school supervisors or Education Line Officer, as appropriate, the
removal of a contract educator. These recommendations may follow any form
internally established by the gchool Board OT Tribal governing body. The
official receiving 2 Board recommendation for removal shall acknowledge the
recommendation in writing within 10 calendar days and proceed with a fact
finding investigation. Within 60 calendar days, the official shall notify the
School Board of his/her findings and final action taken. pny disciplinary
action or removal proposed as the result of this recommendation and

investigation shall be taken in accordance with the appropriate procegdures.

{3) Separation for Bbandonment of Position. When an employee
abandons his/her position, he/she may be separated. The Supervisor should
attempt to determine an employee's intention when the employee fails to report
for duty or to return from leave or from furlough. After & reasonable time (10
consecutive work days), if his/her intention cannot be determined, the
separation should be made effective the last day of active duty oT of approved
leave, whichever is later. Notice of the Separation should be mailed to the
employee's last known address by certified mail, return receipt requested.
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Failure to report to duty at the start of a new contract without
contacting the school supervisor or immediate supervisor is considered
abandonment of position and handled in accordance with these procedures.

F. Status of Emplovee Pending Inguirv or Investigation, or Pending
Decision on Proposed Suspension or Discharge. Employees will be retained in a
pay and duty status in their positions and at their current pay level pending
inquiry or investigation or pending decision on a proposed action, except as
described below.

(1) Suspension Because of Hazard. There may be a need to suspend
an employee without pay indefinitely during the notice period of a removal or
suspension action when the circumstances are such that retention of the
employee at the duty station may be injurious to the employee, fellow workers,
or the general public: may result in damage to Government property; or may be
detrimental to the interest of the Government. Suspension with pay is used
only to ensure that the employee is not in or creating a hazardous situation
while a suspension without pay is being processed. Alternately, the supervisor
may place the employee on administrative leave during this period if this is
deemed beneficial for the program. Suspension with pay or administrative leave
for these purposes should not exceed 14 days.

- {a} Management may suspend an employee with pay because of
hazard for such time as is necessary to effect a suspension without pay. This
action will not require a written notice for removing the employee from duty
status for up to 14 days.

{b) Because of the hazardous situation, Management may
require the employee to answer the proposed action and fernish affidavits and
other documentary evidence in support of the answers within such time as under
the circumstances would be reasonable, but not less than seven days.

(2) Detail. The employee may be detailed to other duties or
another location when the appropriate supervisory official decides that the
employee's continued performance of the duties and responsibilities of the
position may result in damage to Government property; may be detrimental to
the interests of the Government; or may be injurious to the employee, fellow
workers, students or the general public.

(3) Crime Provision. An employee need not be given the full 30 day
advance written notice if there is reasonable cause to believe the employee is
guilty of a crime for which a sentence of imprisonment may be imposed. Under
such circumstances, the employee may be given a lesser number of days advance
notice if the circumstances are reasonable and can be justified. All other
requirements for taking adverse action will be met.

G. Appeal Procedures. Education contract employees are excepted
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appointments, and as such, do not have appeal rights to the Merit Systems
Protection Board. Employees will be provided full and impartial review under
the grievance procedures outlined in 62 BIAM 11.84 through 11.92, or the
appropriate negotiated grievance procedure, but not both. The individuzl has a
right to appeal the final decision and have the merits of the case reviewed by
the next higher OIEP supervisor not previcusly involved in the case.

11.82 Employee Grievance Policy.

A, Employees shall be treated fairly and equitably in all matters
pertaining to their employment. Those who feel that they have not been soO
treated will have a right to present their grievance to appropriate management
officials for prompt consideration and eguitable decisgion.

B. Employees will designate representatives in writing to the
deciding official.

C. Employees and their representative, if any, will be unimpeded and
free from restraint, coercion, discrimination or reprisal in making Or filing
a grievance. - .

D. Impartial and prompt consideration will be given to all
grievances. Every effort will be made to resolve employee grievances
informally at the lowest possible supervisory levels and as early as possible
after being made known to the immediate supervisor.

11.83 Emplovees Covered. The grievance procedure is available to all
employees except those covered under negetiated agreements and status gquo
employees covered under 370 DM 771.3. ’

11.84 Grievance Coveradge.

A. Matters covered. Except as provided in paragraph B, below, the
QIEP grievance procedure COvers any matter of concern oOr dissatisfaction to an
employee if the matter is subject to the control of OIEP management, for which
the employee seeks personal relief, or any matter where the employee alleges
that coercion, reprisal or retaliation has been practiced against him or her.

B. Matters excluded. The OILEP grievance procedure does not cover the
following:

(1) A decision which is appealable to the Merit Systems Protection

Board or subject to final administrative review by the Office of Persomnel
Management or other appropriate authority outside the Department;

(2) The content of published agency regulations and policy;
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{3) Non-selection for advancement from a group of properly ranked
and certified candidates;

(4) An action which terminates a temporary advancement within a
maximum period of one school term and returns the employee to the position
from which the employee was temporarily advanced:

(5) Decisions regarding award recommendations for performance
contributions, acceptance of employee suggestions or invention, or granting of
cash or honorary recognition;

(6) The content of critical results and performance indicators of
an employee's position:

(7) An informal warning or notice of an action which, if effected,
would be covered under the grievance system or ezcluded from coverage by
paragraph 11.8&B of this section:

(8) A pay determination on a pay increase (or the lack of a pay
increase)} under any pay system;

(9) Separation during any probationary period;

(10) A performance evaluation, except as provided for in cases
involving discharge;

(11) The reasons for non-renewal of any contract:

(12) Removal of a conditional contract employee;

(13) An audit or investigation being made of any employee by the
Office of Inspector General: the Attorney General; Department of Justice; or

the Special Counsel, MSPB; or at the direction of the Director.

(14) Relief specified that is not personal to grievant or is not
subject to the control of management;

(15) Any grievance presented by bargaining unit employees covered
by a negotiated grievance procedure or status quo employees covered under
other procedures.

{16} Failure of employee to maintain required state certification
resulting in termination or non-renewal of contract:;

(17) Failure of an employee to meet the requirements of a
provisional contract resulting in termination or non-renewal of a contract;
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(18) A warning letter not removed from the supervisor's file prior
to one year of the origination date.

{19) A reprimand letter not removed from the OFF prior to
expiration date.

