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TO TH区　NZIVAJO PR田FER田NC電　工N EMPLO捌圏NT ACT

B電　工蜜　ENAC軍ED:

Section l. Findings

A.　　The Hea|th′　Education and Human Services Cormittee is estab|ished as a

standing c○rmittee of the Navajo Nation Counci|　with the purpose to oversee

Navajo Nation efforts in i孤P|ementing and ensuring coxp|iance with eI喝|oyment

and　|abor laws and po|icies of the Nava]O Nation and　|aws re|ating to

veterans services　2　N.N.C. §　400〈A)′〈C) 〈3主

B. ∴∴The Hea|亡h, Education and Human Services Cormittee sha||　have the

enunerated poweエ∴to estab|ish NavaコO Nation∴PO|icy′　PrOmu|gate ru|es and

regu|ations governing hea|th′　SOCia|　services, education, human services and

genera|　services of the Navajo Nation and its tribal organizations′　enti亡ies

and enterprises 2 N.N.C・ § 401(B) (1上

C.　　The Hea|th,　Education and Hunan Services. Committee serves as the

OVerSight for the...Division of Human∴Resources　2 N.N・C. §　401(C) (1).

D.　　The Navajo Nation∴Personne|　Po|icies Manua| may be amended from time to

亡ime by the Health′　Education and Human Services Cormittee of the NavaコO

Nation Council at the recommendation of　七he Division of Human Resources which

inc|ude the Department of Personne|　Management and the di∇isions of the

Execu七ive Branch and IJegis|ative Branch.　NavaJO Nation Personne|　Manua|,

工.D.

E.　To c○mp|ement amendments to the NavaコO Emp⊥oyment in Preference ActI

CO-48-14′　亡he Na∇ajo Nation Department of Justice rec。mnends amendments to

the NavaJO Nation Personne| Po|icies Manua|. See Exhibit A・

Se〇七i°n　2. A血end皿en七S

The Navajo Nation hereby amends Section　工, V′　Ⅹ工V′　and XV of the NavaJO

Nation Personne|　Po|icies Manua|　as∴fo||ows :

工.　PERSONNEIJ POL工C工ES

★★★★
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B.　ÅPP重工CA曹工ON

These persome|　po|icies app|y to a||　emp|oyees of the Executive and

I.egis|ative Branches of　亡he Na∇aゴO Nation govemment′　regard|ess of

funding source or exp|oyment statusI eXCePt Where they are specifica||y

exc|uded.　　These po|icies do not∴∴create an emp|oyment con亡ract by

imp|ication and亡he rights and pr⊥vi|eges granted emp|oyees are on|y those

specifica||y stated・甲hese Persome| Po|icies apply in a |imited mamer to

app|icants for emp|oyment positions .with the Execu亡ive and IJegis|ative

Branches of the Nava]?臆Nation govemment′　aS PrOYided in Section XエV

herein.

★∴徽「　章だ∴★

Ⅴ.　EMP重OYME珊　S冒A曹US

B. |ntroductory Period

6. Unsa七isfactory Perfo朋nce or Conduct

a.工f,　during∴亡he　90-day introductorY∴∴Period′　the eIxployee’s

perfomance or conduct is found to be unsatisfactoryI the irmediate
s「JPerVisor may亡erminate七he eIrP|oyee for just cause′　PrOVided that

亡he eIrP|oyee is g|Ven COntemPOraneOuS Written notification citing

the reason(S) for the termination.

b. J孟こエ手工Crこことここ二義もごままじごユニヨここr l轟・七二〇とここと〇二工手ごic主義ここ〇二七と七

三e臆臆gTic了ここ〇C. Temination of new eⅢP|oyees within the introductory

period voids accrued annua|　and sick　|eave.　Supervisory and

亡ransferred emp|oyees wi||　receive payment for a||　accrued amua|

1eave.

7. Fai|ure to Comp|ete Supervisory工ntroductory Period

a. Emp|oyees fai|ing to successf血|y comp|ete their superviso工y

introduc亡Ory∴Period wi|| be returned to their∴PエeVious position′ if

it is avai|ab|e′　at their prior rate of pay.　工f the previous

position is not avai|ab|e′　they wi|| be considered for a coI喝arab|e

position・工f a comparab|e position is not avai⊥ab|e′　they wi|l be

|aid off and p|aced on preferentia| sta亡us for re-emP|oyment.

b. Emp|oyees fai|ing to satisfactori|y comp|e亡e a一∴SuPerVisory

introductory∴Period wi|| not be considered for another supervisory

position for a pe工iod of 12　皿On皿8・　Dエコiユg t玉こ　銀章C蒼Tユc〇二T

三春ここ〇三ユニとCござ三〇玉c主,こエ〇ギユcr〇〇鼻こSエ〇七二i三社こちと〇号二王こてここここ・.

Ⅹ工Ⅴ. EMPlO珊E GR工EVANC巴

A. P01土cy
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An cligib|c emp|oyee who fee|s aggrieved as a∴reSu|t of an app|ication of

dischp|inary action such as dischargeI SuSPenSion′　|oss of pay or

benefits′　Or an e鳳P|oyee or an app|icant for an emp|oyment position who

alle岬h己s a∴righ七
to uti|ize t正e procedures∴PrOVided in th⊥s Section a†こ土ユニb|c}′　こⅩC:C葬t暴t

ユニr〇三三c iェ⊂〇番ユニェェ〇〇冨土と土S〇〇とicェⅩⅤ・巴ここ〇五〇七号i二二〇了重工〇・

B. Elig土b土工i七y

Al|託g÷ごFtattお　e皿P|oyees∴are e|igib|e to f⊥|e a grievance conceming

塁葦1誓誓貴芋容警官宝器u霊a詰三雲雪。三菩n輩霊室
POSition are e|igib|e to fi|e a grievance a|leging a vio|ation of’the
Navaゴo Preference in EIap|oy凪ent Act.　　T録PCr註ござ,ここ冨,　誼恵　At-W⊥||

emp|oyees are not e|ig⊥b|e.

C.　Grievance Process

l.　Step One:

An emp|oyee or an applican亡　for an exp|oyment position must fi|e a

Written∴grievance　ごC雪ドCCt　三cごrこC鏡鵜id鑑こticri With the superv⊥sor∴Who

initiated the action wi亡hin　王事蒔　tWen亡y working days of the

discip|⊥nary action or a||eged vio|ation of the Na▽ajo Preference ip

Emp|ovment Act′　With a copy to the Department of Personne| Management.

曹he supervisor must atte重rPt tO reSO|ve the prob|em wi亡h the exp|oyee

Or aPPlicant within喜寿e〇〇七en working days after receipt of the r蟹じCSt

grleVanCe・

2・　S亡ep　冒WO;

工f the supervisor fai|s∴to address the　ごCCCユCidcごati鈴　託雪じC霊

grievance or if the exp|oyee or∴aPP|icant disagrees∴∴With the

ニCCCこ桑d鑑aticri decision′　the emp|oyee or app|icant must fi|e a

Written appea|　with the Human∴Resources Director within　圭.圭iFe ten

WOrking days of the comp|etion of S亡ep One abo▽e, ∴The appea|　sha||

inc|ude:

a.　the name and position of the Aggr|eVed Party′

b.　the name and position of the supervisor initiating the action,

C.　a C|ear and concise statement of the under|ying factsI inQ|uding

the dates and a||eged events or conditions which for孤　the basis

Of the appea|′　and the specific harm a||eged|y sustained by t臆些

AggrJ.eVed∴E)artv as a resu|t of the violation′

d.　亡he re|ief sought by the Aggrieved Paエty.

3・ ,Step曹hree:

eL㌃・ ∴Within　亡en workinq davs of receipt of the

Of∴Personnel Management wi||　convene an

With the emp|oyee or app|icant and　亡he

Sett|ement if t土c　甲pcこユiこ　芦ic了誇|こ・

Personne|　Management does not convene the

3　0壬　6

appea|′　些1e Department

Administrative Meeting

SuPerVis。r∴to attempt

工f　亡he Depaエ亡men七　〇王

Ⅲee仁王皿9　0工-　二㌔〇CCユすご　仁王〇



蕎註崇霊園書誌霊。宝器。霊s言霊筆意hin七he

ⅩエⅤ.瓦　Sここなと〇よこ土鏡こ　ことこユユニ〇　三土ユニユ・

4・軍亡ep　耳ou工臆二

工f the emp|oyee or app|icant disag.rees with the outcome of the

Administrati∇e MeetingI Or if no Administrative Meeting was con∇ened′

the emp|oyee or app|icant mst fi|e a written gr|eVanCe aPPea| with
the Department Of Personne|　Managemen七　within王室玲　fifteen working

days of the conc|usion of Step冒hree for imediate transmitta|∴to the

鼠earing Officer・ A fi|ing fee of $25.00 must accomPany this appea|.

At this point′　and not ear|ier′　both parties may be represented by

|ega|　counse|.

与.翠やp Five:

A Navajo Nation Hearing Officer wi|| conduct the grievance hearing.

襲撃輩聾
♀i the hearing王室鐘cこftcご・

6.∴The decision of the Hearing Officer is the final administrative

decision.

D. Refund of Fi|ing’ Fee

工f the grievance is withdram or reso|▽ed prior to commencement of the

grievance hearingI the fi|ing fee sha|| be refunded.

E. Grounds for里C灘i張ti鍵P坐せSSa| of Grievance

Abandoment of a case or nonc○mP|iance wi七hェequired grievance dead|ines

唖　by the Aggrieved Pa`rty∴Wi||　be grounds for tc霊悪i鈴
dismissa| of tbe grievance. The Department of Persome| Management wi|1
make such determination and infom a|| parties-　Dismissa| of a grievance

些y臆be appea|ed to the Hea.ring Officer under Step Four.

F. Withdrawa|　of Grievance

At∴apy∴POint in the grie∇anCe PrOCeSS′　an exp|oyee may withdraw the

g’rievance ・

G. Status Of Position Pending Grievance Outcome

血y changes regarding a position affected by a grievance wil| be p|aced on

ho|d bY　亡he Department Of Personne|　Managemen亡∴unti|　such time the

grievance is reso⊥ved or a fina| deoision is rendered.

H. Status of Errp|oyee Pending Grievance Outcome

4　0f∴6
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1. No亡Withstanding the foregoing subsection G′　discip|inary actions sha||

be effective irmediate|y upon notice　ヒO the emp|oyee.

2. Notwithstanding an emp|oyee′s invo|∇ement ini∴a Current grievance,

subsequent vio|ation(S) of the persome| policies by the exp|oyee may
resu|t in separate. discip|inary action (S).

3. An e重や|oyee that has f⊥|ed a gr⊥evance sha|| be a||owed reasonab|e use

of avaiユab|e amua|　|eave hours for∴the purpose of par亡icipating in

the grievance process.

|. Grievance Hearing Officer

閥　匪蓮田圏50園田田園田園墨書患圏　田園田　圃西国圏髄　50臼　田田園墨田回　田　園田田　園　関田田園圏整理町　田国馳i

grievances ‘ユnde岬
for∴PerSOnne|　grievances sha||　govern the grievance hearing.　The Hearing

Offioeヱ"∴Sha||　have the authority to uph01d or reverse the discip|inary

action of the slユPerVisor, aWard back pay to the grievant′　and when

required, Order that∴the emp|oyee′s record be expunged′　and may provide

王ny Other∴relief avai|ab|e to the grievant under∴ヒhe Navajo Preference in

Emp|oyment Act.　The Hearing officer may a|so consider the appropriateness

Of the pena|ty imposed and if circumstances warrant′　reduce the pena|ty.

However, in no case shat|　the kHearing e9fficer increase the pena|ty

imposed by the supe工Visor.

★∴メタ　二を∴★

ⅩⅤ.中日R職工的A冒工ON O『臼MP重O珊富

F. Termination of Vo|unteers or∴Texporary EIap|oyees

l. A supervisor may terminate a　∇O|unteer or temporary emp|oyee at any

time.　The termination rms亡　be in writing and include an exp|anation

for the termination′　COnSistent with Navajo |aw.

2. A vo|unteer cニtこ=手Cここごr鎖P|crc:C∴Who is te皿i血ated i3 nOt enti亡|ed to

re-emPloymenモノ　|ayoff′　Or grievance rights.

3. A temporary emp|ovee who is terminated is n。t entit|ed to re-

emp|ovment or　|ayoff rights.

4. A vo|unteer or temporary emp|oyee may res|gn Without prior notice.

The res|gnation must be in wriヒing.

G.　Terminat⊥on of New Emp|oyees

l. A supervisor may terminate a new emp|oyee for just cause at any time

during the introductory∴Period.　The termination must be in writing.

and inc|ude an exp|a.na亡ion for the termination, COnSisten亡With Navajo

law.

2. A new emp|oyee who is terminated is not entit|ed to re-emP|oyment丁9圭

1ayo士f, 〇二　号二三〇でここここ工lgh亡g.

5　0壬　6
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3. A new emp|oyee may∴reS|gn Without prior notice.　The res|gnation must

be in writing.

よi∴★　*　★

Section　3. Effective date

The amendments enacted herein sha|| be effe〇七ive January l′　2015, PurSuant

t0　2　N.N.C.　§　221;　and app|icab|e to discip|inary ac亡ions or∴a||eged

Vio|ations which occur on January l, 2015′　and thereafter.

Sectio種. 4. Savings C|a東重Se

Shou|d any provision of these amendmen七s be determined inva|id by the

NavaJO Supreme Court′　Or the District Courts of the NavaJO Nation without

appea|　to the Navajo Supreme Court′　those pro∇isions∴Which are not determined

inva|id sha||　remain the　|aw of the Nation.

○　○R∴R　電　工　申　工　C A.電　工　O H

工hereby cer亡ify that亡he foregoing∴reSO|ution was du|y considered by the

Hea|th, Education and Human Services Cormittee of the Navaゴo Nation Council

at a du|y ca||ed meeting at Twin Arrows, Navajo Nation (Arizona)′　at Which a

quorum was present and that the same was voted on with a ∇Ote Of 2 in favor

担OnOrab|e Char|es Damon　工工　and Honorable Dwight Witherspoon) and　2　opposed

(Honorab|e Joshua∴Lavar Bu亡|er∴and Honorab|e Wa|ter Phe|ps〉 ′　and passed with

a vote by the Chairperson to break亡he tieI this 17吐day of December′ 20|4.

Motioned:　Honorab|e Char|es Damon　|エ

Sec○nded:　Honorab|e Dwight Witherspoon

6　0壬　6
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I.　　PERSONNEL POLICiES

A,　Purpose

丁hese policies a「e designed to assist supervisors to deaI co=Sjstently with

human resou「ces issues and to ou輔ne the rights, bene甜s, and what is

expected of Executive and Legislative Branch empIoyees・

1.　Role of the Navajo Nation

The NavaJO Nation determines jobs to be perfermed, Offers

empIoyment, and ∞mPenSateS emPIoyees fo「 the work performed.

2.　Role of Manaqement

Supervisors a「e 「esponsibIe fo「 utiIizing and appIying the pe「sonnel

PO=cies ∞nSistentIy in dealing w肌human 「esour∞S issues. They

are encou「aged to seek advice什om Depa巾Tlent Of Pe「sonnel

Management and Deparfment of Justi∞ On the interp「etation of the

Pe「sonnel Policies Manuai and in add「esslng emPIoyment issues.

Superviso「s a「e expected to p「ovide leadership in impIementing the

POlicies and to set positive exampIes fo「 empIoyees.

3.　RoIe ofthe EmpIovee

EmpIoyees sha= read, unde「stand, and compIy w軸po=cies and

P「O∞du「es that affect o「 appIy to皿eir empIoyment"

4.　Role of the Depa血Ient Of Persomel Management

Depa由れent Of Pe「sonneI Management sha=　deveIop and

impIement p「ocedu「es, aS neCeSSary’∞nSistent w軸the policies

∞ntained in this manua上　Depa巾Tlent Of Pe「SOnneI Management

w紺also p「ovide guidan∞ tO SuPerviso「s on肌e interp「etation and

intent of the manuaI and assist in add「esslng emPIoyment issues.

B.　Application

These Pe「sonnel Policies appIy to a= empIoyees of the Executive and

LegisIative B「anches of the Navajo Nation govemment, 「ega「dless of

funding sou「∞ O「 emPIoyment status, eXcePt Whe「e they a「e spec桐ca=y

excIuded. These policies do not c「eate an empIoyment ∞nt「aCt by

implication and皿e rights and p画Ieges g「anted empIoyees a「e only those

spec師ca=y stated- These PersomeI Po=cies appiy -n a limited manner to

app=cants for empioyment positions w軸the Executive and Legis看ative

B「anches of the Navajo Nation govemment, aS P「OVided in Section XIV

he「ein.
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C. Excepti ons

l.　Certain catego「ies of empIoyees may be affected by policies and

「eguiations that may take p「ecedence o「 may supplement these

POlicies"

2.　To the extent that prog「ams are 「equi「ed to develop poiicies o「

P「OCedu「es that take p「ecedence ove「 o「 SuPPiement this manuaI,

they shaII be 「eviewed and app「oved as necessary by the

Department of Pe「sonnel Management p「lO「 tO implementation by

the p「Ogram.

D.　Amendments

These policies may be amended from time to time by the Health,

Education and Human Services Comm冊ee of the Navajo Nation Council

at the recommendation of the Division of Human Resou「ces which include

the Deparfment of Pe「someI Management and divisions of the Executive

B「anch and the LegisIative B「anch.

帖　　MANAGEMENT AND SUPERViSORY RESPONSiBILiTIES

Manage「s and superviso「S a「e 「eSPOnSibie fo「‥

1.　DeveIopIng and maintaining the highest possible IeveI of perfo「mance in

thei「 wo「k units.

2.

4.

6.

Ja…a「y l, 2015

Developlng and maintaining good empIoyee wo「king 「eIationships and

conduct in thei「 wo「k units.