11.85 Responsibilities of Officials on Employee Grisvances.

A. The Director will be responsible for:

{1) Developing and administering a grievance procedure which
complies with the principles of fairness and equity;

(2) Assuring employees &n opportunity to express their views
regarding the procedure;

(3) Reviewing and making the final decision on grievances
submitted to that level as outlined in this directive;

(4) Maintaining the grievance files for grievance submitted to
this level.

B. The Education Line Officer will be responsible for:

(1) Administering the grievance procedure in a fair, impartial and
unifeorm manner;

(2) Reviewing informal grievances properly submitted to the
tducation Line Officer and responding in writing to the grievant, including
the reason for the decision.

{3) Investigating and documenting matters concerning the
grievance if necessary.

(4) Determining acceptability of a formal grievance.

(5) Maintaining grievance files for which he is the deciding
official. :

(6) Making decisions in the grievance procedure as outlined herein
or forwarding a grievance to the Director, when he/she disagrees with the
recommendations of the Grievance Ezaminer.

C. The school supervisor who reports organizationally to the
Education Line Officer will be responsible for:

{1) Reviewing the grievance received for acceptance oOr rejection;

89



BUREAU OF INDIAN AFFAIRS MANUAL 62 BIAM 11.85C(2)
EDUCATION
Education Contract Personnel

resolving informal grievances if possible and responding in writing to the
grievant including the reason for the decision.

(2) Determining acceptability of a formal grievance and advising
the employee of his/her right to appeal the rejection to the Education Line
Officer if the grievance is rejected for any of the reasons authorized.

(3) Making the decision on the grigvance to take the action _
requested by the employee, offer an alternate solution or deny the grievance,

(4) Maintaining all grievance files at the school level.
D. Supervisors will be'responsible for:

(1) Obtaining and distributing copies of this procedure to all
covered employees:

(2) Accepting, investigating and attempting to resolve informal
grievances objectively and equitably within established time limits;

(3) Establishing and forwarding the grievance to the school
supervisor for proper maintenance.

{4) Advising the employee of his/her right to appeal to the next
higher supervisory level.

E. Grievance ezaminers are responsible for making an impartial and
objective inquiry as to the merits of a grievance and for providing a report
of findings and recommendations to the parties and the deciding official.

F. Employees who file grievances will be responsible for:

(1) complying with appropriate time limits established herein,

(2) furnishing sufficient detail and documentation to clearly
identify the matter being grieved,

(3) specifying the personal relief being requested and
(4) designating their representations in writing, if any.

11.86 Definitions for Employee Grievances,

a. Bargaining Unit Employee means an employee included in an
exclusive bargaining unit as determined by appropriate authority.

B. Deciding Official means an official designated to (1) receive and
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attempt to adjust formal grievances; (2) refer formal grievances to an
examiner where necessary; and (3) decide formal grievances on the basis of
examiners' reports. In all cases, the deciding official must be at the next
higher supervisory level, except that Education Line Officers may be both
proposing and deciding officials for employees under their immediate
supervision.

C. Emplovee means a current or former contract Education employee of
the Office of Indian Education Programs for whom a specific issue can still be
appropriately resolved. Former employees must file a timely grievance
concerning this matter for review under these procedures prior to separation
in order to receive consideration.

D. Grievance means a request by an employee, OT by & group of
employees acting as individuals, for perscnal relief in a matter of concern or
dissatisfaction relating to the employment of the employee(s) which is subject
to the control of management.

. E. Grievance File means a separate file, subject to the Privacy.Act,
which contains all documents relatad to the grievance, inciuding but not
limited to any statements of witnesses, records or coples thereof, the report
of the hearing when one is held, statements made by the parties to the
grievance, and the decision.

F. Personal Relief means & specific remedy directly benefiting the
grievant(s). It may not include a reguest for disciplinary action for another
employee. .

11.87 Criteria for Grievance Review. The following criteria will govern the
review of grievances:

A. Prompt and fair consideration of each grievance.

B. Grievance examination will be carried out by a person(s) who has
not been involved in the matter being grieved and who would not be considered
to occupy & position subordinate to any official who recommended, advised,
made a decision on, or who otherwise is OT wWas involved in the matter being
- grieved. '

C. Assurance to the grievant of:

{1) Freedom from restraint, interference, coercion, discrimination
or reprisal in presenting a grievance;

(2) The right to be accompanied, represented, and advised by a

representative of his or her own choosing, except that management may disallow
the choice of an individual as a representative which would result in a
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conflict of interest or position, which would conflict with the priority needs
of the agency, or which would give rise to unreasonable costs to the
Government;

(3) A reasonable amount of official time to prepare the grievance
if the employee is in a duty status; and

(4} The right to communicate with the servicing personnel office
and/or counselors of the bureau.

D. Assurance to the employee's representative of:

(1) Freedom from restraint, interference, coercion, discrimination
or reprisal; and

(2) A reascnable amount of official time to present the grievance
if the representative is an employee of the OIEP and is otherwise in a duty
status.

E. When a grievance is filed informally, a grievance file will be
established and made available at the request of the grievant to the grievant
and/or his/her representative for review and comment. A copy of this file will
be given to the grievance examiner, if applicable. 'l.\

F. After an emplcoyee places a grievance in writing, the employee is
entitled to a written decision which includes a report of findings and reasons
for the timely determination, made by the deciding official.

11.88 Grievance Rights and Procedures.

A. Employee Rights. An employee, or a group of employees acting as
individuals, will be entitled to present a grievance under this procedure and
management will accept the grievance if it is properly presented. Grievances
presented by a group must be identical in all respects, or they will be
considered individually.

(1) In presenting the grievance, the employees will have the right
to be represented at their own expense and advised by a person of their choice
providing there is no conflict of interest or position.

{(2) If the employee is in active status, a reasonable amount of
official time, not to exceed eight hours, will be granted to present the
grievance. If a representative is chosen who is also covered by this
directive, who would otherwise be in a duty status, the representative will
also be granted a reascnable amount of official time, not to exceed eight
hours. The Education Line Officer may disallow an employee's rapresentative,
whose activities as representative would cause a conflict of interest or an
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employee whose release from his/her official position would give rise to
unreasonable costs to the Government or whose priority work assignment
precludes his/her release from official duties.

(3) The empioyee, in preparing and presenting a grievance, will be
entitled to communicate with and seek advice from management officials who
have been designated by the supervisor as having responsibility for providing
such assistance. These SOUICEs provide procedural advice and factual '
information on subject matters for which they are responsible, but do not
address the merits of & grievance.