PIannIng, O「ganlZlng, di「ecting, COO「dinating and supervlSIng alI functionaI

activities and 「esponsib酷es within thei「 assIgned wo「k unit・

P「epa「ing budgets, Perfe「mance 「eports, and othe「 documents as

「equi「ed.

Subm輔ng 「equi「ed 「eporfs to the Navajo Nation CounciI, Standing

Committees, Commissions and Boa「ds as specified by Navajo Nation law.

lmplementing pe「sonnel po=cies and p「ocedu「es as outIined in this

manuaI.

impIementing and maintaining inte「nal ope「ating po=cies, P「OCedu「es, and

COnt「01.
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8.　Safegua「ding and accounting for a= assets言ncIuding but not Iimited to,

funds and p「operty fo「 which the「e is a custodiai responsib冊ty-

9.　Representing the Navajo Nation in o仰ciaI functions as di「ected・

1O.　App「ovlng O「 disapp「OVlng a= documents in acco「dance with functionaI

「esponsib輔es.

1 1.　Managlng emPIoyee perf。「manCe in acco「dance with estab=shed poIicies

and p「OCedu「es.

12.　Coo「dinating empIoyee background checks as ou輔ned jn Section lV.K of

these policies.

13.　Maintaining 「epo巾ng 「elationships consistentwith the chain of command.

14.　Coo「dinating activities with othe「 gove「nmental agencies.

15.　Upholding the Iaws and regulations ofthe Navajo Nation.

16.　Monito「ing the presence of unautho「ized individuals at the wo「ksite and

taking appropriate action.

川.　EMPLOYMENT PRACTiCES

A.　Poljcy

The policy of the Navajo Nation is to compiy with a= appIicabIe iaws that

gove「n the empIoyment reIationship between the Navalo Nation and its

empIoyees. Consistent with the p「ovisions of appIicable laws and poIicies,

the Navajo Nation w冊not imp「ope「iy disc「iminate against any applicant o「

empIoyee.

B.　Navajo P「efe「ence

The Navajo Nation gIVeS P「efe「ence in employment to en「o=ed members

Of the Navajo Nation in accordance with the p「ovisions of the Nava」O

Prefe「ence in EmpioymentAct (15 N.N.C. §601 - §619主

C,　EquivaIency Clause

l.　　DEFiNITIONS

くくEquivaleney’’meansこ

a.　The use of an academic degree to subs批ute fo「 a minimum

number ofyea「s of wo「k expe「ience; O「
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The use of a numbe「 of years of work expe「ience to

Substitute fo「 a required academic degree.

2. APPLICATION

a.　All current job vacancies, future job vacancies, and newIy-

C「eated class spec師cations sha=　not use equIValency

C.

d.

D.

E.

qua嗣cation.

From the effective date foMard, a job vacancy and class

SPeC胴Cation, muSt State the minimum and prefe「「ed

qua輔cations fo「 a position.

The minimum and prefe「「ed qua圃cations, in cu「「ent job

VaCanCies, future job vacancies, and newly-Created ciass

SPeC輌cations, Sha=　be described by us-ng a SPeC師c

academic degree, O「 requi「ed yea「S Of expe「ience, O「 a

COmbination of both.

Nothing in this section shall affect empIoyees cu「rently

empioyed by the Navajo Nation, On regula「 status, SeaSOnai,

0「 temPO「a「y basis.

Othe「

Wheneve「 necessary, depa巾ments and p「OgramS may O怖∋r P「efe「ence in

empIoyment to othe「 appiicants based on funding source 「equlrementS;

howeve「, in no case may this p「efe「ence supersede NavaJO Preference.

Second or Outside Empioyment

l.　FulI-time empIoyment with the Navajo Nation shall generaiiy be the

SOie empioyment of any empIoyee. However, it is recognized that

PerSOnaI situations do occu「 which might make it necessary for

empIoyees to seek suppiementary empIoyment"

2.　An empIoyee sha看i not engage in outside o「 SeiトempIoyment

Without prIO「 W皿en app「OVal f「om the immediate supervisor and

the Human Resources Di「ecto「.

3.　An empioyee who secu「es outside or selトempioyment without

W珊en app「OVaI may be subject to dismissai・

4.　An empIoyee may not concur「ently hoid two fu=-time positions with

the Nation,

AdditionaI empioyment shouId not impaI「 job performance with the

Nation. This incIudes con仙CtS Of inte「est, negiect of duty, absence

f「om o「 tardiness to the workstation, and perfe「ming duties

associated with additionaI empIoyment du「ing normaI wo「king

hou「S.
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if an empIoyee is absent f「om his/her job due to outside o「 sei十

empIoyment, the empIoyee sha= be 「equi「ed to take Ieave.

Supervisors a「e 「esponsibie fo「 determlning Whethe「 addj[ionai

empIoyment adve「sely affects job perfo「mance with the Nation.

Hono「a「ia and/o「 compensation 「eceived fo「 occasional semina「s,

SPeeChes, O「 P「eSentations a「e not deemed to be second o「 outside

empIoyment and a「e not subject to these p「ovisions.

F.　Hiring of ReIatives

l.　To p「omote consistency and equity in the t「eatment of a=

宇mPIoyees, tO PreYent breaches in confidentiality, tO PreVent
ImPrOPe「 infIuences In emPioyment and to p「event the pe「ception of

favo「itism, the Navajo Nation wi= not’empIoy, ln any POSition, the

immediate 「elatives of cu「「ent empIoyees if:

a.　one is directIy supervISlng the othe「 on a 「eguia「 basis,

b.　the「e is potentiai fo「 c「eating an adve「se effect on

SuPervision, SeCu「ity, Or mO「ale, O「 the potentiai fo「 a conflict

Of inte「est.

2.　Fo「 pu「poses of this policy, the term ’“reiative” is defined as an

individuaI who is 「elated by blood or ma「「iage tO the empIoyee as a

fathe「, mOther, SOnタ　daughte「, b「other, Siste「, g「andmothe「,

g「andfather, unCIe, aunt, COuSin, nePhew, niece, husband, Wife,

fathe「in」aw, mOthe「in-Iaw, SOn-in」aw, daughte「in-Iaw, Siste「in-

law, b「other-in-iaw, StePfathe「, StePmOther, StePSOn, StePdaughte「,

StePSiste「, StePb「othe「, half b「othe「 or haIf siste「.

3.  1f empIoyees become 「eiated after empIoyment and a con輔ct such

as desc「ibed in the above pa「agraph is c「eated; O「, if a

「eorganization c「eates such a con輔ct, 90 calenda「 days w用be

a=owed to 「esoIve the matte「 voIunta「iIy or by t「ansfer of one of the

empioyees. If that is not possibIe, the empIoyee with [he most

recent date of continuous empIoyment wi= be released.

4.　EmpIoyees, members of the NavaJO Nation Council, O「 Othe「

COmmittees capabie of in¶uencing hi「ing, eVaIuatjon, O「 Othe「

empioyee actions, and who are 「elated to empIoyees covered by

these po=cies, Sha= 「efrain f「om in¶uencmg a= actions having to do

With such relatives.

A= applicants fo「 positions with the Navajo Nation sha= indicate on

the o冊cial application fo「m whethe「 they a「e 「eIated to any

empIoyee,丁his infomation will be used to dete「mine possibie
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COn輔CtS Of inte「est invoiving the position. 1f an applicant knowlngly

answe「s questions unt「uthfuiIy conce「nlng the 「elationship, and this

fact Iater becomes known, the empIoyee wi=　be te「minated

immediateIy.

tV.　RECRUiTMENT AND SELEC丁!ON

A.　Po=cy

B.

Janua「y l, 2015

1n generaI, the Nav争jo Nation empIoyment p「OCeSS W川ensu「e competitive

P「aCtices in 「ec「uitment, SeIection, and placement of qua=fied appIicants

based on the appiicant’s knowIedge, Sk川s, abilities, and ove「a=

qua価cations fo「 empIoyment with the Nation. The empIoyment p「OCeSS

Sha= comply with applicabie laws of the Nav却O Nation.

ResponsibiIities

l.　Each P「og「am Manage「 Shali be 「esponsibIe fo「:

a.　compIying with the empIoyment, 「eC「uitment and selection

PO=cies and the 「equi「ementS Of app=cable Navalo Nation,

State, and fede「a=aws;

b.　notftying the Department of Personnel Management of a=

VaCant POSitions to be剛ed;

C.　defining the duties and 「esponsib酷es of the vacant position

and, With the assistance of the Department of Pe「sonnel

d.

Management, the position 「equl「ementS; and

making the final selection f「om among appIicants 「efe「「ed by

the Department of Personnel Management for a position.

2.　The Department of Pe「sonneI Management sha= be 「esponsible

fo「:

a.　estab=shing, impiementing and monito「ing effective

「ec「uitment and selection policies and p「ocedu「es;

b.　assisting p「ograms in definjng job-「eIated position

「equlrementS and dete「mlnlng the most effective 「ec「uitment

and seiection po=cies and p「ocedu「es;

C.　adve巾sing vacant positions;

d.　establishing seiection p「ocedu「es;

e.　conducting qua冊cation assessments and 「efe「ring qua舶ed

appiicants to the prog「am;

f.　advising superviso「s on personnel policies and p「ocedu「es,

interp「etation of 「equl「ementS, and p「ofessional standa「ds

g・

fo「 selection methods;

COnSulting with superviso「s on the availab帥Iy　叩d

qua旧cations of appIicants fo「 spec師c positions, 「eViewlng;

and
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monitoring and evaIuating the effectiveness of selection

P「OCeSSeS.

3.　The Directo「 of the Human Resources and the Division Directo「

jointly:

a. may waive any policies unde「 this Section if the essential

P「Ogram Services a「e being hampe「ed by c「iticai

empIoyment needs fo「 a specific cIass o「 classes provided

that the waiver is not contrary to Navajo Nation iaw;

may ImPIement tempo「ary p「OCedu「es; and

Sha=　ensure that empIoyees hi「ed unde「 tempo「a「y

P「OCedu「es a「e selected on the basis ofthe crite「ia he「ein.

C.　Adverfising ofVacant Positions

l.　A= vacant positions must be adve巾sed fo「 a minimum of lO

WO「king days. Job vacancy announcements may be in-house,

OutSide the Navajo Nation, O「 Submitted to the Department of

Pe「sonnel Management to be pu輔shed on the biweekIy job

VaCanCy listing.

2.　Ajob vacancy amouncement is not requi「ed when a position is to

be剛ed by:

4

5.

a.　departmentaI demotion of any empIoyee;

b.　placement of a fo「me「 Nava」O emPIoyee with p「efe「ence fo「

「e-emPIoyment;

C.　P「OmOtion o「 t「ansfe「 of a qua冊ed NavaJO Who is cu「「ently a

「eguia「 StatuS emPIoyee with the Navalo Nation.

丁o ensu「e compliance with applicabie laws and policies, a= in-

house and outside job vacancy announcements requI「e PriO「

approval from the Deparfment of Personnel Management befo「e

POSting.

Requests forjob vacancies to be included on in-house and the b主

Weekly vacancy Ijsting pu輔shed by Deparfment of Pe「sonnel

Management a「e to be submitted on the Job Vacancy

Announcement complete with a= 「equi「ed info「mation.

丁he Department of Pe「sonnei Management may conside「 on a

CaSe-by-CaSe basis othe「 job announcement options such as open

「ecruitment and applicant pooIs to assist programs in　剛ing

POSitions.

D.　Application fo「 EmpIoyment
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2.

4.

5.

E.

January l, 2015

Navajo Nation empIoyment application forms are avaiiable at the

Deparfment of Pe「someI Management o「 may be downloaded f「Om

the Department’s website. The application fo「m soiicits info「mation

from the appiicant 「elating to education, eXPe「ience, t「aining,

「esidence and othe「 Pe巾nent information. Appiicants a「e 「equi「ed

to slgn the application which includes a statement that they a「e

Ce両fyng to the t「uth and accu「acy of a= info「mation p「ovided

the「ein and consenting to the 「equi「ed backg「ound check. An

unslgned application sha= be deemed incompiete and sha= be

「etu「ned to the applicant.

Applications may be hand delive「ed, maiied, faxed, O「 e-mailed and

must be received by the Deparfment of Pe「sonnei Management by

the cIose of business on or before the cioslng date specified on the

job vacancy announcement,

Applicants sha= be 「equi「ed to fumish, at their own expense,

education, O「 Other qua舶cations, Which a「e job-reIated as may be

deemed necessary. ln o「de「 to 「eceive full credit for education,

Certification, O「 =censu「e, t「anSCripts, COPleS Of deg「ees,

Cer軸cates, and othe「 approp「iate documents must be submitted

along with the empIoyment application.

App"cants fo「 a sensitive positjon must submit a slgned and

COmPleted empIoyment app=cation and sha=　compIy with

Subsection K.

Any mis「ep「esentations, falsifications, O「 mate「iaI omissions in any

Of this info「mation o「 any othe「 mate「iaIs used in the app=cation

PrOCeSS, O「 info「mation offered du「ing the interviews, may 「eSuit in

the exclusion of the individual f「om furfhe「 conside「ation fo「

empIoyment fo「 that position; O「 if the person has been hi「ed,

te「mination of empioyment.

Qua冊cation Assessments

工　　The Deparfment of Pe「sonneI Management sha=　conduct a

qua旧cation assessment on a= applications 「eceived on or befo「e

the cIosmg date spec胴ed on the job vacancy announcement. The

qua皿cation assessment is based on the info「mation p「ovided on

the empIoyment app=cation and other app「opriate documents.

2. AppIicants who have been dete「mined not qua旧ed may submit a

W皿en appeaI to the Human Resou「ces Di「ecto「 Within ten wo「king

days f「om the date ofthe non-qua聞ed notice.
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The 「esuIts of the appeal sha=　be conside「ed the final

administ「ative decision.

F.  1nterview Expenses fo「 Key Positions

l.　An app=cant interviewed fo「 a key position may be 「eimbu「sed for

interview expenses subject to the interviewing p「ogram’s avaiiab掴ty

Of funds. The Division Di「ecto「 w川be 「esponsible fo「 designating

key positions jointly with the Deparfment of PersonneI
I Management.

2.　Reimbursement of interview expenses w川be limited to one trip to

the interview site and actual 「easonabIe expenses言ncIuding

COmme「Cial fa「e, Ca「 「ental, Pe「SOnal vehicle miIeage, meals,

Iodging and othe「 incidental costs.

Reimbu「sements shall not exceed the cu「「ent t「avei expense 「ates

established by the Navalo Nation and must be supported by

「eceipts.

G.　Refe「「ais

l.　Applicants who meet the qua圃cation 「equi「ementS ShaiI be

「efe「red to the hi「ing department by the Deparfment of Pe「sonneI

Management in the fo=owing o「der o「 p「io「ity:

a.　Enro=ed Nav到OS With 「e七mPIoyment p「eference

b.　En「o=ed Nava」O Vete「anS With p「efe「ence

C.　Othe「 en「o=ed Nava」O aPPIicants

d.　Non-NavaJO SPOuSeS Of en「o=ed NavaJOS

e.　Non-Nav争」OS

2.　P「og「am Manage「S Sha= conside「 appIicants in [he same o「de「 as

Outlined in G.1 above. Howeve「, the app=cant possessing the best

qua晒cations to perfe「m the duties of the position should be

Seiected.

3.　Anytime a Iowe「 priority applicant is seIected ove「 highe「 prio「ity

appiicants, the Prog「am Manage「 sha= p「ovide w「批en just拍cation

to the Department of Pe「sonneI Management setting forth [he

「easons fo「 the selection,

4. Non-Nava」OS may be conside「ed onIy when the appIicant pool

refe「「ed by the Deparfment of Persomei Management does not

inciude pe「sons with highe「 p「io「ity as setforth in G.1 above.

H.　Re-emPIoyment P「efe「ence
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2.

A 「egula「 status empioyee sepa「ated from empIoyment due to a

「eduction-in-force shail be eligibIe fo「 「e-emPIoyment p「efe「ence,

Re-emPioyment p「efe「ence shall not be g「anted to empIoyees who

have not attained 「eguIa「 StatuS at the time of layoff.

Re-emPIoyment p「efe「ence continues fo「 a pe「iod of six months

f「om the date of layo什provided the empIoyee does not decline

Navajo Nation emptoyment when offe「ed.

Selection of a Non-Nava」O

l.　Prio「 to hi「ing a non-Navajo fo「 initiai empIoyment, W皿en app「OVai

must be obtained什om the Division Directo「. All subsequent

PerSOnnel actions invoIving the non-Nava」O, SuCh as t「ansfe「s,

P「OmOtions o「 demotion sha= also 「equl「e W皿en app「ovaI by the

Division Di「ecto「,

2.　The h面ng of a non-NavaJO SPOuSe, Who is eligible fo「 P「efe「enoe,

ShalI 「equl「e W皿en app「ovai onIy by the Depa巾Ilent Of Pe「sonnei

Management,

3.　The non-Nava」O Sha=　be 「equired to t「ain a NavaJO Who is

empIoyed in a position simila「 to the position in which the non-

NavaJO WaS hi「ed, P「OVided a Nav到o individua=s avaiIable and is

OtheMise eligible fo「 the position。 The non-Nav却O’s superviso「

Shali set a timeline by which this training w川be completed・

4.　The t「ainIng 「equi「ement W帥not be necessary if:

a.　the position 「equl「eS formai education, Ce面fication o「

Iicensu「e and such is only ava=abIe什om authorized o「

Cert桐ed en珊es; O「

b重　　the non-NavaJO is a spouse of an en「OIled membe「 of the

Navajo Nation.

Selection Methods and C「iteria

A= selection methods and criteria sha= be job 「elated. Selection methods

include any assessment o「 technique used as quaifying mechanisms;

Physicai, education, WOrk experien∞ requl「ementS, formal and informal

interviews, and app=cation forms.

1.　　Aqe Reaui「ements
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a.　AppIicants under sixteen yea「S Of age sha=　not be

∞nSide「ed fo「 「egula「 empIoyment uniess an exception has

been made by appIicabIe iaw or regulation.

b.　For appIicants sixteen yea「S and olde「, age ShaI! not be a

facto「 in empIoyment except fo「 those pos舶ons in which

bona fide occupational qua旧cations a「e required.

2.　Phvsical Qua岡cations

A pe「son selected shalI possess and maintain the minimum

Physical qua冊cations necessa「y to perfom essentiai duties of the

POSition. The Depa巾Tlent Of Pe「sonneI Management, W軸the

assistan∞　Of the P「og「am Manage「, Sha=　designate those

POSitions for which medicaI examinations sha= be 「equi「ed prlO「 tO

empIoyment. Wheneve「 the superviso「 has reason to believe that

an empIoyee-s hea皿is adve「seIy affecting his爪e「 job

Performance the empIoyee may be 「equired to unde「go a medicaI

examination by a =censed physician. The 「esults sha= be used to

determine continued empIoymenし

3.　　PoIva「aph Tests

No applicant or empIoyee sha= be 「equested o「 「equi「ed to take a

POIygraph test as a condition of appiying fo「 o「 obtaining

empIoyment.

4.　　Wo「k and Education Refe「ence Checks

丁o ve「rty information about an applicant’s knowIedge, Sk川s,

ab輔es, Cha「acte「, and other qua嗣cattons that w川be important to

SuCCeSSfui performance in a new position言Ob-related inqul‖eS may

be made of current and forme「 superviso「s. The app=cant sha=

∞nSent tO the Depa巾nent of Pe「sonnei Management and/o「 the

hi血g depa血lent tO COnduct such a work and education 「efe「ence

Check. lnformation provided by an appiicant to obtain empIoyment,

Which Iate「 p「oves faise, Sha= be g「ounds for termination.

K.　Backg「ound Check and Adjudication fo「 Sens師Ve Positions

l.　PoIicy

The po!icy of the Navajo Nation is to promote a safe and secure

WOrk environment, tO P「OVide fo「 the safety of Navajo Nation

empioyees, VOiuntee「s, intems, and p「og「am pa面cipants and to

P「Otect the Nation’s funds, PrOPerfy, and othe「 assets by obtaining

and adjudicating backg「ound checks on those positions designated

as sensitive. This po=cy sha= be implemented in a manner that
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2.

3.

4.

5.

P「OtectS individuaIs十ight to p「lVaCy. Consistent with the p「ovisions

Of applicable ‘Iawsミand policies, the Navalo Nation sha=　not

disc「iminate against any appiicant o「 empIoyee.

Development and Implementation, Of Policies and Procedu「es

The Deparfment of Pe「sonneI Management in co=aboration with the

O冊ce of Backg「ound Investigations sha=　estab=sh procedu「es

relating to obta面ng言nvestigating and adjudicating backg「ound

Checks.　P「ocedu「es to impiement these po=cies sha=　be

deveioped and p「omulgated by the Department of Pe「sonneI

Management and the O冊ce of Backg「ound Investigations.

Fo「 purposes ofthis Subsection, Ch胴is defined as a pe「son who is

less than eighteen (18) years oId.

Section K does not appIy to commissioned Iaw enfo「cement

Pe「SOnnel and empioyees of the Navajo Nation Gammg Reguiatory

O冊ce.

Designation of Sensitive Positions

a.  1n consuitation wjth the hi「ing deparfment and subject to final

approvai by the Human Resou「CeS Directo「 o「 designee, [he

Department of Pe「sonneI Management sha=　designate

SenSitive positions pu「suant to 5.b. Upon designation the

Department of Pe「sonneI Management sha= info「m the

O冊ce of Backg「ound investigations.

b.　Sensitive positions a「e [hose positions with the fo=owlng job

「esponsibilities:

1)　p「OViding child ca「e in a ch冊care fac冊y, Or P「OViding

fo「 the heaIth, Safety and welfa「e of a child,

Pa面cuia「Iy whe「e 「esponsib帥ty invoIves di「ect

「epetitive contact with a ch=d o「 unsupervised access

to ch=d「en;

2)　p「OViding patient ca「e o「 p「oviding for the heaIth,

Safety and weIfa「e of aduIts and eIde「s;

3)　having 「esponsib掴ty∴fo「 money, 「eCeipts and/o「

disbu「sement of negotiabie inst「uments, e.g., mOney,

Checks and p「operfy disbu「sements;

4)　having 「esponsib掴ty fo「 c「edit data, C「edit account

「eco「ds o「 c「edit t「ansactions;

5)　ca「rymg and using firea「ms;

6)　having 「esponsib帥ty fo「 the safefy and secu「ity of

Navajo Nation p「operfy;

7)　having routine access to secu「fty cont「Ol and key
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C,

SyStemS ;

8)　having 「esponsibility fo「 cont「O=ed substances or

toxic, 「adioactive o「 othe「 haza「dous mate「iaIs;

9)　having 「esponsib冊y fo「 COnfidentia=nfo「mation 9r

SenSitive data protected by federal, State O「 Nava」O

Nation Iaw.

A= job vacancy announcements for sensitive positions sha11

include notice that a favo「abIe background investigation is

「equi「ed.

丁he Navajo Nation sha= not hi「e any applicant fo「 a sensitive

POSition unt= a backg「Ound check and suitab掴ty assessment

have been completed.

e.　Upon designation by the Department of Pe「somel

Management, SuPerviso「s sha=　p「ovide w皿en notice to

Cur「ent emPioyees that their positions 「equl「e a favo「able

background investigation.

1)　A cu「「ent empIoyee sha= submit a compIeted secu「ify

appIica[ion packet to the O冊ce of Background

lnvestigations within 30 caIenda「 days of 「ecelVlng

notice f「Om his/he「 superviso「 that a background

Check is 「equi「ed fo「 his/her position.

2)　An empIoyee who fa=s to comply with the backg「ound

Check 「equI「ement Sha=　be deemed ineIigible fo「

COntinued empIoyment pu「Suant tO the TabIe of

Penaities.

3)　A superviso「 Who fa=s to notify thei「 empIoyee言n

W「iting言hat a backg「ound check is requi「ed sha11 be

discip=ned pu「Suant tO the Table of PenaIties.

4)　An extension may be g「anted to an empioyee who

has demonst「ated good cause fo「 exceeding　30

Calendar days. All extensions must be in w「iting and

app「OVed by the O冊ce of Backg「ound Investigations

Manage「. The O冊ce of Backg「ound Investigations

Sha= p「ovide w「皿en notice of a= app「oved extensions

to the Deparfment of Pe「sonnel Management・

6.　AppIicab冊ty

These policies appIy to a= empIoyees who are 「eguia「 status,

SeaSOnai, atWi=, O「 temPO「ary, aPPlicants, VOiuntee「s言nte「ns, and

to empIoyees who a「e assigned (i.e.タtranSfer, P「OmOtion o「 positjon

「ecIassification) to a sensitive positfor. Background checks

COnducted and completed by othe「 agencIeS Shail not be accepted
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in lieu of backg「ou=d checks conducted by the O冊ce of

Backg「ound i nvestigations.

Required Documents for Sensitive Positions

a.　A security packet containing the fd川owing documents sha=

be subm阻ed to the O仰ce of Background lnvestigations by

an applicant being conside「ed fo「 empIoymen=nto a

SenSitive position o「 an empIoyee who is occupying a

SenSitive position:

1 )　a Secu「fty application;

2)　a valid State D「iver’s License o「 State lden珊cation

Ca「d;

3)　a SociaI Secu「rty Ca「d or if not a United States

Citizen, the app=cant’s Visa; and

4)　a cu「「ent Navalo Nation t「ibal c「iminal histo「y reporf.

A secu「ity packe=hat does not include ati of the above

documents sha= be deemed incomplete and wⅢ not be

P「OCeSSed ・

lndividuals a「e 「equired to p「ovide accu「ate and complete

info「mation, and not to omit ma[e「ia=nfo「mation needed to

make a decision. Any mis「ep「esentation, falsificatio= 0「

mate「iaI omissions in any info「mation p「OVided to the O怖ce

of Backg「ounds lnvestigations may 「esult in the excIusion of

the individuai f「om furthe「 conside「ation fo「 empIoyment fo「

that position; O「 if the pe「son is empIoyed, te「mination of

empIoyment.

Background Check

Eve「y applicant, emPloyee, VOiuntee「 Or inte「n applying fo「 O「

empIoyed in a sensitive position must give w皿en consent to the

Navajo Nation to obtain a c「iminal backg「ound check・ if an

individuai’s c「iminal history inciudes plea(S) of guiIty o「 n9 COnteSt

to o「 convictions of any offense unde「 fede「ai, State,一nCIuding

county and municipal, and Navajo Nation o「 other tribaI ju「isdiction,

the O情ce of Backg「ound lnvestigations sha=　determine, uPOn

investigation and adjudication, Whethe「 the offense(S) may bea「

upon the individual,s軸ess to perfe「m the duties of a sensitive

position. An unfavo「abIe resuIt sha= be g「Ounds fo「 nullftying an

Offe「 of empIoyment o「 terminating empIoyment.

!f an individual,s c「iminal history lnCludes convictions that a「e

iden帥ed by fede「al o「 Navajo Nation law as mandatory g「Ounds fo「
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P「Ohibition of empioyment in sensitive positions, a Suitab帥ty

assessment shaII not be conducted, and an offe「 of empIoyment

Sha= not be made o「 empIoyment sha= be te「minated.

An empIoyee sha= be given an oppo血nity to 「efute, CO「「eCt O「

explain the unfavorabIe info「mation by subm輔ng a w「批en

「esponse with an expIanation of the backg「ound info「mation, and

SuCh info「mation must be supporfed by documentation in the fo「m

Of unaIte「ed law enforcement, COurt O「 Othe「 applicable

documentation.

If the funding sou「ces of cerfain Navajo Nation p「og「ams such as

Navajo Head Sta直o「 the O怖ce of Youth Deveiopment 「equl「e

additionai or mo「e st「ingent standa「ds, the O冊ce of Backg「ound

investigations sha=　appiy such 「equ什ementS in conducting

backg「Ound checks.

a.  1f plea(S) of guirty or no contest to o「 COnVictions of the

following a「e incIuded in an individuai’s background check

and have been ve「ified, an aPPlicant shatl not be hired or

empIoyment sha= be te「minated fo「 those sensitive positions

SPeCified under Subsection K.5.b.1 :

1)　any feIony;

2)　any misdemeano「 invoIving a child inciuding but not

iimited to sexuaI or physical abuse o「 neglect;

3)　any 2 o「 mo「e misdemeanors invoiving c「imes of

Violence, SeXual assauIt, mOiestation, eXPioitation,

COntaCt O「 P「OStitution, C「imes against pe「sons.

1f piea(S) of guitty o「 no contest to o「 convictions of the

foI菓owIng a「e included in an individual’s backg「ound check

and have been ve「両ed, a Suitab帥ty assessment sha= be

COnducted of the individual’s　冊ness fo「 being hired o「

assIgned to a sensitive position, aS SPeCified under

Subsection K,5.b.1:

1)　any misdemeano「 invoIving contro=ed substances;

2)　any.othe「 conviction that may negativeIy bea「 on an

individual’s　冊ness to have 「esponsib掴fy∴for the

heaith, Safety and weifere of ch胴「en, yOuth, aduits,

and elders.

C.  1f piea(S) of gufty or no contest to o「 COnVictions of the

fo=owlng a「e inciuded in an individual’s backg「ound check

and have been ve南ed, a Suitab掴ty assessment sha= be

COnducted of the individuai’s　冊ness fo「 being hi「ed o「
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e.

asslgned to a sensitive position, aS SPeC桐ed unde「

Subsection K.5.b.2:

1)　any fe10ny;

2)　any misdemeano「 invoIving a ch岬

3)　any 2 o「 mo「e misdemeano「S invoIving c「imes of

violence, SeXuaI assault, mOlestation, eXPIoitation,

COntaCt O「 P「OStitution, C「imes against persons;

4)　any misdemeano「 invoIving cont「O=ed substances;

5)　any othe「 conviction that may negativeiy bea「 on an

individual’s　冊ness to have 「esponsib帥ty fo「 the

heaIth, Safety and weifere of adults and eide「s.

if plea(S) of gufty o「 no contest to o「 COnVictions of the

fa川owIng a「e inciuded in an indjvidual,s backg「ound check

and have been ve両ed, a Suitab亜ty assessment sha= be

conducted of the individual’s冊ness fo「 being hi「ed or

assIgned to a sensitive position, aS SPeCified unde「

Subsection K.5.b.3, 4, 6, 7, 8, 9:

1)　any feiony;

2)　any misdemeano「 invoIving moral tu「Pitude, fraud,

mis「epresentation, embezzlement’ [heft, COnt「O=ed

Substances;

3)　any other conviction that may negatively bea「 on an

individuaI)s fitness to have responsib岬y fo「 the

SenSitive positions in this Subsection.

if plea(S) of gu叩y or no contest to o「 COnVictions of the

foliowing a「e included in an individual,s backg「Ound check

and have been ve「緬ed章a Suitability assessment sha= be

conducted of the individuaI’s　冊ness fo「 being hired o「

assigned to a sensitive position, unde「 Subsection K.5・b.5‥

1)　any felony;

2)　any misdemeano「 invoIving mo「al tu「pitude, f「aud,

mis「epresentation, embezzIement, theft, COnt「O=ed

Substances;

3)　anymisdemeano「invoIving ach時

4)　any 2 o「 mo「e misdemeano「S invoIving c「imes of

vioience, SeXuaI assault, mOIestation, eXPIoitation,

COntaCt Or P「OStitution, C「imes against pe「sons;

5)　any misdemeano「 invoIving cont「O=ed substances;

6)　any othe「 conviction that may negativeIy bea「 On an

individual’s　冊ness to have 「esponsib冊y fo「 the

SenSitive positions in this Subsection.
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As a condition of empIoyment, a backg「ound check sha= be

COnducted every th「ee (3) years fo「 e誓h empIoyee

OCCuPy-ng a SenSitive position, unIess otherv-Se SPeCified by

funding source, Iaws, 「eguIations o「 PurSuant tO the

AcknowIedgment of Understanding fo「m.

g.　Pu「suant to the Acknowledgement of Unde「standing an

empIoyee in a sensitive position consents to 「eporf to his/he「

SuPerviso「言n w「iting, Within 72 hours of any ar「est, CriminaI

indictment, 0「 COnViction. The superviso「 within 72 hou「S Of

「ecelVIng nOtice from the empioyee shalI 「eport the

infomation to the O怖ce of Backg「ound lnvestigations. Upon

「eceipt, the O冊ce of Backg「ound investigations sha11

determine if a new backg「ound check is 「equi「ed. Fa冊「e to

「eport may 「esuIt in disc申na「y action pursuant to the TabIe

Of Penalties,

Suitab帥ty Assessment

a.  If the「e a「e no mandatory disquaIifying convictions, the

Office of Backg「ound lnvestigations sha=　conduct a

Suitab帖ty assessment fo「 empioyees applying fo「 o「

OCCuPying a sensitive position"　A suitab岬y assessment

Shall consist ofthe fo=owing info「mation:

1)　Criminal history 「eporfs, including a「「est 「eporfs

(fede「al, State, local, municipal and t「ibaI ju「isdictions)

Outstanding Wa「「ants

Othe「 negative info「mation that may bea「 upon an

individual’s冊ness [o perform the duties of a sensitive

POSition may be conside「ed f「om othe「 gove「nmental

entities inc!uding Navajo Nation courfs, the日hics and

Rules O冊Ce, White Co=a「 C「ime Unit, Navajo Division

Of Public Safety, the O冊ce of the Chief Prosecutor,

the Department of Persomel Management, the O怖ce

of the Audito「 Gene「aI and State Moto「 Vehicle

Depa rfments.

10.　Adjudication

The O冊ce of Backg「ound Investigations sha旧ssue a favorable o「

unfavo「abie determination based on [he 「esuits of a backg「ound

Check and/or suitabiIity assessment.

11.　Navajo Nation P「ivacy and Accessto Info「mation Act

丁he NavaJO Nation sha=　t「eat all documentation reIated to

backg「ound check, Suitab師ty assessment and adjudication in
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accordance with the Nava」O Nation P「ivacy and Access to

I nfo「mation Act,

L.　Offer of EmpIoyment

l.　The offer of empIoyment w川be extended by the Human Resou「ces

Di「ector to the individual selected by the P「ogram Manage「 if the

SeIection is consistent with existing po!icies and c「ite「ia established

fo「 the job, eXCePt Whe「e the autho「fty to offe「 empIoyment is

SPeCificalIy delegated.

2.　The Division Di「ecto「 and the prog「am di「ectorfmanage「 sha= aIso

app「ove the p「oposed pay 「ate befo「e an offe「 of employment is

made to an appIicant.

丁he Division Di「ecto「 and the p「Ogram di「ectorfmanage「 sha= not

Offer o「 approve empIoyment if selection was done cont「ary to the

Pe「sonnei Policies o「 Navajo Nation law.

M.　Moving Expenses

Supect to the h血g p「og「am’s avaiiab岬y of funds’mOVing expenses fo「

key positions言n whoIe o「 ln Parf, may be paid by the hiring p「og「am.

V.　EMPLOYMENT S丁A丁US

Empioyment status va「ies with the position and ∞nditions of empIoyment.

Superviso「s, WOrking 」Ointiy w軸the Deparfment of Pe「sonneI Management sha=

ensure that empIoyees a「e p「OPerly designated.

A.　The Navajo Nation has six categories of empIoyment status:

1.　　Reauiar fu=-time

EmpIoyees who a「e hi「ed to work the regulariy established 40-hou「

WO「kweek and who 「emain empIoyed fu=iime upon completion of

the int「oducto「y period.

2.　　RequIar pal+time

EmpIoyees who work less than the 「eguIarIy scheduied 40-hou「

WO「kweek but no=ess than 20 hou「s per week and who 「emain

empioyed part-time upon ∞mPletion ofthe int「oductory period.