B. When a unit of exclusive recognition exists, the negotiated
grievance procedure will be the only procedure available to a covered enployee
for resolving grievances within its coverage.

C. The deadline for initial filing of a grievance may be extended by
the management official receiving the grievance, upon written request by the
employee stating the reasons.

D. Cancellation or Termination of Grievance Processing.

(1) A supervisor will cancel or terminate an informal grievance
only when requested by the employee OI if an informal agreement is reached.

(2) The appropriate management official will cancel or terminate a
formal grievance:

{(a) At the employee's request;

(b) when the employee's employment terminates, unless the
relief sought by the employee involves a pay issue;

(¢) Upon the employee's death unless the grievance involves
a question of pay;

(d) 1f the employee does not furnish the required
jnformation and does not proceed with the advancement of the grievance within
specified time limits; or

{e) When the specific relief requested by the employee is
granted.

11.89 Informal Grievance Procedure {Step 1).

A. Presenting the Grievance.

(1) An employee may present a informal grievance, subject to
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section 11.86R.

(2) The employee must present an informal grievance within 10 days
of the date of the specific act or occurrence or the date he/she became aware
of it; a grievance must concern a particular act.

{3) The employee will present the informal grievance in writing
for consideration. Informal grievances will be submitted to the employee's
immediate supervisor (if the informal grievance involves the immediate or
first line supervisor, it may be submitted to the next higher level of
supervision). :

(4) Informal grievances will not be initially submitted to the
official who would make the final decision under this directive, The employee
and his/her immediate SUpervisor are encouraged to settle informally prior to
the employee filing a formal written grievance. The informal procedure will be
completed before a formal grievance can be accepted by the next higher level
supervisor.

(5) An employee will ensure that the supervisor is aware that a
grievance has been presented, as opposed to a general complaint or an informal
request for information or counseling.

(6) A grievance will not be rejected in the informal stage for any
Teason.

E. Consideration. The supervisor who receives the informal grievance
will attempt to resolve it by discussing it with the employee and

(1) If the grievance concerns an action effected through an
advanced written notice, with a right to reply and final written decision, the
grievance will be presented formally, without first following informal
procedures. Such formal grievances will be submitted no later than 10 calendar
days after the effective date of the action.
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(2) The formal grievance will be submitted (in writing through the
immediate supervisor) on Form 5-6234, OIEP Grievance Form as shown in
Illustration 37, to the school supervisor or, for school supervisors and
Education Line Office employees, to the Education Line Officer.

(3) The grievance will jnclude the name of the employee and
representative, if any; the employee's position title and the organizational
entity to which assigned; sufficient detail to identify and clarify the basis
for the grievance (times, dates, names, place, and other pertinent data); a
copy of the notice of decision on the informal grievance, or a statement to
the effect that no notice was furnished in the allotted time; and a specific
statement of the personal relief requested by the employee; employee's
signature and date.

B. Acceptance or Rejection of the Grievance at Step 2.

{1) If the informal procedure has not been followed, the
supervisor will return the grievance to the employee with advice that the
grievance must first follow the informal procedure.

(2) If the grievance is not properly presented, the grievance will
be returned to the employee for correction; the employee must then resubmit
the grievance within three calendar days to continue the grievance procedure.

(3) If untimely, the supervisor will reject it and inform the
employee in writing of a right to appeal the rejection to the next higher
supervisor.

(4) 1f the matter is inappropriate for consideration under these
guidelines, the supervisor will reject it and inform the employee in writing
of the reasons for rejection and of the right to appeal the rejection to the
next higher level of supervision.

(5) If the grievance ie considered properly submitted, the
supervisor will inform the employee in writing of its acceptance as a formal
grievance.

(6) A grievance file must be established for each grievance
accepted under the formal procedure. The file will be maintained and disclosed
consistent with the Privacy Act and the Freedom of Information Act. The
grievance file established is available to the employee and representative and
mast not contain any document that is not pertinent to the grievance.

C. Decision at Step 2.

(1) The supervisor receiving the grievance will attempt to resolve
the formally presented grievance and will notify the employee in writing of
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the decision, the reasons for the decision and the action to be taken, if any,
within 20 calendar days of the receipt of the grievance. The employee then has
seven calendar days from the date notified of the decision at Step 2 to
forward the grievance to the Education Line Officer or Director, as
appropriate.

(2) If the grievance does nct involve a loss of pay to that
employee, the Education Line Officer or Director, as appropriate, will review
the entire file and notify the grievant in writing of his/her concurrence or
non~concurrence with the supervisor's decision within seven calendar days. The
decision of the Education Line Officer or Director is final and not subject to
further review. If the Education Line Officer is the Supervisor receiving the
formal grievance, the review will be made by the Director, who will render a
final decision which will not be subject to further review.

{3} If the grievance involves a loss of pay to the grievant, the
Education Line Officer or Director may reguest/assign a grievance examiner
within seven days of receipt of the employee's grievance to hear testimony
and/or review the files in the grievance.

D. Grievance Examiper. When the grievance examiner begins the inquiry
on an employee grievance, a copy of the grievance file will be given to the
examiner. The grievance file will be the official record of the grievance
proceedings and will contain all documents related to the grievance. The
grievance examiner will be asked to conduct an inquiry into the grievance,
compiete the grievance file, and submit a repert of findings and
recommendations to the deciding official within 30 calendar days of assignment
of the grievance.

E. Decision on the Grievance (Step 3).

(1) The Education Line QOfficer or Director, as appropriate, will
determine the acceptance or non-acceptance of the examiner's recommendations
and will notify the employee or employee representative of the final decision
within 14 calendar days of the receipt of the report. This decision is not
subject to further administrative review.