3.　　Seasonai
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EmpIoyees who wo「k iess than one yea「 on a fu= o「 pa正time basis

due to the nature of the position and/O「血ndjng Ieve上　SeasonaI

empioyment is usualiy appiicabie to jobs that occu「 on an

intermittent o「 seasonaI basis.

4.　　Atw冊

The「e a「e two catego「ies of aトWi= empIoyees‥

a・　P「ofessional at-W川empIoyees are those who serve at the

PIeasu「e of the Atto「ney Gene「ai, Chief P「osecuto「,

Executive Di「ecto「 of the Navalo Nation Washington O飾ce,

the PubIic Defende「 Commission, O「 Othe「 offlciai or

emp!oyee as provided by Navajo Nation Iaw (See

De師tions, Section XXl fo「 「efe「ence to the Navajo Nation

Code)・ This designation does not incIude any empIoyee

Who 「eceives defe「「ed compensation.

b・　Po冊cai atwi= empioyees a「e those who serve at the

PIeasu「e of the P「esident, the Navajo Nation CounciI, O「 the

Speake「 of the Navajo Nation Counc乱　PoIiticai atw冊

empIoyees receive defe「「ed compensatjon.

5.　Temporary

6.

January l, 2015

a・　Temporary empIoyees a「e those who a「e hi「ed as inte「im

「epIacements o「 to supplement the wo「k fo「ce, O「 tO aSSist in

the completion of a spec師c pr句ect.

b・　EmpIoyment of a tempo「ary to剛a vacant 「egula「 status

POSition is Iimited to a maximum ofsix consecutive months in
a p「Ogram’s fiscai yea「.

C"　　EmpIoyment of a temporary -n a 2320 account may be

extended as necessa「y’ eXCeP=hat if a tempo「ary is

empIoyed continuously fo「 one yea「, the p「ogram must

justify maintaining the position as temporary o「 budget the

POSition as 「eguia「 status.

d"　　EmpIoyment of a tempo「ary beyond any initia=y stated

Pe「iod does not in any way ImPly a change in empIoyment

StatuS. Temporary empIoyees 「etain that status unless and

untiI no珊ed of a change.

e・　While tempo「ary empioyees receive mandated benefits

(SuCh as wo「kers’?OmPenSation jnsuTnCe and SociaI

Secu「ity), they a「e lneIigible fo「 NavaJO Nation benefit

P「Og「amS incIuding annual and sick Ieave acc「uaI.

Volunteers
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B.

Pe「sons who offer and provide unpaid assistance o「 Services to the

Navajo Nation fo「 a spec緬ed time period. Superviso「s must

a「「ange fo「 app「op「iate cove「age unde「 wo「ke「s, compensation.

lnt「oductory Pe「iod

丁he lnt「oductory Pe「iod is intended to giYe emPioyees the oppo血nfty to

demonstrate the capab師ty to perfe「r ass-gned job duties at a satisfactory

Ievel of perfe「mance and to dete「mIne Whethe「 the position meets their

expectations, The Navajo Nation uses this pe「iod to evaluate empIoyee

capabilities, WO「k habits’and ove「a= perfe「mance.

1. lmmediate superviso「s wiII provide perfe「mance standa「ds fo「

successful completio= Of the int「Oducto「y pe「iod.

2.

4.

Janua「y l, 2015

These po`icies do not apply to tempo「ary empioyees o「 AトW川

empIoyees.

丁he th「ee types of introductory pe「iods a「e:

a.　90-day lnt「oductory Pe「iod

A= new empIoyees, eXCePt Atw川empIoyees and PoIice

Offlce「s, hired in a regular o「 seasonal position w帥wo「k on

an int「oducto「y basis fo「 the first 90 caIenda「 days afte「 thei「

date of hi「e. The int「oductory pe「iod sha= begin on the first

day of empIoyment and end at the end of the wo「k day on

the 90th caienda「 day. A 「egular status empIoyee wi= be

subject to only one new empIoyee int「oductory period during

any continuous te「m of empIoyment, eXCePt that empIoyees

t「ansfe「ring to Police O冊Cer POSitions w川be 「equi「ed to

serve a one-yea「 int「oductory pe「iod.

b.　至りPervisory Int「oducto「V Pe「iod

An empIoyee p「omoted o「 t「ansfe「「ed to a supervisory

position o「 highe「 leveI supervisory position, W冊be subject

to a superviso「y introductory pe「iod of 9O calenda「 days. An

employee p「omoted o「 t「ansfe「red to a supervisory position

continues to u輔ze leave benefits du「ing the supervisory

introductory pe「iod.

c.　One Yea「 lnt「oducto「V Pe「iod

A=　police o冊cers a「e 「equi「ed to serve a one yea「

int「oductory period; howeve「, they sha= be eIigibie to u輔ze

leave bene冊s afte「 120 caienda「 days

Pe「iods of tempo「ary eTPIoyment cannot be used to satisfy the

int「oducto「y pe「iod 「equ一「ement. Leave bene冊s accumuIate but

cannot be used du「ing the 90-day int「oductory pe「iod.
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During the int「oductory period, neW emPIoyees a「e eligibIe fo「 those

bene用s 「equi「ed by Iaw, SuCh as wo「ke「s’ compensation and

Social Secu「ity. Afte「 obtaining 「eguia「 status, emPioyees w川aiso

be eIigibie fo「 othe「 Nav争jo Nation p「ovided bene冊s, Subject to the

te「ms and conditions of each benefits p「Og「am.

6.　Unsatisfactorv Performance o「 Conduct

a.  if, du血g the 90rday int「oductory perfod, the empIoyee-s

Performance o「 conduct is found to be unsatisfactory, the

immediate superviso「 may terminate the empIoyee fo「 just

CauSe,　P「OVided that the empioyee is glVen

COntemPO「aneOuS W皿en no珊cation citing the 「eason(S) fo「

the termination.

b.　Termination of new empIoyees w軸in the introductory period

VOids accrued annual and sick leave. Superviso「y and

t「ansfe什ed empioyees w=l receive payment fo「 a= accrued

annua=eave.

7.　FaiIu「e to Complete Superviso「v int「oductorv Pe「iod

a.　Empioyees falIing to successfuI!y complete thei「 SuPervisory

int「oductory period wi= be 「etu「ned to thei「 p「evious position,

if i白s avaiIable, at thei「 p‖O「 rate Of pay. 1f the p「evious

POSition is not avaiiable, they w川　be conside「ed fo「 a

COmPa「abie pos繭On. 1f a compa「abie position is not

avaiIabIe, they w紺be laid off and pIaced on p「efe「entiaI

StatuS fo「 「e℃mPioyment.

b.　EmpIoyees faiIing to satisfacto川y complete a supervisory

int「oductory period w紺　not be conside「ed fo「 anothe「

SuPervisory position for a period of 12 months.

8.　　Extension of 90-dav Introductorv Period

a.  1f a superviso「 determines that the int「oductory pe「iod fo「 a

new empioyee does not a=ow su飾cient time to thoroughly

evaluate the empioyee’s pe「fomance, he/she may 「equest

that the introductory period be extended fo「師rty caIenda「

days.

b.　The supervisor’s request to extend an empIoyee’s 90-day

int「oductory period must incIude a statement 「ega「ding the

empIoyee’s cu汀ent Perfermance IeveIs in assIgned a「eas of

「esponsib叩ty and jus輔cation for extension. The superviso「

must aIso notfty the empIoyee of the extension, ln W両ng,

befo「e the conclusion of the initia=nt「oductory period. 1f
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timely notice is not p「OVided to the empIoyee’the request wi=

be denied.

9.  If any int「eductory pehod is inte皿Pted by an empIoyee’s extended

absence due to medical reasons, the introductory period may be

extended the numbe「 of calendar days the empIoyee was absent.

1 0.　Conversion to ReauIa「 Status

a.　When an empIoyee satisfacto川y ∞mPIetes an int「Oductory

Period, the immediate supervisor is requi「ed to submit a

Perferman∞ aPPraisai for him川e「 to the Department of

Personnei Management aIong w軸the personnel action

form. This wi= convert仙e empIoyee’s introducto「y status to

「eguIa「 status.

b.  1f the immediate superviso「 faiis to notify, in w「iting,

empIoyee and the Human Resou「∞S Di「ecto「 of

conve「sion status at the end of any int「Oducto「y pe「iod,

Human Resou「ces Director is au仙o「ized to initiate action to

COnVe白帆e empIoyee to regula「 status.

1 1.　Re-emPIovment a債er Break in Service

Forme「 empIoyees rehi「ed a債e「 any b「eak in servi∞, are

∞nSidered new empIoyees and will be subject to ano仙er

introductory pe面ed regardiess of a p「evious ∞mPletion・ The

exceptions are those reでmPioyed a償er a layo且　丁hey a「e eiigibie

for reinstatement fo「 a period of six months afte「 iayo什

C.　New EmpIoyee Orientation

l.　New empIoyees a「e required to attend an empIoyee o「ientation

Within 90 calendar days of empIoyment date. AII superviso「s shali

allow new empIoyees to attend the o「ientation as scheduled.

2.

4,

Januaけ1, 2015

丁he new empioyee o「ientation sha旧nclude an overview of general

OPerating policies and p「ocedu「es’emPioyee bene冊s’and an

OVerview of the Nav到o Nation o「ganizationaI structure, and

「eporting 「eIatjonships・

A= empIoyees a「e 「equi「ed to 「ead and a珊rm in w「iting that they

are famiIia「 with the Pe「sonnel Policies Manual.

Superviso「s a「e required to p「ovide an empIoyee o「ientation to

newly hi「ed and t「ansfe「「ed empIoyees. This o「ientation shall

inciude p「og「am spec師C tOPics’SuCh as work unit goais and
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D.

E.

F.

Janua「y l, 2015

Objectives, Office and wo「kstation 「eguIations, and job and

Perfermance expectations.

Basjc Wo「kweek

The basic wo「kweek is seven days - Saturday th「ough E坦型. Standa「d

hou「s ofworkfo「 a= empIoyees a「e 40 hours perweek.

Basic Tour of Duty

The basictou「ofdrty is from 8‥00 a.m. to 12‥00 noon and什om l:00 p,m.

to 5‥00 p.m.’Monday th「ough Friday.

1.　　Breaks

EmpIoyees a「e en珊ed to a midmom-ng and a mid-aftemoon b「eak,

each break time not to exceed 15 minutes. Empioyees cannot

accumulate b「eak time.

2.　Standbv Dutv

Cerfaln work ope「ations 「equl「e that empioyees be pIa∞d on

Standby and availebIe fo「 duty. If ca=ed, emPIoyees 「equi「ed to

「emain 9n duty du血g emergency situations fo「 extended periods

W紺「eceiVe reSt and meai periods.

3.　　Time Records

Time 「e∞「ds w川be maintained fo「 each empIoyee to a∞umulate

and repor=he fa川owlng‥　hou「s worked, hours absent, hou「s on

app「OVed leave, fype of app「oved leave, and hours of unauthorized

absence. Time 「e∞「ds must be subm請ed fo「 pay「o= purposes.

Altemative Work ScheduIes

l.　Exceptions to the basic tou「 of duty may be app「oved by the

Depa血`ent O「 P「og「am Managers w軸W皿en no帥cation and

W冊en work scheduIe subm配ed to the Deparfment of Personnel

Management’Pay「o= and Risk Management.

AIternative work schedules a「e genera=y dependent upon the

SPeC師c working conditions and needs of the 「equesting p「og「am o「

deparfment.
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3.　Department of PersonneI Management w冊be 「esponsibie fo「

developing and issuing p「ocedu「es on the fypes of aIte「native wo「k

scheduIes availabie. (Flextime, COmP「eSSed wo「kweek, Sh冊WO「k,

job sharing, and teIecommuting)

Vi.　CU¥SSiFICA丁!ON OF POSiTIONS

A.　PoIicy

it is the po-icy of the Navayo Nation to estabiish and maintain a

c看assification plan which g「oups jobs. based upon simila「 duties】

「esponsib輔es, and qua皿Cation 「equt「ements.

B. Equivaiency Clause

As stated in Section冊C. of this policy, the Equivalency CIause is

eliminated.

F「om the effective date forward, a= cIass spec師Cations sha= not use

equlValency qua舶cation. All class spec甫cations shall state the minimum

and p「efe「red qua晒cations fo「 a position・ The minimum and p「efe「「ed

qua旧Cations sha一一be desc「ibed by us-ng a SPeC摘c academic deg「ee’Or

「equi「ed yea「s of expe「ien6e, O「 a COmbination of both・

C.　Position Classification PIan

l.　旦u「POS皇

2.

3.

Januaryイ. 2015

丁o esta即Sh and cIassfty positions by assigning o冊cial class titles,

providing descriptions of duties and 「esponsib輔es, dete「mlning

qua-ifieation requ一「ementS and se櫛ng pay rates based on duties

and 「esponsib冊ies.

Mod桐cations

Divisions/Depa血ents wⅢ coo「dinate with the Department of

Personnel Management to modify the position ciassification plan

th「ough estab-ishing new classes, 「eV-Slng O「 abo=shing existing

classes, Se櫛ng new ent「y level rates, and othe「 「elated crite「ia, aS

necessary, Final autho「ity to modify classification plan Iays with the

「espective Division Di「ecto「 and Division of Human Resources

Di「edo「.

旦OVe「age and ExclusIOnS
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A= positions, 「ega「dIess of the sou「ce of funding, a「e COVe「ed by

the cIassification plan except those designated as PoIiticaI aトW川

and tempo「ary accounts.

D.　Ciass師cation of New Positions

十　　A position must be o冊cially class而ed befo「e a superviso「 can take

any pe「SOmei action with respect to empIoyment, t「anSfer,

P「OmOtion, demotion o「 Saiary.

2.　The Divisions/Departments sha= be 「esponsible for evaiuating and

Classifying each position to the app「OP「iate cIass. Consideration

Wi= be gIVen tO the generaI duties, taSks, 「eSPOnSib冊es, and

qua晒cation 「equlrementS.

3.　The app「oved class titIe, aS designated by Department of

Personnel Management, Sha= be utilized fo「 a= offlcial 「eco「ds.

4.　The Deparfment of Personnei Management sha= be responsible for

maintaining the o冊cial ciass spec洞cations and w川p「ovide each

P「Og「am a Set Of the 「elevant cIass specifications.

E.　Reciass肺cation of Existing Positions

A position can be 「eclassified wheneve「 a mate「iaI and permanent change

in the duties and responsib酷es of the position occu「s.

1.　Significant and pe「manent changes in the duties and

「esponsib輔es of the position must be 「eporfed to the Deparfment

Of Pe「sonnel Management on the app「op「iate fo「m.

2.　A position must be o怖cia=y 「ecIass洞ed befo「e a supervisor can

take any pe「sonnel action with 「espect to empIoyment, t「anSfer,

P「OmOtion, demotion, O「 Salary. The Department of Pe「sonneI

Management shaIl be 「esponsibIe fo「 evaluating and 「ecIassifying

POSitions with the direction and authorization of the Division of
Human Resou「ces Di「ecto「.

3.　　RecIassification sha=　not be used as a means to resoIve

Pe「formance-「eiated p「obiems, g「leVanCe issues, O「 [o take the

Piace of disciplinary actions.

4.

Janua「y l, 2015

An empioyee occupylng a 「eClass胴ed position shall be entitied to

COntinue to serve in the reclassified position言f the empIoyee meets

the qua圃cation requi「ementS and p「ovided that the 「ec案ass綿cation

action does not 「esult in the position being 「eclass胴ed f「om a non-

SenSitive position to a sensitive position.
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5. ln the event that a position is 「eclassified f「om a non-SenSitive

position to a sensitive position, the empIoyee shaIl be 「equi「ed to

unde「go a backg「ound check and 「elevancy assessment aS

out=ned in Section lV-K p「-Or tO taking any pe「SOnneI actio= With

「espect to change in position title and saiary.

6. 1fthe emp-oyee is a reguia「status empioyee, he/Shew剛「etain that

StatuS.

F.　Notice of Ciass緬cation o「 Reclass緬cation Decisions

For each position c-assified or 「ecIassified, the Deparfment of Personnel

Management w旧ssue w冊en notice of the decision to the P「og「am

Manage「. The decision wⅢ specfty the ciass to which the position has

been a=ocated and the pay g「ade asslgned. The supervlSOr W帥be

「esponsible fo「 initiating the necessa「y paperWO「k to 「e¶ect the decision.

G.　Review of Classification o「 Reclassification Decisions

丁he superviso「 may 「equest a review of the class甫cation or

「eciass甫cation decision by輔ng a w冊en appeal with the Human

Resou「ces Di「ecto「. The 「eview sha= be conducted by someone othe「

than the pe「son making the o「-g-nal classification decision, and this pe「son

sha= consult with the Human Resou「ces Di「ecto「 in conducting the 「eview・

丁he 「esults of the appeaI sha= be conside「ed the finai administ「ative

decision.

H.　Effective Date of Classification or Reclassification Decisions

The effective date of ciass師cation or 「ecIass甫cation decisions sha= be the

beginnIng date of the pay pe「iod fo=owlng the date of app「OVal by the

Deparfment of Pe「somel Management and shall not be 「etroactive.

V=. SA」へRY AND WAGE ADMINISTRATION

A.　Poiicy

lt is the policy of the Navajo Nation to pay wages and sala「ies that a「e

commensu「ate with the fype of wo「k, the ieveI of 「esponsibility and the

qua旧cations 「equi「ed fo「 each job and that a「e compa「able s岬ect [o

budgetary const「aints, tO rateS being paid fo「 SimiIa「 WOrk within the

Navajo Nation and in othe「 compa「able o「ganizations, and to p「OVide fo「

salary adjustments fo「 Navajo Nation empioyees that a「e equitable and

CO m P etitive.
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B.　Applicab掴ty

These policies appiy to a= positions and empIoyees, rega「dless of the

funding sou「ce’eXCePt emPIoyees whose 「ates of pay a「e specificaIIy set

by legisIation.