(2) When the Education Line Qfficer or Director is directly
inveolved either as a proposing or deciding official, the final decision for
acceptance or non-acceptance of the examiners recommendation will be the
responsibility of the Director. The Director will notify the employee or the
representative of the final decision within 14 calendar days of the receipt of
the report. This decision is not subject to further administrative review.
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U.S. DEPARTMENT OF THE INTERIOR

EMPLOYEE PERFORMANCE PLAN AND RESULT REPORT

paéyee's Name: Rating Period:

tie/Series/Grade: Bureau/Office:

Social Security No..

uty Station

ART I. PERFORMANCE PLAN

RITICAL RESULT  (List no more than five)

L)

Tit

PEREORMANCE INDICATORS: Circle or underline the applicable critical: result letter(s).
QUALITY

RESULTS (Enter:

Achieved or Not Achieved)

Appiy' te Critical Result{s):

Knowledge of Field or Profession: Maintains and demonstrates technical competence and/or expertise in

areas of assigned responsibility. Al A B C DE
Accuracy and Thoronghness of Work: Plans, organizes, executes work logically. Anticipates and

analyzes problems clearly and determines appropriate solutions, Work is correct and complete. Al A B C DE
Soundness of Judgment and Decisie  Assesses 1asks objectively and researches and documents

assignments carefully. Weighs alternative courses of action, considering long- and short-term implications. Al A B C DE
Makes and executes timely decisions.

Effectiveness of Written Documents Written work is clear, relevant, concise, well-organized, grammatically

correct, and appropriate to audience. Al A B C DE
¥ ffectiveness of Communications: Presentation meets objectives, is persuasive, tactful, and appropriate

1o audience. Demonstrates attention, courtesy, and respect for other points of view. Al A B C D E|
Timeliness in Meeting Deadlines: __ Completes work in accordance with established deadlines. Al A B C D E
Effectiveness of Supervision:  Directs and coordinates activities of unit, assursing deadlines are met.

Coaches, counsels, develops, and utilizes staff effectively, demonstrating a commitment to the workforce, All A B C D E

Other:  (specify)
: Al A B C DE

Other:  (specify)

Al A B C DE

o/
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TEAMWORK APPIY 10 LIIUGal nwauinaf.

articipation:  Willingly participates in group activitics, performing in a thorough and
>mplete fashion. Communicates regularly with team members. Seeks team conscnsus, Al A B C D E
eadership: Provides encouragement, guidance, and direction to team members as needed.
s style to fit situation. Al A B C D E
_cration  Supports team initiatives. Demonstrates respect for team members, accepts
zvicws of others, and actively supports team decisions._ Al A B C D ET
Mher (specify): Al A B C D E
CUSTOMER SERVICE Apply to Critical Result(s):
Juslity of Service: Delivers high quality products and service to both external and internal
ustomers. Initiates and responds to suggestions for improving service. Al A B C D E
limeliness of Service; Delivers quality products and services in accordance with time
chedules agreed upon with customer. Al A B C D E
Tourtesy:  Treats external and internal customers with courtesy and respect. Customer
satisfaction is high priority. Al A B C D E |
dther (specify): Al A B C D E
PART Il. PROGRESS REVIEWS: Dare of review and initials of employee and Rating official (R O.)  must also be
vrovided for each review. A summary-of comments is optional unless results are not being achieved.
Pate:
Emp. Initials:
R.O. Initials:
Date:
Emp. Initials:
R.O. Initials:
PART ill. SUMMARY RATING: (Enter: Achieved or not Achieved on this linej RESULTS
Space is provided to summarize the basis for rating given. A "Results Not Achieved” rating requires explanation; if more space is
needed, provided additional comments as an attachment.
PART IV. CERTIFICATION: (Employee's signature certifies review and discussion with the Rating Official. It does not
necessarily mean that the employee concurs with the information on this form).
Performance Plan: (Sign when plan is established) Summary Rating: (Sign when rating is completed)
Employee Date Rating Official Date
Rating Official Date Reviewing Official (required for Date
summary of "Resuits Not Achieved”)
viewing Official  (When required by Bume Offics) Date Employee Date

'rrvacy Act Notice: Submission of information is mandatory. Failure to provide information will prohibit data collection required by the Office of Personnel

fatiagement.
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SCHEDULE OF OFFENSES AND RANGE OF PENALTIES

OFFENSE

. Delay or faiiure to carry out assignad

work or instruction in a reasonabie
pericd of time.

_ insubordinate defiance of authority,

refusal to comply with proper orders,
wanton disregard of directives of insolence.

. Tardiness of iess than 122 hour

. Unauthorized absence of 8 hours of jass,

tardiness of over 4/2 hour, leaving the job
over 172 hour, leaving the job without permission
or detayed retum from tunch or break(s).

. Unauthorized absence of more than 8 hours.

. Failure to request leave according to established

procedures.

_ Faflure to honor a valid denial of a Jeave request,

. Loafing or sieeping on duty when hazard to

personnel, students or property is nol acute

or when nio injury or loss is involved.

When hazard to personnel, students, of
property is acute or when there has been an
tnjury or significant loss.

. Carsless workmanship of negligence.

When conseguences may be extreme, an attempt
is made to conceal defective work, or there is an
unauthorized atternpt to remove or destroy work.

Careless use of government property, resulting
in possible or actual minimum damage and minor
disruption of mission.

When possible or aciual major damage to
govemmeant property is invoived, with

significant miasion disruption or actual danger to
the iives or well being of the employees, students
or customers.

Failure to observe a safety practice, including
sailure to requine students to use proper safety
squiprnent in classroom of where individual Is
responsible for the safety and well being of
students on school campus or during school
sponsored events of outings.

FIRST OFFENSE
Reprimand to 5-day
Suspension

Reprimand to
Removal
Reprimand

Reprimand to 5-day
Suspension

Reprimand to t4-day
Suspension

Reprimand to 14-day
Suspension

Reprimand to 14-day
Suspension

Reprimand to 14-day

Suspension

5-day Suspension to
Removal

Reprimand to 5-day Suspension

Reprimand to Removal

Reprimand to 5-day Suspension

Reprimand to Removal

Reprimand to 5-day Suspension

62 BIAM 11
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SECOND OFFENSE

e i

5-day Suspension to Removal

5day Suspension to
Removal
1.day Suspension to Removal

5-day Suspension to Removal

5-day Suspension o
Removal

§-day Suspensian 1o
Removal

5-day Suspension to
Removal

5.day Suspension to Removal

10-day Suspension io
Removal

S-day Susp@nsion to Removai
5.day Suspension 10

Removal

5-day Suspension to Removal

5-day Suspension to Removal

5-day Suspension to Removal
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SCHEDULE OF OFFENSES AND RANGE OF PENALTIES
OFFENSE FIRST OFFENSE SECOND OFFENSE
12. Loss or demage to, or unauthorized use Reprimand to 5-day Suspension 5-day Suspension to Removal

or destruction of govemment property

{including motor vehicles}, records, or information.