C.　Salary and Wage Limits

十・　Each position in the Navajo Nation gove「nment is evaIuated uslng a

Classification system and is ass-gned a pay g「ade which

establishes the vaIue of the position jn 「elation to othe「 positions

Within the Nav却O Nation gove「nment.

2.　The O冊cial Salary Schedule provides pay g「ade fo「 a= ciasses.

Each ciass titIe is assIgned a pay grade in the app「oved saiary

SCheduie.　For every pay grade) there is aくくsaiary 「ange”

PrOg「eSSlng f「om minimum to a maximum.

3. The Iast step of the pay grade ass-gned to a position provides the

maximum Iimit empioyees wjIi be paid for thatjob.

D.　Saiary and Wage Administration

l.　Each position sha= be 「eviewed by Deparfment of PersonneI

Management, Classified, and ass-gned to a grade within the pay

St「uCtu「e that 「eflects an equitable vaiue 「elative to othe「

Ciassificatio ns.

2.　The Depa巾ment of Pe「sonneI Manageme=t W=1 annua=y establish

an app「OP「iate pay st「uctu「e consistent with G.5 he「ein and any

Othe「 pay st「uctures necessary to ensure inte「nai and exte「naI

equity based on the cu「rent market average.

3.　Cerfain occupations may command SpeciaI Pay Ranges (P「emium

Pay) based on preva冊g ma「ket pay IeveIs. Department of

Pe「sonnel Management is responsibie fo「 evaluating e=gibiIity and

dete「m皿ng the adjusted 「anges.

4.

January l, 2015

a・　The speciaI 「anges sha= be effective fo「 one fiscaI yea「・

b.　Continued eiigib掴ty fo「 the special 「ate shaiI depend on an

annuaI evaluation of ma「ket pay leveIs.

C.  If the speciai pay 「ange is Iowe「 than the standa「d 「ange,

and 「ange reduction 「esults in an empioyee being above the

maximum step, that empIoyee’s pay w川be f「ozen until such

time that it falls within the estab=shed 「ange.

丁he Department of Personnel Management w川adjust the pay 「ates

Of employees at certain wo「ksites to 「e¶ect the cost of Iabo「
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difference using app「opriate -ocafty pay data置This w旧nclude, but

not be =mited to, the Navajo Nation Washington O冊ce・

5・三豊書誌霊鳥某誌霊詩誌嵩‡。岩h言語音

positions in dete「mInlng and adjusting pay.

E.　Appointment Rate

The Depa血ent of Pe「sonnel Management is 「esponsibIe fo「 「eviewlng

appointment 「ates based on the qua聞catio=S Of the a師Cant COmPa「ed

to the estab=shed minimum qua舶cations fo「 the position.

1・豊。語諾謹書等葦謹書‡諾霊盤
position is ass-gned. No empIoyee will be paid below StepくくA,,・

2　舘等嵩悪業詩誌豊謹請書措三豊
「ange assIgned・

F.　Speciai Rec「uitment Rates

when a= rec「uitment and seIection p「ocedu「es have been fo=owed and an

appIicant cannot be 「ecruited, a SPeCial 「ate may be authorized・ The

authorization must be 「equested in w「iting and app「OVed by the Human

Res。u「CeS Di「ector p「lO「 tO 「eC「uitment. Special rates a「e subject to

division app「oval and funds avaiiab冊y-

G.　Pay Adjustments

pay adjustments 「esu-ting f「om a p「omotion’t「anSfer o「 recIass緬cation of

a position a「e effective the pay pe「iod foiIowlng the date of app「OVal by the

Deparfment of Pe「sonne- Management and shall not be 「et「OaCtive.

1.　T「ansfe「

lf an empIoyee is t「ansfer「ed from one position to anothe「 in the

same grade (late「a一) no pay adjustment w川occu「・ 1f t「ansfer「ed to

a position in a highe「 g「ade, See G.3 below. 1f t「ansfe「「ed to a

position in a lowe「 grade, See G.4 below・

2.

Ja佃aサイ, 2015

Reciass而cation
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a. !f an empIoyee’s posjtion is 「eciassified which 「esuits in the

asslgnment Of a higher pay g「ade言he empIoyee’s pay w紺

be adjusted as ou輔ned in G.3 beIow. 1f the reciass桐cation

「esuIts in the asslgnment Of a iower pay g「ade, the

empioyee’s pay w冊be adjusted as outIined in G.4 beIow; O「

if the g「ade assIg=ment 「emains the same, then no pay

adjustment w川occu「.

The eiigibiIity date fo「 the next step increase w用be adjusted

PurSuant tO G.6 beIow whenever a pay InC「eaSe OCCu「S.

Promotion

An empIoyee is p「omoted when he/she is moved什om one posi[ion

to anothe「that is in a highe「g「ade. Pay adjustments can be made

as fo=ows:

a・　an emPIoyee meeting the minimum qua旧cations for the new

POSition w=I be paid at Step “A“ofthe ass-gned pay g「ade.

b.　notwithstanding G.1 above’ based on an empIoyee’s

qua旧cations, an increase of up to two steps may be g「anted

and shali not exceed the maximum of the pay 「ange

干SSigned. The empIoyee’s eligibfty date fo「 [he next step
inCreaSe W川be adjusted pu「suant to G.6 beiow.

4,　Demotion

An empIoyee is demoted when he/she is moved什om one position

to anothe「 in a iowe「 g「ade・ His/he「 rate of pay shall be 「educed to

the same step in the lowe「 pay grade o「 the entry level 「ate ofthe

lowe「 pay grade. The sala「y a句ustment sha= not be to a 「ate

below StepくくA”.

5.　GeneraI Wage Adjustment

6.

Ja皿aγ 1, 2015

Each yea「 the Depa血Ie=t Of Pe「sonneI Management w=I

「ecommend a General Wage Adjustment. The effective date w川be

detemined by the Depa巾nent of Pe「sonnel Management. A=

empIoyees w帥「e∞ive that same pe「∞ntage adjustment, With the

ex∞Ption of those assIgned g「ade step code 99A. The Gene「ai

Wage Adjustment does not impact the eligibifty date fo「 empIoyee

SteP lnC「eaSeS.

Step inc「eases

A 「egula「 status (fu廿time and pa軸me) empIoyee whose

Pe「forman∞ is rated as “Sign而cantiy Exceeds Standards” or
“Outstanding" wi= 「e∞ive a step lnC「eaSe PurSuant tO the fo=ow-ng:

Page 29



7.

H.

a.　An emp,oyee must have been in his/her cu「「ent posjtion fo「

at Ieast six months du「ing the cu「「ent 「ating pe「iod.

b.　The step -nC「eaSeWi= be effective one yea「f「om the date of

the iast step 'nC「eaSe O「 On the empIoyee,s anniversary date,

if the empIoyee is at StepsくくA”言`B”言くC”, “D’’, 0「 T’, twO

yea「s f「om the date of the Iast step lnC「eaSe O「 On the

empIoyee,s annive「sary date言f the empioyee is at Steps ``F’’)
くくG”,甘, O「くくl”, O「 th「ee yea「s at Steps “J” and `‘K’. 1fthe

empIoyee is at StepくくL”’nO SteP lnC「eaSe W川occu「・

Acting Status Assignme吐

a.　An emp-oyee on acting status asslgnment muSt be

compensated at the first step of the ass-gned g「ade fo「 the

du「ation of the asslgnment if he/she meets the 「equlrementS

of the position and is app「oved by the Deparfment of

Pe「sonnel Management prio「 to the ass-gnment.

b. if an emp-oyee’s cu「「ent saIary equals o「 exceeds entry level

fo「 the acting status position, the empIoyee may 「eceive a

one step -nCreaSe fo「 the du「ation of the ass-gnment.

Holiday Pay

l.　AnyempIoyeewho is 「equi「edtowo「kon a holidayand doeswo「k

sha= be paid at twice his/he「 「eguia「 rate of pay fo「 hours worked.

2.　HoIiday pay w川cove「 o=ly those hou「S WO「ked in one day.

3.　Ea「Iy 「eIease of empioyees is not counted as a holiday when

CalcuIating ho=day pay・

Me「it Pay Bonus

Me「it pay bonus payments a「e lump sum payments, eXCluding applicable

taxes and deductions, aWa「ded to empIoyees fo「 Perf。「manCe・

1.　Cash awa「ds may be glVen tO e=gible empIoyees based on their

ove「a-I perfemance du「ing [he applicabIe 「ating period・

a.　旦igib胴y fo「 Me「it Pay

「)葦罵需豊器薯謹書豊富霊
with the Navajo Nation and six months in his/he「

Cu「「ent POSition.
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K.

2) An empIoyee must be 「ecommended fo「 merit pay by

the immediate superviso「 and app「oved by the

3) #詳詩等n豊a詩語, 。。.f。rman。。
「ating of “Sjgnificantiy Exceeds Standa「ds” o「
くIOutsta=ding”.

4) An emp10yee is deemed ineIigible fo「 me「it pay if

he/she terminates empIoyment prio「 to the

5)嵩豊三豊器霊諾豊豊as。
O「 bonus fo「the same 「ating pe「iod.

2. Me「it bonus payments w川be p「ocessed in accordance with

P「OCedu「es deveIoped and issued by the Departmen[ of Pe「sonnel

Management.

Bonus Payments

When it is dete「mined by the Deparfment of Personnel Management to be

in the best inte「est of the Navajo Nation’bonus payments may be

COnSide「ed and app「oved・ Depa血ent of Pe「sonne- Management w紺

address these requests on a case-by-CaSe basis.

Shift Diffe「ential

S胴diffe「ential may be paid p「ovided funds a「e availeble and a 「eques[ is

app「OVed by the Department of Pe「some- Management. s皿differentiaI

W川be consistent with loca=ndustry p「actices.

L On Call

Depa血ent of Pe「sonneI Management is respo=Sib-e fo「 deve-op一=g and

issuIng P「OCedures fo「 compensation of emp-oyees on cali.

M.　Pay Advances

l. An empIoyee may request a pay advance in the制owlng

Sjtuations:

a・　When an empioyee is 「equired to t「avel on o怖cial business.

b.ま譜罪悪器語菩提詩誌V盤窪。。
P「OCedu「es fo「 「equesting ‘`emergency” pay advances for

Se「ious冊ess o「 death in the immediate fami!y lSSued by the

O冊ce of the Cont「o=e「.

2-　All pay advances w紺be deducted in acco「dance with the cu「「ent

Pay「O= process-ng.
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V=t. OVERTIME

A.　Policy

lt is the poiicy of the Navg由Natio= tO autho「ize ove巾me when necessa「y

to meet essential ope「ating needs of the Navajo Nation subject to existing

funding and cont「act 「equI「ementS.

B.

C.

D.

E.

Exempt/Non-eXemPt Class洞cation

AiI positions wi-1 be classified as eithe「 exempt or nOn-eXemPt tO

detemine e=g輔ty fo「 overfime compensation.

1"　…諾。器謹書詳一書禁書葦諸富
overtime compensation.

2・砦詩語器詳畳窯業窪S書誌
COmPenSation.

3・諜需品霊x謹書認諾霊嵩豊吉

Authority to App「ove Ove面me

The P「og「am Manage「 may autho「ize overfime consistent with these

po-icies・ Howeve「, P「-O「 tO WO「king ove両me, nOn-eXemPt emPIoyees

must ag「ee to the fype of compensation p「efe「「ed’CaSh payment,

compensato「y time o苗O「 a COmbination ofthe two-

EmpIoyee No珊cation

The P「og「am Manage「 shall no叩y the empIoyee in advan?e that overfime

is necessary and the emp-oyee is expected to wo「k" ln asslgnlng OVerfime,

the P「ogram Manage「 wi=ake into account emPioyee p「eference fo「

ove巾me asslgnmentS. To the extent feasib看e, OVerfime shall be

dist「ibuted equaI-y among fulI-time emp-oyees of the same cIassifcation・

Compensation fo「 Overtime Wo「k

十・語善書嵩詫言霊盤計器黒鳥富盤
next pay pe「iod ending.
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a.　Non-eXemPt emPIoyees shaII be paid fo「 ove巾me at the rate

Of one and one-haIf times their reguIa「略te fo「 hours worked

Which exceed forty hours of ac山al work in a workweek.

Exception: EmpIoyees engaged in pubIic safety activities

WiII be paid仙e ove軸me rate fo「 hours worked which exceed

eighty hou「s ofactuaI work in a pay period.

b.　Non-eXemPt emPioyees shaII be paid at thei「 reguIa「 rate of

Pay When the actuai hou「s worked is equal to o「 Iess than 40

hou「s in a workweek. Empioyees engaged in public safety

activities sha= be paid at thei「 「eguiar rate when the actuaI

hou「s worked is equa=o o「 Iess仙an 80 hours in a pay

Period.

C.　A non-eXemPt emPIoyee sha= be paid for any accrued and

authorized ove軸me, inciuding a∞rued compensatory time,

by the work u皿in which the ove軸me was worked, uPOn

transfe「, Change in funding sou「ce, O「 temination.

2.　　ComDenSatOrv丁ime Off

ln Iieu of cash payment, an emPioyee may be eIigibie to eam

COmPenSatOry time subject to the foIIowing:

a"　　For non-eXemPt emPioyees, COmPenSatOry time shaIi be

CaIcuIated in the same manne「 as cash payment in E,

above.

b・　Compensatory time off sha= be arranged by the empIoyee

C.

and the supervisor. Supervisors shalI p「operiy account for

Compensatory time eamed and taken by empIoyees.

For non-eXemPt emPIoyees, COmPenSatOry time o惰must be

taken within 90 days of the time it was eamed, Otherwise

P「Og「amS a「e required to compensate empIoyees in cash

Payment.

An empIoyee may not acc「ue more than 120　hou「s of

COmPenSatOry time, unless the empIoyee is engaged in

essential pubiic safety activities o「 emergency 「esponse

activities. These empioyees may acc「ue up to 240 hou「s of

COmPenSatO「y time. Any ove軸me hou「s wo「ked in excess of

these Iimjts must be compensated in cash payment until the

number of accrued hours of compensato「y time faIIs below

the iimit.

F.　Reporting of Ove巾me

A= authorized and ea「ned ove巾me and compensato「y time must be

reco「ded on the o情ciaI time sheet. Only hou「s 「eported on the time sheet

Wi= be accepted and app「oved for cash payment or compensatory time

o冊
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lX.　EMPLOYEE BENEFiTS

A.　The NavaJO Nation o怖∋rs SeVe「al bene冊P「Og「amS fo「 empioyees.

E=gibility may be based `On Iength of service, emPIoyment status o「 Salary.

Spec雨c descriptions of the benefits are avaiiable f「om the fdilowIng

P「og「ams‥　Tribal Re[i「ement Offlce, EmpIoyee Bene冊s O冊ce・ Wo「ke「s’

Comp and Employee Assistance・ Additio=ai bene冊P「Og「amS may be

added o「 othe「s deleted as app「OVed.

B.　Paid Hoiidays

l.　The fo=owlng days sha= be 「ecognized as paid hoIidays:

New Yea「’s Day

Ma巾n Luthe「 King Day

President’s Day

Navajo Nation Sove「eignty Day

Memorial Day

Navajo Nation Memo「iaI Day

lndependence Day

Navajo Nation Code Talker’s Day

Labo「 Day

Veteran“s Day

Thanksgiving Day

January l, 2015

January l

丁hi「d Monday in

Janua「y

Third Monday ln

Feb「uary

Fou巾h Monday in Ap「i!

Last Monday in May

June l

JuIy 4

August 14

Fi「St Monday In

Septembe「

Novembe「 l l

Fourfh Thursday ln

Novembe「

Navalo Nation Fami看y Day F「iday fo=owlng

Thanksgiving Day

Ch「istmas Day Decembe「 25

AdditionaI holidays include any day designated as a holiday by

fede「al statute, Executive O「de「 of the President of the United

States, O「 action of the Navajo Nation Counct上the P「esident ofthe

Navajo Nation, O「 the Speake「, Navajo Nation Counc乱
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2.　AIi empioyees except tempo「a「y emp-oyees a「e eligibIe for paid

ho!idays.

3.　HoIidays fa冊ng on a Saturday w冊be observed on the p「eceding

F「iday. Hoiidays falIjng on a Sunday w紺be observed on the

fd州owlng Monday.

4.　An eligibIe emp看oyee with an unexcused absence on normal wo「k

days pr-O「 tO O「 afte「 a designated paid hoIiday, W紺not be paid fo「

the hoIiday.

5. ifa hoiidayoccu「swhen an e=gibIe empIoyee is on app「oved Ieave,

the absence w帥not be charged against his/he「 accrued Ieave.

6.　An eIigibleempIoyeewho is on ascheduIed dayoffwhen a ho闇ay

is observed w川be paid at his/he「 「eguia「 「ate of pay.

7.　An eligibie empIoyee requi「ed to wo「k on a desig=ated holidaywho

does not 「eporf to wo「k and is not excused, W紺forfeit the hoIiday

Pay・

8.　AnyempIoyeewho is 「equi「ed towo「kon a ho置idayand doeswo「k

Sha= be paid at twice his/he「 「egu!a「 「ate of pay. (See Section V=.

H). EmpIoyees wo「king on a holiday wⅢ not be given equivaIent

time off befo「e or afte「 the hoIiday.

C.　Leaves ofAbsence

EmpIoyee bene冊s include Ieaves of absence. See Section X for

discussjon on the types of ieave.

D.　Staff Development and Trainlng

Empioyees are encou「aged to pa面cipate in job 「eIated t「aining to

enhance job perfe「mance, deveiop and strengthen sk川s, and to keep

Cu汀ent On SPeCific deveiopments and trends. The Staff DeveIopment and

T「ajning P「ogram is responsibIe for monito「ing and administe「ing t「aining

activities.

X.　LEAVEADMINISTRA丁iON

A.　Gene「al Leave Poiicies

工　　Use of Leave
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2.

3.