When willfuiness or intent is involved by employse

of authorized by an ampioyee for a subordinate. Reprimand to Removal 5-day Suspension to Removal

NOTE:
period or removed if circurnstances warrant.
13. Thelt, actual or attempted.

NCOTE: Penally is determined primarily by valus of property, mitigating circumstances, employee's employment history, and employes's

14,

15.

16,

17.

18.

19.

21,

explanation.

Deliberute misrepresentation; faisification,
exaggeration, or concesiment of & material fact
in connection with any official docurnent; or
withholding of material facts in connection with
matters under official investigation,

Discourteous conduct. includes discourteous
conduct to public.

When involving student(s)

Calling or participating in & strike, workstoppage,
of siowdown.

Picketing if such interferes with agency or schooi
operations,

Committing a prohibited personinel practice.

i the violation was deliberate.

Rude, boisterous play that s versely affects
preduction, discipline, or moraie; use of abusive,
demeaning, degrading, or ifx;ulting language;
quarreling or inciting to quarrel or

interfering with the production of othars.

When the above invoives g student.

. Fighting, threatening, or inflicting bodily harm on
another, physical resisiance to compeient authority;

of indecent or immoral conduet.-

Gambling during work hours.

. Drinking, transferring, or sefling intoxicants on duty

of on government premises, Reporting to duty
impaired by intoxicarnts.

. Being on duty so intoxicated as to be unable to
property perform assigned duties, or to be a hazand

to salf or others.

Reprimand to Removal

Reprimand to Removal

Reprimand to 14-day Suspension

Reprimand to 14-day Suspension
Removai

Reprimand to Removal

Reprimand to 14-day Suspension
Removal

Reprimand to Removal

10-day Suspension to Removal

Reprimand to Removal

5-day Suspension to Removal

S-day Suspension to Removal

S-day Suspension to Removal

31 USC 638a(c) in 5 CFR and 31 USC 638a(c)(2) provides that any employee whe williully uses or authorizes the use of
government motor vehicles for other than official purposes is suspended for not less than 1 month and is suspendad for a longer

5-day Suspension to Removal

5-day Suspension to Removal

5-day Suspension to Removal

5-day Suspension to Removal
5-day Suspension to Removal
5-day Suspension to Removal

S-day Suspension to Removal

14-day Suspansion to -
Removal

14-day Suspension to Removal

10-day Suspension to Removal
14-day Suspension to Removal

44-day Suspension to Removal




u matarials. Release of information cbtained through
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SCHEDULE OF OFFENSES AND RANGE OF PENALTIES

OFFENSE FIRST OFFENSE SECOND OFFENSE
24. Ofi-duty misconduct of such major import that the Reprimand to Removal E-day suspension to
ernployee is unable to fulfill his or her job Removal

responsibilities. Off-duty misconduct of such
significance that there is an adverse effact
upon the DOI, BIA, or OIEP.

25. Fallure to honor valid debts of legal obiigations. Letter of Wamning Reprimand
{in determining whather an offense has ogcurmed,
consider whether extenuating circumstances have
developed after the employee incurred the obligation
and the employes's previous record).

NOTE: Thers is no offense unless: (a) the validity of the deb! is established; {b) there has been a failure to sither arrange for or comply with
& repayment schedule; and {c) there is a current compiaint from the creditor.

26. Making false, malicious, unfounded, or highly S-day Suspension to Rermoval 10-day Suspension to Removal
responsible statements against cther employees,
supervisors, other officials, or subordinates, with
the intent to destroy or damage the reputation,
suthority, or official standing of the agency concamed.

27. Discrimination based on race, color, religion, sex, Reprimand to 14-day Suspension 10-day Suspension to Removal
national onigin, age, or handicapping conditions of
#n smployes, former employes, or applicant which
aftacts his or her nights, privileges, benefits, dignity,
' and equality of economic opportunity. includes saxusl
harassment. Also includes making racial or sthnic
slurs, or disseminating literature corntaining siurs.
Consider circumstances and the effect on the person
discriminated against, use of abusive language,
violent treatment, or insulting demeancor.

# the discriminatory practice was deliberate Removal

28. Use of abusive or offensive language toward a Reprimand to 14-day Suspension 10-day Suspension to Removal
subordinate; balting of otherwise inciting 8 subordinate
to viotate ruies or regulations; coercion in daprivation of
an employee's rights; or reprisal for the use of
appellate procedures.

i the viclation was deliberate. Removal

29. Compromise or discredit of examination materials or  Reprimand to 14-day Suspension 5.day Suspension to Removal
process resulting from discussion of specific
questions or content of examination with other
employees, based on experience in the examination,
when there is not deliberate effort of intent to
compromise the examination materials or process.

Compromiss of an examination through unauthorized  14-day Suspension 1o Removal Removsl
possession, use, or furnishing to athers of
examnination information or materials.

40. Violation of security regulations when the breach Reprimand to 30-day Suspension 10-day Suspension to Removal
does not result in release of security information to
unauthorized sources and their is not evidence of
a compromise of security protected docurments and

empioyment in 8 confidential position or allowing access
1o confidantial information to individuals not authorized
to receive such information, of release of information
protacted by the provisions of the Privacy Act without
authorization.




3.

35.

37.

38.

41,

42,

SCHEDULE OF OFFENSES AND RANGE OF PENALTIES

OFFENSE

Aiding gnd assisting in

prosecution of claim against the
United States, or receiving any
gratuity or any share of or interest

in claim from any claimant otherwise
than in the discharge of proper official
duties.

. Solicting contributions from other government

officers or employeeas for gifts or presents
offered or presented as contributions from
persons in govemnment employ receiving & lower
salary.

. Transferring or selling marjuana, a narcotic,

or & dangercus drug.

- Use or possession of marijuana, a narcotic,

or dangerous drug on govemment premises
or on duty. Reporting for duty while under
the influence of marjuana, a narcotic, or
dangerous drug.

Being on duty so impaired by marijuana,

@ narcotic, or dangerous drug as to be
unabie to properly perform assigned duties
or to be a hazard to self or others.

. Defiberate misuse or unauthorized use

of govermnment funds or property or
convarsion of same for personal use
or benefit.

Accapting favors or gifts from vendors
for personal gain,

. Falsifying records and reports, including

school operation records and reports, for
eneselt! of ancther employee.

Falsifying the official student count.

. Improper use of Sick Leave.

Corporal punishmant, battery, or
confinement commitied against &
student.