Emp-oyees wilI ea「n amual and sick leave’howeve「, When and

how these ieave benefits a「e used is subject to supervisory

approva一・ EmpIoyees should keep ln mind that the use of leave is

g「anted as a p「ivilege 「athe「than a 「ight. 1t should also be clea「ly

unde「stood tha=eave is g「anted to empIoyees at such times as

they can be conveniently spa「ed f「om wo「k. Use of leave may be

subject to ve面cation and imprope「 use Of leave may be denied.

Leave may be denied due to the 「equ一「ementS Of the wo「kload,

except as p「ovided he「ein・

坐IPItcation fo「 Leay皇

Except in emergency Ci「cumstances O「 aS P「OVided beiow’

appIication fo「 leave of any kind o「 du「ation must be initiated by the

empIoyee in w「iting and p「esented to the autho「ized superviso「 for

app「oval p「-O「 tO taking leave" lf an empIoyee is incapacitated, the

superviso「 may pIace the empIoyee on app「OP「iate Ieave.

The leave yea「 shal- consist of 26 pay pe「iods and sha看l begin with

the first compIete pay pe「iod in any g-Ven CaIenda「 yea「 and end

with the 26th pay pe「iod.

4.　Y⊆a「S OfServiCefo「Leave Bene垣皇

Yea「s of service sha旧nclude a= pe「iods of continuous empIoyment

with the Navajo Nation Gove「nment. Years of service shalI not

include empIoyment with entities’ente「P「一SeS, O「 Chapte「S Of the

Navajo Nation. ln addition, Service p「ior to a b「eak in service w冊

not be included unless the break in service was the result of a

「eduction in fo「ce and the empIoyee was reinstated within six

months ofthe iay off.

B.　Paid Leave

l.　AnnuaI Leave

Annua=eave is autho「ized absence fo「 「est, 「eCreation o「 Othe「

purposes when app「oved by the superviso「・

a.　旦jgib冊Y

l)　ReguIa「 status emPIoyees a「e eligibIe to acc「ue

annua=eave hou「S.

2)　Tempo「aryempIoyeesa「e noteligible・
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3)　EmpIoyees on any type of leave without pay a「e not

e=gibIe.

4)　PoliticaI at葛Wi= empioyees a「e not e=gjbIe,

Limitations

l)　EmpIoyees serv-ng a neW emPioyee int「oductory

Pe「iod can accrue annua=eave but cannot use

acc「ued annua=eave untiI after they have been

COnVerfed to 「egula「 status.

2)　Te「mination within the new empioyee pe「iod voids a=

acc「ued annuai ieave hou「s.

C,

e.

Janua「y l, 2015

Acc「uaI Rate

l)　Eiigible empIoyees w冊acc「ue annua=eave at the

fo=owIng 「ateS:

Nonexempt Exempt

Emp!oyees EmpIoyees

Yrs of

Service

Per Pay Pe「 Pay

Period Perjod

Less than　　　　　4 hours

3 yea「s

3 years to

12 yea「s

More than

12 yea「s

6 hou「s

6 hours　　　　　　8 hours

8 Hou「s lO Hours

2)　Eiigjbie regula「 pa軸me and seasonal pa止tjme

empIoyees acc「ue annua=eave on a pro 「ata basis.

ExtensiOn Of Sick Leave

Annua=eave may be app「oved as an extension of sick

!eave upon exhaustion of accrued sick Ieave.

Ca 「γOVe「

A=he end of each Ieave year, a= hou「s in excess of 320

hou「s sha= be forfeited. Fo「f扇ted hours shaii not be paid.
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f.　鎚ange of EmpIoyment Sta±堕

1)絵絹禁書警部謂嵩謹書豊
annua=eave hou「s eamed in his/he「 P「lO「 POSition.

2)請書請書諾意露盤講嵩霊
t「ansfe「red.

g.　自由uidation of Amual Lea進

Upon separation f「om empIoyment, an emPIoyee shaIl be

paid fo「 aI- acc「ued amua。eave hours. Payment w紺be

included in the finaI paycheck subject to deductions fo「 any

indebtedness owed to the Navajo Nation.

2.　Sick Leave

sick leave is autho「ized time off from wo「k g「anted an eligible

empIoyee due to‥ hisIhe「 own冊ess言nju「y’O「 disab岬y o「 that of

a spouse, Chi-d「en, O「 Pa「entS・ This includes but is not limited to

incapacitating, COntagious, Or Ch「onic冊ess, disability caused by

p「egnancy, Childb冊o「 「elated medical clrCumStanCeS同ness o「

lnJury that 「equ-reS eXamination, treatme=t O「 Visits to a licensed

p「actitione「, medicine man o「 heaith-「eIated counseIo「・ EmpIoyees

「efe「「ed by EAP fo「 t「eatment’COunSeIing o「 to othe「 resou「CeS

may aIso be eligible fo「 Sick Ieave・

a.　旦上g ib弛立

1)　Regula「 status empIoyees a「e eligibie to acc「ue sick

…)詩誌誓磐露盤藍t。a,a「。n。t
eligibIe.

4)　PoIitical at-W帥empIoyees a「e not eIigibie.

Limitations

「)謹菩a言誤。計器詩誌霊宝慧
sick leave untiI afte「 [hey have been converted to

「egula「 status.
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2)　川ness o「 othe「 medical ∞nditions which exhaust an

empIoyee’s sick Ieave may 「equi「e that annua=eave

and leave w柵out pay be used.

C.　　Accruai Rate

副gibie empioyees w紺a∞rue Sick Ieave from the date of

empioyment at the fo川owIng 「ateS:

Accruai Rate
EmpIoyee Statu§　　　　　　　　per pay p垂d

Regular/Seasonal Fu=-¶me　　　　　4 Hou「s

ReguIar/Seasonal Pa止Time　　　　　2 Hou「s

d.　Phvsician’s Statement

An empIoyee is required to submit w「itten p「oof of冊ess o「

disabilfty f「om a physician fo「 absences of th「ee o「 mo「e

COnSeCutive wo「k days. if an empioyee-s sick ieave 「eco「d

Wa「rantS, a Statement may be 「equi「ed fo「 Iess than th「ee

days.

e・　T「aditional Hea=ng CeremonieS

An empioyee must request and obtain p「-O「 aPP「OVai fo「 the

absence. The empIoyee may be required to submit a w皿en

Statement f「om the medicine man perfe「mlng the ce「emony

if the empioyee's absence due to t「aditionaI healing

Ce「emOnies wa「「ants ve舶cation o「 if the ceremony is three

O「 mO「e COnSeCutive wo「k days.

Carryove「

印gible empIoyees may carry ove「 an u輔mited numbe「 of

unused sick leave hours f「om Ieave year to Ieave yea「.

Howeve「, nO emPIoyee sha= be paid fo「 unused sick leave

hou「s upon te「mination.

g.　Change in EmpIoyment Status

l)　An empIoyee who t「ansfe「s to a position in which sick

Ieave does not acc「ue sha= forfeit aII sick Ieave hours.
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2)嵩盤,W嵩a窪豊富書経
t「ansfe「「ed.

堅旦吐statement Of Sick L鎚y旦

sick leave hou「s shaII on-y be 「esto「ed when a fo「me「

emp-oyee with 「eemp-oyment p「efe「ence is 「ehi「ed within six

months of sepa「ation f「om empIoyme=t.

E♀宜eitu「e of Sick Le塑y呈

Termination within the new emPioyee int「oductory pe「iod

voids a= acc「ued sick leave hou「s. Fo「fctted sick Ieave may

not be resto「ed.

Januarv工2015

仝立直nist「ative Leay旦

Administ「ative ieave is leave with pay and may be g「anted by an

app「op「iate autho「ify of the Navg直Nation in the following

Situations:

a,　皇室「iy 「eie謹皇

1)言詩誌S霊講器霊:諾諾昔話
P「esident, Speake「 o「 thei「 designees to be

app「op「iate- Advance notice of ea「ly 「eiease shall be

in w「iting and signed by the P「esident’Speake「 0「

thei「 designees・

2)謙語誌謹書説霊詰蒜嵩器
Of the ea「Iy 「elease.

b・ :溜S嵩誌e悪霊清三罵Ii嵩嘉
「easons. Administ「ative leave sha= not be g「anted when

affected empIoyees can 「eaSOnably be ass-gned to

alte「native wo「k sites.

c.　lnvestig ations

A P「og「am Manager may Place an empIoyee on

adminjst「ative leave to investigate a=eged misconduct

su冊cient-y se「ious to ba「 an empIoyee f「om the p「emises to

p「otect persons o「 Nation 「esou「ces. Such leave may not

exceed five consecutive wo「king days.
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1) Immediate w皿en noti∞　Sha=　be gIVen tO the

empioyee of the Ieave言ts purpose and du「ation, and

SPeCific reasons therefore"　The empIoyee sha= be

「equired to Ieave the p「emises immediateiy.

2)　Upon ∞nCiusion of the investigation o「 the end of the

administrative Ieave’Whicheve「 occu「s first, if no

disc印nary action is taken, the empIoyee sha= be

a=owed to retum to work.

3)　When disc胡nary action is deemed necessary, it sha=

be taken in　∞nforman∞　W軸I the app「opriate

P「OVisions of Sections X川. and XV. he「ein.

4)　Extensions may be g「anted by the Depa血11ent Of

Pe「somei Management by 「e∞mmendation of the

P「og「am Manage「, but totaI admjnistrative ieave fo「

investigatory purposes shalI not ex∞ed 20 working

days.

l) An empIoyee summoned orsubpoenaed by any party
. or tribuna口nciuding the grrevan∞ heanng o怖ce「, to

be a w軸ess in an offlciaI capacity, Sha= not be

「equired to take Ieave sin∞ the empIoyee will be

「ep「esenting the Nav到o Nation.　Howeve「, the

empIoyee mtJSt immediateiy inform the superviso「 of

the p「oposed absence.

2)  1f an empIoyee is summoned to be a w軸ess as a

Private c繭zen, O「 aS a W軸ess fo「 the aggrieved party

in a gnevance hearlng, the empIoyee wi=　be

autho「ized annual leave.  If amuaI Ieave is

exhausted, ieave w軸out pay w紺be used.

e.　Jury Duty

EmpIoyees a「e 「equi「ed to notfty their superviso「 p「omptly

upon re∞ipt of a 」ury SummOnS and subsequent notice to

Serve aS a ju「Or: Emp看oyees suTmOned fo「 jury dufy,
一nCiuding m冊ary 」u「y duty’W川「e∞一Ve thei「 「eguIar 「a[e of

Pay fo「 normai work hours’P「OVided the empIoyee submits

evidence of the summons and seIection notice.　Fees

received as compensation fo「 jury duty sha= be paid to the

Nav到o Nation except when an empIoyee vo-unta「=y

「equests annua=eave for the period of absen∞・ Empioyees

W帥　be a=owed to 「etain any 「eimbursements fo「

t「anspohatien, lodging’meaIs etc. paid by [he respective

COurt ju「isdiction.
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f.　坦○作句「 V°址坦

1)譜豊嵩霊語謹書諾嵩豊
Nation,獲oca一, State Or fede「a! election. The length of

absence w川be granted at the disc「etion of the

immediate superviso「.

2)霊柴請書諾書架柴霊豊豊
hou両mit,丁he extension言f g「anted, Wi11 be charged

to the empIoyee's amua=eave・ This extension

includes t「ave=ime to the po= but may not eXCeed

eight hou「S・

g.　出垂2SS-Onal Lieensu「e and Ce珊CatiE坦

1)斜譜e器置t葦書誌豊慧霊諾
Iicensu「e o「 ceH桶cation o「 to satisfy continuing

education 「equl「ementS tO 「etain such licensure or

ce山師cation.

2)嵩霊霊盤器n嵩諾岩嵩謂霊
「equi「ed to take annua=eave o「 Ieave without pay・

3)諾-a書書芸霊霊豊○器:
emp!oyment status, Service to the Navajo Nation’etC.

w川be a「「anged between the P「og「am Manage「 and

the emp看oyee・

C.　Unpaid Leave

l.　昼型「OVed Leave Without P型

Leave without pay not tO eXCeed 15 wo「king days may be g「anted

by the superviso「・ Requests fo「 leave without pay exceeding 15

wo「king days must be supporfed by a w冊en 「ecommendation of

the superviso「 and app「oved by the Division Di「ecto「・ Except for

family and medica。eave, annual o「 sick leave言f a師Cable, muSt

be exhausted befo「e ente「ing app「oved ieave without pay s[atus.

conside「ation shall be glVen tO the me「its and ci「cumstances

togethe「 with the p「og「ammatic ope「ations・

2.∴∴リnautho「ized AbsenQ呈

when an empIoyee is absent without autho「ization, the empIoyee

will be charged with absence without app「oved leave and may be

subject to disciplinary action. 1f the absence is Iate「 app「OVed’the

January十2015
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D.

January l, 2015

Cha「ge to absence without app「oved leave may be changed to the

approp「iate ieave.

3.　Elisc輔nary Actio哩

An empIoyee placed on suspension is general-y conside「ed to be

On ieave without pay status; however’a SuPerviso「 may place an

empIoyee on a wo「king paid suspension. AnnuaI and sick Ieave do

not have to be exhausted.

4.　　Educationai Leave

Educatjona=eave may be g「anted when an emp-oyee enro=s as a

ful」time student in an accredited educationa=nstitution.

a・　The pu「pose of educa[iona=eave is to enhance an

empIoyee’s job perfe「mance and the「efo「e must be job

「e!ated. A= 「equests sha= be app「oved by the P「og「am

Manage「.

b.　Educationa=eave sha= be without pay uniess the Prog「am

Manager and empIoyee ag「ee that annua=eave may be

used.

C.　Regula「 fu岨ime empioyees are eiigibIe fo「 educationaI

leave up to one semester (Or equivaient) per academic yea「

P「OVided they have th「ee yea「s of continuous empIoyment

With the Navalo Nation Gove「nment.

d"　　An empIoyee on app「oved educationa=eave sha= maintain

「egular fu皿ime status.

e'　Upon compietion of educationa=eave, an emPioyee sha=

「etu「n to his/he「 position.

Family and Medical Leave

Fam=y and medica=eave of absence is app「oved unpaid leave available

to eiigibIe empIoyees fo「 up to six months per yea「 unde「 pa巾cula「

Circumstances that a「e c「iticai to the Iife of a fam時

1・　Fam=y and medica=eave may be taken only in the fd川ow-ng

Situations:

a.　upon the b而h ofthe empIoyee’s child;

b-　uPOnthe placementofa ch皿with the empIoyeefo「adoption

O「 foste「 ca「e;

C.　When the empIoyee is needed to care fo「 his/he「 ch吋

SPOuSe, O「 ParentWho has a se「ious heaith condition; O「

d・　When the empIoyee is unabie to perfe「m the functions of

his/he「 position because of a se「ious health condition.
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2.

4.

Janua「y l, 2015

5.

Limitations

a・ #豊富譜h謀議a諾意et謹荘
superviso「 must app「OVe the Ieave・

b・豊諾n普請豊「,持嘉洗器告霊
Ieave, Reason(S) fo「 the additiona=eave 「equested must

meetthe c「ite「ia he「ein and be based on l a-d above・

旦しgib巾立

ReguIa「 status empIoyees who have been empIoyed fo「 one year

a「e eligible fo「 family and medica=eave・

旦謹ic Requlations and Conditio喧

a.　Emp-oyees a「e 「equi「ed to submit medical cerfifcation to

supporf a c'aim fo「 leave for an empIoyee-s ow= Se「ious

heaIth condition o「to ca「e fo「 a se「iously ill ch吋SPOuSe, O「

Pa「ent・

b.　Spouses who a「e both empIoyed bythe Navajo Nation may

take a totaI of six months of leave (「athe「 than six months

each) forthe b冊O「 adoption ofa ch潤O「the ca「e ofa sick

pa「ent, Su助ect to the limitations in D・2 above.

c.　when the need fo「 leave is fo「eseeable, SuCh as the b冊o「

adoption of a c剛d, O「 Plamed medica=「eatment’the

emp-oyee must p「ovide notice as fa「 in advance as

p「acticabIe, and make efforts to scheduIe Ieave so as not to

dis「upt p「Og「am OPe「ations.

d.  ln cases of冊ess, the empIoyee w川be 「equi「ed to 「eporf

pe「iodica=y to the immediate superviso「 On his/he「 ieave

status and intention to 「etu「n to wo「k. A medicaI ce輔cation

is 「equi「ed to 「esume wo「k置

e.　upon 「etu「n f「om family and medicai Ieave, an emPIoyee

sha= 「etu「n to the same position.

f章　　Du「ing the empIoyee,s absence, his/he「 POSition may be

剛ed on a tempo「ary basis.

g・ ㌫詰ま荘詣嘉霊誓言豊富書籍譜
Ieave, Sha= be deemed a 「es-gnation.

h.　Deparfment of Pe「somel Management is 「esponsible fo「

develop-ng and issu-ng P「OCedu「es on family and medical

leave.

Status of Empiovee Bene冊s Du「inq Leave ofAbsence臆
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a. Any empIoyee who is g「anted an app「oved Ieave of absen∞

unde「 this poiicy shalI provide fo「 the retention of group

insurance cove「age by a町anglng tO Pay his/her p「emium

COnt「ibutions during the pe「iod of unpaid absen∞.

An empioyee wiii not Iose service credit w軸the NavaJO

Nation as a resuIt of the family and medica=eave, but
he/she w冊ot accrue amual or sick Ieave and is not e-igib-e

fo「 paid hoiidays.

E.　Fu「Iough

Fu「iough is the pIacement of a SeasonaI empIoyee into temporary non-

duty non-Pay (leave without pay) status due to Iack of work, CIosu「e of

fac輔es for a spec師c period or time, Or Ciosu「e due to circumstances

beyond the cont「oI of the p「og「am.

1.　Seasonal empioyees may be eIigible fo「軸ough status upon

Verification of continued funding for the next season or intermittent

empioyment.

2.　EmpIoyees wili be p「ovided w皿en notice from the Program

Manage「 of the furIough 15 caIendar days prior to the beginn-ng Of

the furlough period. The notice w旧ncIude the effective date of the

帥ough’the date to retu「n to duty and pay status.

3.　The Program Manager sha= aiso provide w珊en no珊cation to each

empIoyee on fu「Iough status of the date to retu「n to duty 15

Caiendar days p「io「 to the effe融ve date of retu「n.

4.　Each empioyee sha= be provided a reco「d of his/her acc「ued

annuaI and sick Ieave hours before golng On furIough status. This

acc「ued ieave w帥be maintained unti=he emp-oyee retums to

active duty and pay status or is sepa「ated from empIoyment.

5.　To retain his/he「 「eguiar status’a SeasonaI emp-oyee on fur-ough

may only obtain tempo「ary empIoyment with the Navajo Nation

du血g the furiough pe「iod. If the empIoyee does not wish to retu「n

to the prog「am piac-ng him/he「 on furiough, a 「eS-gnation must be

Submi請ed and processed to clear the empIoyee to obtain other

empIoyment.

6.

7.

Janua「y l, 2015

EmpIoyees p「ovided w皿en no珊cation to retu「n to work and who

falI to report by the estabIished retum to duty and pay status date,

may be subject to temination.

insu「ance premiums must be paid for the furlough period. Upon

no珊cation of fu「iough, the p「og「am and affected empIoyees can
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make a「「angements for payme=t Of p「emiums with the Empioyee

Benefits O冊ce.

These policies do not apply to othe「 CategO「ies of empioyees.

The pe「iod of fu「Iough cannot eXCeed six months f「Om the date of

fu「lough.

x上　EMPLOYEE PERFORMANCEAPPRAiSAL

A,

B.

C.

Policy

丁he poIicy of the Navajo Nation is to encou「age and promote optimal

empIoyee perfe「mance uS-ng P「Og「am management Objectives. Every

empIoyee must 「eCeive a perfe「mance app「aisal at least once a yea「・

Pu「POSe

丁he purpose Of the EmpIoyee AppraisaI is to evaluate past job

perfe「mance and set standa「ds fo「 futu「e perfe「mance.

Duties and Responsib=ities

l　塁霊〇台S豊富業豊訪韓聖霊悪業嵩
Management.

2.

3.

4.

5.

January l, 2015

At the begin…ng Of each 「eview

「esponsible for esta輔shing specific

standa「ds consistent with p「Og「am

desc「iption.

Pe「iod, SuPerviso「S W川be

Objectives and performance

objectives and cur「ent job

Department Of Pe「sonnel Management shaI=ssue p「OCedu「es

「ega「ding perfermance app「aisais and establish 「eview pe「iods and

timelines fo「 submission of app「aisals・

Depa血ent of Persomel Management shall monito「 the completion

of empIoyee perfe「mance app「aisaIs.

Superviso「s a「e respOnSib-e fo「 ensu「一ng that perfe「mance

app「aisa-s a「e subm皿ed fo「 al- empIoyees by the established

deadIine date. Failu「e to submit app「aisaIs by estabIished dead=ne

date will 「esult in disapp「ova- of step -nC「eaSe and/o「 disciplinary

adion置
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D.　Unsatisfactory Pe「fo「mance

An empioyee whose job perfe「mance is unsatisfactory lS Subject to

discip=na「y action as set forfh in the Table of Penaities.

E.　Me「it Pay

Perfe「mance evaIuations serve as the basis fo「 awarding me「it pay. Merit

Pay P「OVisions a「e set fo皿at Section V旧1-2 herein. The Deparfment of

Pe「sonneI Management w旧ssue p「ocedures.

X帖　CHANGES iNASSIGNMENT

A.　Poiicy

B.

丁he Navajo Nation may, at its disc「etion言nitiate o「 app「ove changes in

assignment Of empIoyees什om one position to anothe「 o「 f「om one

WOrksite to anothe「・ Pursuant to Section lV・K, emPIoyees app-ying fo「 o「

being conside「ed fo「 a change in asslgnment that 「esuIt in movement f「om

a non-SenSitive position to a sensitive position sha= be subject to the

requi「ed backg「ound check and suitab掴ty assessme血

Applicab航ty

These poiicies app!y to a= 「egula「 status empIoyees.

C.　T「a nsfers

A旧「ansfe「 decisions w帥be made in ac∞rdan∞ W軸applicab!e laws and

Navajo Nation poiicies, P「O∞du「es,山es and 「egulations. To the extent

POSSjbie’P「og「am Manage「s w帥make t「ansfers that a「e voIuntary-

1.　I ntrardepa巾mental T「ansfe「

2.

January l, 2015

a・　A P「ogram Manage「, uPOn Submittal ofaw「itten 「equestand

app「OVal by the Deparfment of Personnei Management, may

t「ansfe「 a 「eguIa「 status empIoyee to a position in the same

Pay g「ade_

b・　A P「og「am Manage「, uPOn W皿en 「equest by a 「eguIa「

StatuS emPIoyee and app「ova! by the Department of

Pe「sonnei Management’may t「anSfe「 the empIoyee to a

POSition in the same pay grade.

I nte「depa巾mental Transfe「

A 「eguiar status employee may t「ansfe「 to a position in the same

Pay g「ade in another department upon w皿en 「equest by the

empIoyee and app「oval of the cu「rent P「ogram Manage「 and the
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3.

4.

ga-n-ng Prog「am Manage「 as we一一as the Depa血ent of Pe「SOnnel

Management・

Qua旧cations

An empIoyee sha一一POSSeSS the knowiedge, S畑s and ab潤es

requi「ed fo「 the position as iden珊ed in the cIass spec而cation fo「

the position to which t「ansfe「「ed.

T「ansfe「s a「e not final until app「oved by the Deparfment of

Pe「somel Management-

5.　An empIoyee shall not betransfe「「ed du「ing an introducto「y pe「iod.

6.　T「ansfe「 of Function

in the event that, by legislative action o「 othervise, Part O「 aII ofthe

functions of a prog「am a「e tranSfe「「ed to anothe「 division o「

deparfment the a龍cted empIoyees of the t「ansfe「「ing p「Og「am

shail be accepted as t「ansfe「s by the 「ecelVlng division at the same

Pay g「ade・

D.　P「omotions

「.  Job vacancies may be刷ed by p「omotion when p「acticable and in

the best inte「est of the Navajo Nation.

2.  1t is the emp-oyee,s 「esponsibility to pursue p「OmOtion by‥

3.

4.

5.

a,　attaining the necessary sk川s’ t「aining, education and

p「ofessionaI cert緬cation; and

b,　Subm櫛ng a lette「 of inte「est to the superviso「 and an

updated application fo「 empIoyment and 「esume to the

Deparfment of Pe「sonnei Management.

The superviso「 is 「esponsibIe for subm櫛ng a w皿en justifieation

for promotio= tO the Deparfment of Pe「SOmel Management.

丁he Deparfment of Pe「somel Management upon dete「mination

that the emp-oyee meets the requI「ementS Of the position, W紺

approve the p「omotion and the salary.

p「omotions do not become effective unt=血al app「ova=s obtained

f「om the Deparfment of Pe「someI Management.

E.　　Demotions
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!nvoIuntary - A= emPioyee may be demoted fo「 cause or as a 「esuIt

Of disc印nary action based on wo「k perfe「mance pu「suant to

Section X肌B he「ein. Notwithstandi=g Section XIV・A invoIuntary

demotions a「e g「IeVabie actjons.

VoIuntary G「ade Dec「ease - An empIoyee may 「equest a change

in assignment to a position with a iowe「 pay grade. The emp-oyee

Sha= possess the knowiedge sk川s, and ab輔es 「equired ofthe new

POSition-　An empIoyee is not eIigibIe to g「leVe O「 aPPeai an

app「OVed voIuntary demotion.

3.　Demotions a「e permane=t PerSOnnel actions unless stated

Othervise.

F・　Acting Status Assjgnment

An acti=g StatuS aSSlgnment uSualIy -nVOIves asslgn-ng a reguiar status

empioyee to a supervisory position du「ing the extended absence of an

incumbent o「 a position vacancy. An acting status asslgnment Sha= not

be less than 30 caIenda「 days and shail not exceed 180 ca-enda「 days.

Acti=g StatuS aSSlgnmentS muSt have the pr-O「 aPP「OVal of Deparfment of

Pe「sonnel Management.

1・　An acting status ass-gnment muSt be voluntary. The emp-oyee

n?uSt meet the 「equl「ementS Of the position to which he/she is

being assigned.

2.　The request for acti=g StatuS aSS-gnment muSt be in w「iting and

Submitted to the Department of Perso=nei Management for

app「OVa上The 「equest sha旧nciude the fo=ow-ng:

a・　the natu「e, time pe「iod and expected 「esults of the

assignment;

b・　aSSlgned duties and 「esponsib輔es;

C. 「ePOrfing 「eIationships, SIgnatureS Of the appropriate

SuPerviso「s and the empIoyee;

d.　the app「oprjate saIary adjustment fo「 the pe「iod of

assignment; and

e.　an updated appIication and 「esume of the empIoyee being

COnSide「ed fo「 the acting status asslgnment.

The Deparfment of Pe「someI Management upon dete「mination

that the empIoyee meets the 「equlrementS Of the position wi=

app「OVe the assignment and the effective date.
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An empIoyee who comp-etes an acting status asslgnment W紺

retu「n to h子s/he「 p「evious position and 「esume 「eguIa「 duties at the

p「evious g「ade/step.

5. Additionai compensation fo「 acting status asslgnmentS is cove「ed

unde「 Section V=. G.7 he「ein・

G.　SpecialAssignments

A 「egu-a「 status empIoyee may be asslgned to a special detail fo「 not iess

than 30 days and not to exceed 180 catenda「 days】 When it,s dete「mined

to be in the best inte「est of the Navg吟Nation. The Depa血ent of

pe「sonnel Management On a CaSe-by-CaSe basis w冊app「OVe SPeCial

1. ?。霊,罵菩n霊霊h#豊tO the Department Of

2.

a. jus軸cation fo「 the special assignment, the time pe「iod, and

expected 「esults of the ass-gnment;

b.　the asslgned duties and 「esponsib冊es of the empIoyee

du「ing the special asslgnment;

c. 「epo血g 「e-ationships and signatu「es of the app「OP「iate

superviso「(S) and the empIoyee‘

An emp`oyee on SPeCial asslgnment W川not receive additionai

COmPenSation.

upon completion of a speciaI assIgnment, an emPIoyee w冊「esume

his/he「 「egu!a「 duties.

H,　Change in Wo「ksite

2.

Janlla「y l, 2015

A change in wo「ksite is st「ictly limited to movIng an emPIoyee f「Om

one location to another within the same p「og「am. A change in

account number may be necessary but the「e shall be no changes

to [he emp-oyment statuS, title o「 Sala「y・

A change in wo「ksite may be voluntary or initiated by the

supervisor to ensu「e effective and e冊Cient operations.

A change in wo「ksite sha冊Ot be used for disc印nary 「easonS.

A change in wo「ksite may be tempo「a「y O「 Pe「manent・

A 「equest fo「 change in wo「ksite of an emp~oyee must be submitted

to the Human Resou「ces Di「ecto「 outlining the followIng:
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a. the reason(S) forthe change in wo「ksite, the time period and

b.鵠欝謹書gnment;and
C.　SIgnatu「eS Ofthe app「op「iate supervisors and the empIoyee.

XⅢ. DISCiPLINE OF EMPLOYEES

A.　PoIicy

B.

The poiicy of the Navajo Nation is to establish and maintain standa「ds 。f

empioyee conduct and supervisory p「acti∞S Which wil- support and

P「OmOte effective prog「am operations・ Such p「actices include the

administration of consistent and const「uctive emp-oyee discipIine.

Guide fo「 Disc印na「y Action

Supervisors at aI=eveis are expected to assume responsibility for
repo軸ng and initiating p「oper action 「ega「ding emp-oyee misconduct,

unsatisfactory work perfemance) O「 Vioiation of personneI poIicies o「

regulations.

1・　EmpIoyees, incIuding supervisors, Whose job perfermance or

COnduct is unsatisfactory, Or Who vioIate the Iaw, Nation policies,

P「acti∞S, 「uies, Or reguIations a「e subject to discipiina「y action

COnSistent with the Table of PenaIties.

Superviso「s shouid refe「 to the Tabie of PenaIties o「 the

Department of Pe「sonnel Management fdr assistan∞ in initiating

discipIinary action.

C.　Authority to Administer DiscipIinary Action

l"　Prog「am Managers (See de師tion section〉 shaiI have the autho「ity

and responsibiIity to administe「 appropriate discipIinary action fo「

VioIations of law, Nation poiicies, P「aCti∞S, 「ules and 「eguIations.

2.　When superviso「s faiI to administe「 pe「sonnel poIicies or initiate

discipIinary action, the Human Resou「∞S Directo「 shaIl notfty the

SuPerviso「,s superio「・ The Human Resources Director may aiso

initiate app「op「iate disc印nary action against the superviso「 and/O「

his/her superio「.

D.　Documentation

l.　AII disciplina「y actions shali be documented in w「iting by the

SuPerviso「.
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E.

2・器嵩t器黒岩露盤2嵩詰ま嵩s霊
administe「ing discipIinary action sha`一PrOVide cop'eS Of such

actions to the Department Of Personnel Management.

Notice of disciplinary actions shouId be hand delive「ed whenever

p「acticab-e o「 sent by ce珊ed mail・ Notice by ce珊ed mail shall be

effective upon delivery of notice by the U・S膏ostal Service・

Contents of Disc印nary Notice

The discip"nary notice sha-1 be in w「iting, di「ected to the empIoyee and

1. an app「OP「iate iden揃catio= Ofthe pa巾y including position title and

department; and

2・霊黒岩葦畳語器謀議黒宝器請需
action, the pe「iod oftime when the acts occur「ed; and

3.　a 「eference to the Tab看e of Penalties 「ega「ding the offense(S)

committed and the penaIty imposed; and

4.　a clea「 and concise statement of the facts constituting the aIleged

VioIation(S); and

5. an exp-anation of the emp-oyee-s right to appea=he disciplinary
action pu「suant to Section XIV EmpIoyee G「ievance; and

if hand delive「ed, the emp-oyee-s acknowiedgment of receipt of the

notice, O「 if emp-oyee 「efuses to acknowledge・ the notation that

employee 「efused to sign and the date.

G.　Table of Penalties

Those 「esponsibIe fo「 the administ「ation of disc印ne must be firm’

impersona一, and f「ee f「om p「ejudice・ ln the inte「est of administe「ing

justice as uniformly as possible in acco「dance with the policies stated, a

丁able of Penalties is inco「po「ated he「ein`

January l, 2015

ln cases of less se「ious perfe「mance and/o「 COnduc=ssues,

superviso「s a「e encou「aged to discuss such deficiencies with thei「

employees before initiating any fo「mal discipiinary action unde「 the

丁able of Penalties.
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2.　A 「ep「一mand may also be app「op「iate for less se「ious offenses p「IO「

to taking fo「maI action. Such action may not be g「IeVed under this

Section of the ManuaI, nO「 W旧t be inciuded in the empIoyee-s

Pe「SOnneI刷e maintained by the Deparfment of Personnei

Management. Howeve「) a W冊en 「ep「-mand may be maintained by

the department o「 p「og「am issuI=g the notice.

3.　Superviso「s sha看i be specific in desc「ibing the time pe「iod

COnStituting an empIoyee’s suspension, and sha= inciude both the

dates and hou「s when the suspension begins and ends. Ho-idays

Sha= be counted in computing the suspension pe「iod.

4.　Suspensions imposed unde「 the TabIe of Pe=a-ties are ge=era-1y

Without pay’and 「equl「e the empIoyee to remain away from the

WO「kplace du「ing the pe「iod of suspension. At the discretion ofthe

SuPerviso「, an emPIoyee may be placed on a wo「king paid

SuSPenSion. During the pe「iod of suspension, the empIoyee sha=

COntinue to ca「ry out his/her 「eguIar duties at the workplace・ A paid

SuSPenSion is g「IeVable.

5.  in addition to the penaities iisted, emPioyees a「e reminded that

depending upon the offense(S) comm阻ed, they may be subject to

P「OSeCution unde「 Navajo Nation o「 othe「 appiicable laws and/o「 be

deemed ineiigibIe fo「 future empIoyment with the Navajo Nation.

6.　Empioyees who vioIate Navajo Nation o「 othe「 appiicable laws may

aiso be subject to penalties provided fo「 in those Iaws. Such

Vioiations may o「 may no=ead to disc印nary action by [he

SuPervisor.

7.　Fo「 those empIoyees paid by a contract or g「ant, Whe「e the funding

SOu「Ce 「equi「eS g「eate「 discip=nary measu「es than those ou佃ned

in the Table of PenaIties, O「 PenaIties othe「 than those listed, SuCh

discipIinary action may be imposed consiste=t With the funding

SOu「Ce 「equlrement.

8.　Whe「e one set of.circumstances wa「「anting disciplinary action

VioIates mo「e than one o怖∋nSe =sted in the Table of Penatties章

SuPerviso「s must aIIocate the totaI penalty among each separate

Offense cha「ged.

9.