Engaging in immoral or indecent conduct

in relation to a student. Providing student(s)
with drugs or intoxicating beverages on or off
school grounds.

. Failure to teport, or investigate a report, of

chiid abuse. Failure to simultanecusty report
allegations of ¢hild abuse to law enforcemant
and social sarvices organizations.

. Failure to follow empioyment screening, drug

testing policies and procadures, or to inktiate
& socurity background investigation.

FIRST OFFENSE

14-day Suspension to Removal

Reprimand to 14-day Suspension

Removal

14-day Suspension to Removal

14-day Suspension to Removal

Reprimand to Removal

Reprimand to Rermoval

Reprimand o 14-day Suspension

14-day Suspension to Remaoval

Reprimand to 14-day Suspension

i4-day Suspension to Removat

Reprimand to Removal

Reprimand o Removal
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SECOND OFFENSE
Removal

1-day Suspension to Removal

Removal

Removal

14-day Suspension to
Removal

“t4-day Suspension to
Removal

5-day Suspansion to
Removal
Removal

14-day Suspension to
Removal

Removal

14-day Suspension to
Removat

‘:\)

14-day Suspension to
Removal



SCHEDULE OF OFFENSES AND

QFFENSE

45, Use of BIA identificetion to cosrce, intimidate,

47,

48.

49,

or deceive (including cards, badges, various BIA
credentials).

. Borrowing money of obtaining co-signaturas

from subordinates.

Unzuthorized canvassing, soliciting, or

peddling on government propery of
govemnment jeased space.

Failure to assess a penalty when the facls
are known anc warrant disciplinary action,

Soliciting or acoepting directfy or indinectly

any gift, gratuity, faver, antertainmant, food,
todging, joan, or other things of monetary value
trom an individual or organization which has or
s smeking business or financial relations with the
BiA, conducts activities reguiated by the BIA, or
has interest which may be substantially affected
by the performance of non-performance of the
employee's duties.

RANGE OF PENALTIES
FIRST OFFENSE SECOND OFFENSE
Reprimand to Removal 14-day Suspension to
Removal

Reprimand to 14-day Suspension

Reprimand to 5-day Suspension

Reprimand to 14-day Suspension

Reprimand to Removat

14-day Suspension to
Removal

10-day Suspension to
Removal
14-day Suspension to

Removal

14-day Suspension to
Removal
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SELECTING THE PENALTY

Information on how basic penalty was derived and if favorable elements were considered need not be included in notices to empioyees but must
be available for later use. However, information must be included in. notices to employees of any consideration used to increase the severity of
the basic penalty.

BASIC PENALTY is the one that would be used if there were no other consideration. If is based on:

a. Offense;
{1) Character,
{2) Sericusness.
(3) Consequences.

b. Rehabilitative potential of penalty.
¢. Character of smployee's position.
FAYORABLE ELEMENTS are thoss considerations which tend toward the imposition of less severe penatlies. included are:
a. Shuation:
{1} Possbbility of genuine misunderstanding.
{2) Enticements or provocationa.
(3) Capabilities of others.
(4) Mitigating circumstances.
b. Employee:
(1} Length of Servics,

(2) Quaiity of Work History.
(3) Personat reputation, /-.5*9

(4) Past contributions.
(5) Record of cooperativaness.
{6) Record of achievements.
UNFAVORABLE ELEMENTS are considerations which tend to show a need for more ssvere action than usually taken. Included are:
a. Penalties for past offenses:
{1) Suspensions
{2} Reprimands
(3) Waming Letter - 1 year
b. Combination of offenses,
¢. Series of offenses.
d. Character of other offansas.
. &. Recency of other offenses.
{. Employse willfulness.
PENALTY ASSESSED results from welghing of favorable and unfavorable factors in reigtionship to the offanse.

a. Proposed penalty ks determined on the basis of ail infarmation available at the time of institution of the action and is specifically
stated in the notice of proposed action.

b. Penalty decided upon is determined basad on all avgilable information, including the employes's answer to the notice of
proposed action. Give consideration to plea of compassion, State penalty decided upon and effective date in notice of decision,



TEAMWORK Apply to Critical Result(s):

Participation:  Willingly participates in group activities, performing in a thorough and
complete fashion. Communicates regularly with team members. Seeks team consensus. Al A B C D E
ibeadership: Provides encouragement, guidance, and direction to team members as needed.
style to fit situation. Al A B C D E
ration Supports team initiatives. Demonstrates respect for team members, accepts
e views of others, and actively supports team decisions.” Al A B C D E |
Other (specify): Al A B C D E
CUSTOMER SERVICE Apply to Critical Result(s):
Quality of Service: Delivers high quality products and service to both external and internal
customers. Initiates and responds to suggestions for improving service. Al A B C D E
Timeliness of Service: Delivers quality products and services in accordance with time
schedules agreed upon with customer. Al A B C D E
Courtesy:  Treats external and internal customers with courtesy and respect. Customer
Satisfaction is high priority. Al A B C D E
Other (specify): Al A B C D E

PART II. PROGRESS REVIEWS: Date of review and initials of employee and Rating official (R O.) must also be
provided for each review. A summary of comments is optional unless results are not being achieved.
Date:
Emp. Initials:
R.O. Initials:

Date:
Emp. Initials:

' RO, Initials:

1] 11

“PART . SUMMARY RATING:  (Enter: Achieved or ot AcFieved on this ling) RESULTS

Space is provided to summarize the basis for rating given. A "Results Not Achieved” rating requires explanation; if more space is
needed, provided additional comments as an atiachment.

|

PART IV. CERTIFICATION: (Employee's signature certifies review and discussion with the Rating Official. It does not
necessarily mean that the employee concurs with the information on this form).

Performance Plan: (Sign when plan is established) Summary Rating: {Sign when rating is completed)
Employee Date Rating Official Date
Rating Official Date Reviewing Officia! (required for Date

summary of "Results Not Achieved")

iewing Official  (When requirad by Burem: Office) Date Employee Date

Privacy Act Notice: Submission of information is mandatory. Failure to provide information will prohibit data collection required by the Office of Personnel
Management.






10.

1.

SCHEDULE OF OFFENSES AND RANGE OF PENALTIES

OFEENSE

. Deiay or failure to carry out assigned

work or instruction in a reasonabie
period of time.

 Insubordinate defiance of authority,

refusal to comply with proper orders,
wanton disregard of directives or insolence.

. Tardiness of less than 1/2 hour

_ Unauthorized absence of 8 hours of less,

tardiness of over 172 hour, leaving the job
over 172 hour, leaving the job without permission
or delayed retum from lunch or break(s).

. Unauthorized absence of more than 8 hours.

_ Failure to request leave according to established

procedures.

. Failure 1o honor a valid denial of a leave request,

. Loafing or sieeping on duty when hazard to

personnel, students of property is not acuts
or when no injury of kiss is invoived.

When hazard to personnel, students, of
property is acute of when there has been an
injury or significant loss.

. Careless workmanship or negligence.

When consequences may be exireme, an attemnpt
is made to conceal defective work, o there is an
unauthorized atternpt to remove of destroy work,

Careless use of govemment property, resulting
in possible or actual minimum damage and minor
disruption of mission.

When possible or actual major damage to .
government property is invoived, with

significant mission disruption or actua! danger to
the lives or well baing of the employees, students
or customers.

Failure to observe & safety practice, including
faiture to require students to use proper safety
equipment in classroom or where individual is
responsible for the safety and well being of
students on schocl campus of during
sponsored events of outings.

FIRST OFFENSE
Reprimand to 5-day
Suspension

Reptimand to
Removal
Reprimand

Reprimand to 5-day
Suspension

Reprimand to 14-day
Suspension

Reprimand to 14-day
Suspension

Reprimand to 14-day
Suspension

Reprimand to 14-day
Suspension

5-day Suspension to
Removal

Reprimand to 5-day Suspension

Reprimand to Removal

Reprimand to 5-day Suspension

' Reprimand to Removal

Reprimand to S5-day Suspension

62 BiAM 11
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SECOND OFFENSE

e e e sttt

5-day Suspension to Removal

s-day Suspension to
Removal
1-day Suspension to Removal

5-day Suspension fo Removal

S-day Suspension to
Removal

5-day Suspension to
Removal

5-day Suspension to
Removal

5-day Suspension to Removal
10-day Suspension to

Removal

5-day Suspension to Removal

5-day Suspension to
Removal
S-day Suspension to Removal

5-day Suspension to Removal

S-day Suspension to Removal
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SCHEDULE OF OFFENSES AND RANGE OF PENALTIES

OFFENSE FIRST OFFENSE SECOND OFFENSE
12. Loss or damage to, or unauthorized use Reprimand to 5-day Suspension S-day Suspension to Removal
or destruction of government property
{inciuding motor vehicles), records, or information.
When willfulness or intent is involved by employee
or authorized by an employee for a subordinate. Reprimand to Removal 5-day Suspension to Removal

NOTE:

13.
NOTE:

14,

15.

16.
17.

18.

18.

21,

period or removed if circumstances warrant.

Theft, actual or attempted.

axpianation.
Delibarate misrepresentation; faisification,
exaggeration, or conceaiment of a material fact
in connection with any official document; or
withholding of material facts in connection with
matters under official investigation.

Discourteous conduct. includes discourteous
conduct to public.

When involving student(s)

Calling or participating in a strike, workstoppage,
or siowdown.

Picketing if such interferes with agency or school
operations.

Committing a prohibited personnel practice.

¥ the violation was deliberate.

Rude, boisterous play that p<iversely affects
production, discipline, or morale; use of abusive,
demeaning, degrading, or i ulting language;
quarreling or inciting to quarrst; or

interfering with the production of others.

When the above involves g student.

. Fighting, threatening, or inflicting bodily harm on
another, physical resistance to competent authority,

of indecant or immoral conduct.-
Gambling during work hours.

. Drinking, transferring, or selling intoxicants on duty

or on government premises. Reporting to duty
impaired by intoxicants.

. Baing on duty so intoxicated as to be unable to
properly perform assigned duties, or to be a hazand

to self or others.

Reprimand to Removal

Reprimand to Removai

Reprirnand to 14-day Suspension

Reprimand to 14-day Suspension
Removal

Reprimand to Rernoval

Reprimand to 14-day Suspension
Removal
Reprimand 1o Removal

10-day s:.lsponsion to Remova!

Reprimand to Removal

S.day Suspension to Removal

S-day Suspension to Removal

$-duy Suspension to Removal

31 USC 63Ba(c) in 5 CFR and 31 USC 638a(c)(2) provides that any employee who willfully uses or authorizes the use of
government motor vehicles for other than official purposes is suspended for not iess than 1 month and is suspended for a jonger

5-day Suspension to Removal

Penalty Is determined primarily by value of property, mitigating circumstances, employee's employment history, and employse's

5-day Suspension to Removal

5-day Suspension to Removal

5-day Suspension to Removal

S-day Suspension to Removal

S-day Suspension to Removal

S-day Suspension to Removal

14-day Suspension to -
Removai

14-day Suspension to Remova!

10-day Suspension to Removsl
14-day Suspension to Removal

44-day Suspension to Removal
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SCHEDULE OF OFFENSES AND RANGE OF PENALTIES

OFFENSE FIRST OFFENSE SECOND OFFENSE
24. Ofi-duty misconduct of such major import that the Reprimand to Removal 5-day suspension to
employee is unable to fulfill his of her job Removal

responsibilities, Off-duty misconduct of such
significance that there is an adverse effect
upon the DOI, BIA, or QIEP.

25, Failure to honor vakid debts or fegal obligations. Letter of Warning Reprimand
{in determining whether an offense has occurred,
consider whether extenuating circumstances have
deveicped after the employee incurred the obligation
and the employee's previous record).

NOTE: There is no offense uniess: (a) the validity of the debtis established; (b) there has been & fallure to aither arrange for or comply with
8 repayment schedule; and (c) there is 8 current complaint from the creditor.

26. Making false, malicious, unfounded, or highly 5-day Suspension to Removal 10-day Suspension to Removal
irresponsible statements against other employees,
supervisors, other officials, or subordinates, with
the intent 1o destroy or damage the reputation,
authority, or official standing of the agency concemed.

27. Discrimination based on race, color, religion, sex, Reprimand to 14-day Suspension 40-day Suspension to Removal
national origin, age, or handicapping conditions of
an employee, former employee, of spplicant which
affects his or her ights, privileges, benefits, dignity,
and equality of sconomic opportunity. includes sexual
harussment. Also includes making racial of ethnic
siurs, or disseminating lterature containing slurs.
Consider circumstances and the effect on the person
discriminated against, uss of abusive language,
violent treatment, or insulting demeanor.

If the discriminatory practice was deliberate Removal

28. Use of abusive or offensive language toward a Reprimand to 14-day Suspension 10-day Suspension to Removal
subordinate; baiting or otherwise inciting a subordinate
to vioiate rules or regulations; coercion in deprivation of
an employee's rights; of reprisal for the use of

sppeliate procedures.
M the violation was deliberate. Removal
29. Compromise or discredit of examination materials or ' Reprimand to 14-day Suspension 5-day Suspension to Removsl

process resulting from discussion of specific
questions or content of examination with other
employees, based on experience in the examination,
when there is not deliberate effort or intert to
compromise the examination materials or process.

Compromise of an exarnination through unauthosized  14-day Suspension to Removal Removai
possession, use, or furnishing to others of
exarmination information or materiais.

30. Violation of security regulations when the breach Reprimand to 30-day Suspension 10-gay Suspension to Removal
does not result in relaase of security information to
unauthorized sources and their is not evidence of
& compromise of security protected documents and z
materials. Release of information obtained through -
employment in a confidential position or allowing access
to confidential information to individuals not sutherized
to receive such information, of reiease of information
protected by the provisions of the Privacy Act without
suthorization.
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SCHEDULE OF OFFENSES AND RANGE OF PENALTIES

.

37,

41,

42,

OFFENSE

Aiding and gasisting in

prosecution of claim against the
United States, or raceiving any
gratulty or any share of or interest

in claim from any claimant otherwise
than in the discharge of proper official
duties.

. Soliciting contributions from other govemment

officers or employees for gifts or presants
offered or presented as contributions from

persons in govemment employ receiving a lower

saiary.

. Transferring or seliing marjuana, a narcotic,

or a dangerous drug.

. Usa or poaseasion of marijuana, a narcotic,

or dangerous drug on government premises
ar on duty. Reporting for duty while under
the influence of marjuana, a narcotic, or
dangerous drug.

. Being on duty s0 impaired by marijuana,

& narcotic, or dangerous drug as to be
unable to properly perform assigned duties
or {o be @ hazard to seif or others,

. Defiberate misuse or unauthorized use

of govemment funds or property or
conversion of same for personal use
or benefit

Accepting favors or gifts from vendors
for personal gasin.

. Falsifying records and reports, including

school operation records and reports, for
oneself or another employee.

. Falsifying the official student count.
. Improper use of Sick Leave.

Corporal punishment, battery, or
confinement cormmitied against a
student.

Engaging in immoral or indecent conduct

in relation to a student. Providing student(s)
with drugs or intoxicating beverages on or off
school grounds.

. Failure to report, or investigate & report, of

child abuse. Failure to simultanecusly report
allegations of child abuse to law enforcement
and social services organizations.

. Failure to follow employment scresning, drug

testing poficies and procedures, or to initiate
& security background investigation,

FIRST OFFENSE

14-day Suspension to Removal

Reprimand to 14-day Suspension

Removal

14-day Suspension to Removal

14-day Suspension to Removal

Reprimand to Removal

Reprimand to Ramoval

Reprimand to 14-day Suspension

14-day Suspension to Removal

| Reprimand to 14-day Suspension

14-day Suspension to Remova!

Reprimand to Removal

Reprimand to Removal

SECOND OFFENSE

Removal

1-day Suspension to Removal

14.day Suspension to
Removal

‘t4-day Suspension to
Removal

S-day Suspension to
Removal

Removat
14-cay Suspension to
Removal

Removal

14-day Suspension to
Removal

14-day Suspension to
Removsl
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SCHEDULE OF OFFENSES AND RANGE OF PENALTIES

OFFENSE : FIRST OFFENSE M@ﬁg

45. Use of BIA identification 10 coerce, intimidate, Reprimand to Removal 14-day Suspension to
or deceive (including cards, badges, various BIA Removal
credentials).

46. Borrowing money of obtaining co-signatures Reprimand to 14-day Suspansion 14-day Suspension to
from subordinates. Remova!

47. Unauthorized canvassing, soliciting, or Reprimand to S-day Suspension 10-day Suspension to
peddling on govemment property of Removal
government leased space.

48. Fallure to assess a penalty when the facts Reprimand to 14-day Suspension 14-day Suspension to
are known and warrant disciplinary aclion. Removal

49. Soliciting or accepting directly o indirectly : Reprimand to Removal 14-day Suspension to
any gift, gratuity, faver, entertainment, food, Rernoval

lodging, loan, or other things of monetary value
trom an individual or organization which has or
is seeking business or financial relations with the
BIA, conducts activities regulated by the BlA, or
has interest which may be substantially affected
by the performance or non-performance of the
employee's duties.




62 BIAM 11

Appendix ¥
Page 6 of 6 -

SELECTING THE PENALTY

Information on how basic penatty was derived and if favorabie elements were considered need not be included in notices to employees but must
be available for later use. However, information must be inciuded in notices to employees of any consideration used {0 increase the severity of
the basic penalty.

BASIC PENALTY is the one that would be used if there were no other consideration. If is based on:

a. Offense:
(1) Character.
{2) Seriousness,
(3) Consequences,

b. Rehabilitative potentiai of penaity,
©. Character of employes's position,
FAVORABLE ELEMENTS are thoss considerations which tend toward the imposition of less severe penalties. Included are:

a. Shuation;
(1) Possibility of genuine misunderstanding.
{2) Enticements or provocations.
(3) Capabliities of others.
(4) Mitigating circumstances.

b. Employee:
{1} Length of Service.
{2) Quality of Work History,
(3) Personal reputation.
(4) Past contributions.
(5) Record of cooperativeness.
(6) Record of achieverents.

UNFAVORABLE ELEMENTS are considerations which tend to show a need for more severe action than is usuaily taken. Inciuded are:
&. Penatties for past offenses:
(1) Suspensions
(2) Reprimands
{3) Waming Letter - 1 year
b. Combination of offenses.
¢. Series of offenses.
d. Characier of other offenses.
_e. Recency of other offenses.
1. Employee willfulness.
PENALTY ASSESSED results from weighing of favorable and unfavorable factors in relationship to the offense.

a. Proposed penalty is determined on the basis of all information availabie at the time of institution of the action and is specifically
stated in the notice of proposed action.

b. Penalty decided upon is determined based on alf available information, including the employee's answer to the notice of
proposed action. Give consideration to plea of compassion. State penalty decided upon and effective date in notice of decigion,