January l, 2015

Fo「 example言f an empioyee is cha「ged with three sepa「ate

Offenses, and the penaIty fo「 a= three offenses totals ten wo「king

days suspension’the superviso「 must a=ocate the ten days among

a= th「ee offenses,

EmpIoyees sha= not be penalized fo「 multiple offenses ar-SIng f「om

the same conduct o「 event.
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TABLEOFPENALT寒 ��巨S 

" �F!RST �SECOND �TH漢RD PENAしTY PENALTY �PENALTY OFFENSE �Removai � � 

1.Theftofp「operty 　’fd �Removal � � 

2.MISuSeOfNatiOnunS 3.SolicitationoraccePtanCeOf �RemovaI � � 

b「ibeso「kICkbacks 4.FaIsificationo「unautho「ized �Removal � � 

It　tionofanyNation「eco「d ae「a 5.FaIsestatement(S)ofmate「iaI �Removai � � 

factinempioymentapplicationo「 「eIateddocumentation 

6.Maintainingsecondo「OutSide �RemovaI � � 

empIoymentwithoutp「OPe「 app「ova=ncIuding-butnotlimited to,hoIdingasaIa「iedelectedo冊ce’ 

selトempIoymentetc. ) 7.Cont「actingo「「ecommendinga �Removal � � 

cont「actwithapartywhe「ethe 

empIoyeehasanequityo「Othe「 

beneficia=nte「est,limitedonlyto 

empIoyeeswhohavein仙enceove「 

tecont「actingp「OCeSS 

8.F「audand/o「conspl「aCytO �RemovaI � � 

commitf「aud 

9.Pe申rylnCO而o「befo「ean �Removal � � 

offlciaINavajoNationbodyo「 

t「ibunaI 

10.ConceaIing十emOVlng一 �Removal � � 

mut=ating,Oblite「ating,O「 

dest「oyingNav可oNationreco「dso「 

documentswithoutautho「ization 

11.Abuseofofficeorposition �Removal � � 

12.Fa冊「etodi「ectlyca11o「「eport �RemovaI � � 

totheimmediatesuperviso「fo「 

th「ee(3)consecutivewo「kingdays 

13.PIanning言nitiatingparficipating �RemovaI � � 

ino「othe画seajdingo「assistingln 

theconductofany「ioto「unIaw帥 

demonst「ation. 

14.Fa血「etocompIetethe �RemovaI � � 

backg「oundcheck「equi「edby 

SectionlV.K. 

15.Eg「eg-OuSmisconductwhich �Suspenston(upto30 WO「kingdays), Demotion,O「Removal �RemovaI � 

ca=sintoquestionone’sfitnessfo「 

COntinuedempIoymentinthat 

POSitionwiththeNav争joNation. 
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TABLE OFTABLEOFPENALTIES 

OFFENSE �FIRST �SECOND �THiRD 

PENA」TY �PENALTY �PENAしTY 

16.Sexuaiharassment �Suspension(upto30 WOrkjngdays〉or Removal �RemovaI � 

17"aOperatingatribaIvehicieunder �Removai � � 
theinfluenceofaicohoI. 

17.bOperatingavehicleunderthe �Suspension(upto30 �RemovaI � 

influenceofaicohoIorothe「controIIed �WO「kingdays)o「 

Substan∞(exceptwhencontro=ed �RemovaI 

Substan∞isusedasprescribed), 

18.MaIiciousdamagetoNation �Suspension �Removai � 

PrOPertyincIuding,butnotIimitedto, �(15-30wo「kingdays)0「 

g「a冊i,Vandaiism,etC. �Removai 

19・VioIationofanyprovision �ReferraItoEAPand/o「 �RemovaI � 

∞ntainedinSectionXVI.E,Drugsand �Suspension(15-30 

AIcoho=ntheWb「kpiace �WOrkjngdays)or Removal 

20.FaiIuretoabidebypoIiciesand �Suspension(upto15 �Suspension(upto30 �RemovaI 

Standardsadoptedinacco「dancewith �WO「kingdays)o「 �WO「kingdays)o「 

SectionI.C �RemovaI �RemovaI 

21.EndangenngthephysicaiweIi輸 �Suspension �Suspension �Removai 

beingofanyindividua=nciuding,but �(upto15wo「kingdays) �(upto30wo「kingdays) 

notiimitedto,threatsof,O「aCtual �O「RemovaI �O「RemovaI 

Vioience. 

22.DiscIosingCOnfidentiaINation �Suspension �Suspension �RemovaI 

infomationtounautho「izedperson(S) �(upto15wo「kingdays) �(upto30wo「kingdays) 

0「Removai �OrRemovaI 

23.MisuseofNationpropertyor �Suspension �Suspension �Removai 

ServICeS �(upto15wo「kingdays) �(upto30workin〔idays) 

24.lnsubordination,incIudesvioiation �Suspension �Suspension �RemovaI 

OfanypoIicycontainedinthismanual �(upto15wo「kingdays) �(upto30wo「kingdays) 

25・NegIectofduty �Suspension �Suspension �RemovaI 

(upto15wo「kingdays) �(upto30wo「kjngdays) 

26.Unauthorizedabsence �Suspension �Suspension �RemovaI 

(uptolOworkingdays) �(upto30workjngdays) 

27・Excessiveabsenteeism,incIuding �Suspension �Suspension �Removal 

ta「dIneSS �(uptolOwo「kingdays) �(upto30wo「kingdays) 

28.Unsatisfacto「ywo「kperfo「mance �Suspension �Suspension �Demotion 

(uptolOworkingdays) �(upto30workingdays) �o「 

O「Demotion �Removal 
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TABLIEOFPENALTIES 

OFFENSE �FIRST �SECOND �THIRD 
PENALTY �PENALTY �PENAしTY 

29.Fa冊「etocompIeteperfo「mance �Suspension (uptolOwo「kingdays) �Suspension (upto30wo「kingdays) �RemovaI 
●e 

evaIuatlOnSaS「equl「 30.Perfe「mIngaCtivitiesfo「Pe「SOnai �Suspension (uptolOwo「kingdays) �Suspension (upto30wo「kingdays) �RemovaI 

galnWhenonthejobincluding,but 
no川mitedto,CamPalgningfo「 

politica-offlcewhileonofflciaitou「Of dut 

y 31.Mist「eatmentofanyindividual(S) �Suspension �Suspension (upto30wo「kingdays) �Removal 

h’旧Oa「dizesheaItho「Safe �uptolOwo「kingdays WIC」eP 32.Falsewitnessagainst �Suspensfon (uptolOwo「kingdavs) �Suspension (upto30wo「kingdays) �Removal 

empIoyee(S) 33.Offe「ofempIoymentby �Suspension (uptolOwo「kingdays) �Suspension (upto30wo「kingdays) �尺emoval 

e「SOnne unauO「lZeP 34.Vioiationofsafety「egulations �Suspension �Suspension �Removai 

whichendange「soneseIfo「Othe「S 35.Possessionofunautho「ized �uptolOworkingdays �upto30worklngdays 

Suspension �Suspension �尺emovaI 

WeaPOn(S)inthewo「kplace �(uptolOwo「kingdavs) �(upto30wo「kIngdays) 

36.Fa血「etocompIywithmoto「 �Suspension �Suspension �Removai 

vehicle「eguIationsincluding,butnot �(uptolOwo「kingdays) �(upto30wo「kingdays) 

Iimitedto,uSeOfatribalvehiclefo「 

Pe「SOnaI「easons 

37.C「eatingdisco「damongfe=ow �Suspension �Suspension �Removal 

emp-oyeesleadingtodec「eased �(uptolOwo「kingdays) �(upto30wo「kingdays) 

p「oductivityo「ahostilewo「king 

envi「onment 

38.Fa血「etot「eatthepub=co「 �Suspension �Suspension �Removal 

fa用owempIoyeeswithcourfesy �(uptolOwo「kingdays) �(upto30workingdays) 

39.Useofabusiveo「VuIga「 �Suspension �Suspension �Removal 

Ianguageand/o「gestu「es �(uptolOwo「kingdays) �(upto30wo「kIngdays) 

40.Displayofintoxicationonthejob �MandatoryevaIuation �Suspension �Removal 

(incIudinguseof「est「ictedd「ugsnot �byEmpIoyee �(30wo「kingdays)o「 
Assistanceand �Removal inconfo「mancewithamedicaI 

P「eSC「iption) �Suspension(upto30 WO「kingdays)o「 Removal 

41.HabituaIuseofintoxicantsto �Mandato「yevaIuation �Suspension �RemovaI 

excesswhichaffectsjob �byEmpIoyee �(30wo「klngdays)o「 

Perfo「mance �Assistanceand Suspension(upto30 WO「kingdays)o「 Removal �Removal 

Jan耳aけ1, 2015 Page 56



TABLE OF丁ABLEOFPENALTIES 

OFFENSE �FIRST �SECOND �TH!RD 

PENALTY �PENALTY �PENAし丁Y Removal 

42.FaiIu「eofsuperviso「tonotify �Suspension �Suspension 

empIoyees'inw「剛g,Of 
(uptolOwo「kingdays) �(upto30wo「kingdays) 

backg「oundcheck「equi「edby 

SectionlV.K. 
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xIV,　EMPLOYEEGRiEVANCE

A. Po=cy

An emp-oyee who feels aggrIeVed as a 「esult of an appIication of

disciplinary action such as discha「ge) SuSPenSio=・ loss of pay o「 benefits,

o「 an empIoyee o「 an aPPlicant fo「 an empIoyment position who alleges a

vioIation of the Navajo P「eference in EmpIoyment Act has a right to u輔ze

the procedu「es p「ovided in this Section.

B.副gib掴ty

AIl emp-oyees a「e eligib-e to刊e a g「IeVanCe COnCe「n-ng the application of

disc印nary action such as discharge, SuSPenSion】 loss of pay o「 benefits,

and any emp-oyee o「 applicant fo「 an empIoyment position a「e eligible to

刊e a g「-eVanCe al-eglng a Violation of the Nava」O P「efe「ence in

Emp-oyme=t Act. AI-Will empIoyees a「e not eligibie.

C. G「ievance Process

「.　宣坦P Q旦堅

2.
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An emp-oyee o「 an apPlicantfo「 an empIoyment position must file a

w皿en g「leVanCe With the superviso「 who initiated the action within

twenty wo「king days of the disciplinary action o「 aileged violation of

the Navajo P「efe「ence in EmpIoyment Act, With a copy to the

Department of Pe「sonneI Management. The superviso「 must

attempt to 「eso-ve the p「oblem with the empIoyee o「 applicant

within ten wo「king days after 「eceipt ofthe grIeVanCe・

宣tep丁w旦

1f the superviso「 fails to address the g「一eVanCe Or if the employee o「

appIicant disag「ees with the decision, the empIoyee o「 applicant

must file a w皿en appeal with the Human Resou「ces Di「ecto「 Within

ten working days ofthe completion ofStep One above. The appeal

sha旧nclude二

a.　the name and position ofthe Agg「ieved Parfy’

b.　the name and position ofthe superviso「 initiating the action,

c.　a clea「 and concise statement of the unde「lying facts,

d.

including the dates and a-leged events o「 COnditions which

fo「m the basis ofthe appeal, and the specific ha「m a=egedly

sustained by the Aggrieved Party as a 「esult ofthe vioIation,

the 「e=ef sought by the Agg「ieved Party-
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3.　臆Step Th「ee:

a・　Within ten wo「king days of 「eceipt of the appeaI言he

Department of Pe「sonnel Management w紺convene an

Administrative Meeting with the empioyee o「 applicant and

the superviso「 to attempt se鮒eme=t. if the Deparfment of

Pe「sonnel Management does not convene the meeting o「 if

the parfies do not se鮒e the grleVanCe Wit冊the ten wo「king

days, then the g「一eVanCe P「OCeeds to Step Fou「.

4.　Step Four:

If the empIoyee o「 app=cant disag「ees with the outcome of the

Administ「ative Meeting’ O「 if no Adm面st「ative Meeting was

COnVened’the empIoyee or appticant must珊e a w皿en grIeVanCe

appeai with the Department of Pe「someI Management withjn

冊een wo「king days of the conciusion of Step Th「ee fo「 immediate

t「ansmitta=o the Hea「ing O怖cer. A輔ng fee of $25.00 must

accompany this appea上At this point, and not earIie「, both parties

may be 「epresented by legal counsel.

5.　Step Fiv生

A Nav却O Nation Hea「lng O冊ce「 w川conduct the g「IeVanCe hearing.

The hea「lng Wi“ be heId wjthin 30 wo「king days ofthe date of輔ng,

Or aS SOOn thereaffe「 as ag「eeable to the pa面es. The Hea「-ng

O怖ce「 w紺「ende「 a w皿en decision within twenty wo「king days of

the hea「ing,

6.　The decision of the Hear-ng Officer is the finai administ「ative

decision.

D.

巨.

Ja皿a町1, 2015

Refund of F据ng Fee

lf the g「一eVanCe is withd「awn or 「esoIved p「lO「 tO COmmenCement Of the

g「ieVanCe hea「ing, the輔ng fee sha置i be 「efunded.

G「ounds fo「 Dismissal of Grievance

Abandonment of a case or noncompliance wjth 「equired g「ieVanCe

dead=nes by the Agg「ieved Party w川be g「ounds fo「 dismissal of the

g「leVanCe・ The Department of Pe「sonnel Management w紺make such

detemination and inform all parties. DismissaI of a g「-eVanCe may be

appeaIed to the Hear-ng O怖ce「 unde「 Step Fou「.
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F. Withd「awal of G「ievance

At any point in the g「IeVanCe P「OCeSS, an emPioyee may withd「aw the

g「leVanCe・

G.　Status of Position Pending G「ievance Outcome

Any changes 「ega「ding a position affected by a g「leVanCe W川be pIaced

on hold by the Depa血ent of Pe「sonne- Management until such time the

g「leVanCe is 「eso-ved o「 a final decision is 「ende「ed-

H.　Status ofEmpIoyee Pending G「ievance Outcome

l.　Notwithstanding the fo「ego-ng Subsection G, disciplina「y actions

sha= be effective immediately upon notice to the empioyee・

2・霊嵩岩盤諾講盤S善書岩音器豊詳綜
may resuIt in sepa「ate disc印nary action(S).

3・豊説話霊書誌謹書…一書織豊
in the g「IeVanCe P「OCeSS.

上　　G「ievance Hea「ing O冊Ce「

A Hearing O冊ce「 of the O怖ce of Hea「ings and Appeals shaIl hea「

g「-eVanCeS unde「 this Section. The O冊Ce Of Hea「lngS and Appeais巾Ies

for pe「sonnel g「leVanCeS Shall gove「n the g「一eVanCe hea「一ng. The HearIng

O冊Ce「 ShaiI have the autho・ity to uphold or 「eye「Se the disc印na「y action

of the superviso「, aWard back pay to the g「-eVant’and when 「equi「ed)

o「de「 that the emp-oyee’s reco「d be expunged了and may p「OVide any othe「

「elief ava胎bie to the g「leVant unde「 the Navajo P「efe「ence in EmpIoyment

Act. The Hea「ing O怖cer may also conside「 the app「OP「iateness of the

penalty imposed and if ci「cumstanc?S Wa「「ant】 「educe the pena時

Howeve「) in no case. sha冊e Hear-ng O冊Ce「 inc「ease the penaIty

imposed by the supervlSO「・

XV. TERMINA丁ION OF EMPLOYMENT

A.　Responsib帥ty

The Human Resources Di「ecto「 is 「esponsible fo「 estabIishing detaifed

p「ocedures to add「ess issues a「isi=g unde「 this section.
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B・　Resignation

l・ An empioyee may volunta「i-y terminate emp-oyment with the

Navajo Nation by subm軸ng a Ietter of resIgnation.

2・ The empIoyee reslgn-ng Shal- g'Ve at Ieast ten working days notice,

uniess the superviso「 consents to the employee Ieav-ng SOOne「.

3. An empIoyee who submits a w皿en resIgnation may, With the

SuPerviso「一s approval’Withdraw the res-gnation and be restored to

the vacated position provided the w冊en request fo「 withdrawaI

Subm請ed to the superviso「 p「-Or tO the effective date of the

resignation.

C.　DischargeofEmpioyees

l・ A superviso「 shall notify the emp-oyee’in w「iting, Of the discha「ge

and the spec師c reasons fo「 the discharge・ The notice sha旧nciude

aiI requlrementS Of Section Xl!i・F Contents of Discip-inary Noti∞.

2.　These poIicies do notappIyto At-Wi一一empIoyees.

D.　Subsequent Disqua朋cation

If an empIoyee’Who was qua圃ed fo「 his/her position, Subsequentiy

becomes disqua肺ed for the position due to a Ioss of Ii∞nSe, ∞珊cation,

Or reCIassification of the position due to a reorganization of the p「og「am o「

materiaI changes in duties, Or for any other reason, the empIoyee shaIi be

given a reasonabIe pe「iod to re-qua崎y The empioyee sha-I aIso be given

notice that if he/she does not re-qua甲y during the re-qua圃cation period,

the empIoyee wi!I be terminated,

E,

January l, 2015

Layoff

An empIoyee who is to be iaid off shaII be gIVen 15-Calendar days w皿en

notice. Notice of Iayoff may be iess than the 15-Ca-enda「 day requnement

if stoppage of work results f「om ci「cumstan∞S beyond the cont「oI of the

Navajo Nation, e.g. P「Og「am funding is terminated, POSitions are not

refunded, O血nds a「e not avaiiabIe to continue p「ogram operations. in ali

CaSeS, howeve「・ the empIoyee must be glVen aS muCh notice as possfble.

Subject to appIicabIe law, a reguIa「 status empIoyee who is iaid off shaIl

be entitIed to re-emPIoyment p「eference・ These po-icies do not appIy to

tempo「ary emp10yeeS Or Atwiii empIoyees・
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3.

4.

5.

6.

7.

Janua「y l, 2015

accomふdation(S) for the empioyee-s physical condition, the

empIoyee is incapable of perfe「m-ng the duties requi「ed of

the position.

!f a superviso「 be-ieves that an empIoyee is physicaily o「

mentalIy InCaPaCitated but w川not seek medical attention’

the superviso「 may 「equ'「e the empIoyee to see a medicaI

p「actitione「 fo「 an evaIuation at the expense of the Navap

An emp-oyee -aid off unde「 this se(允On muSt 「eCeive w皿en

notice explajning the 「eason fo「 layoff and is entitled to

O「ganizational 「est「uctu「ing.

A superviso「 may lay off a regula「 status emPIoyee wheneve「 it

becomeS neCeSSa「y due to lack of wo「k o「 funds o「 elimination of

POSition.

wheneve「 layoffs a「e neceSSa「y, the superviso「 sha旧mmediateiy

notify the Human Resources Di「ector of the p「oposed layoffs and

provide the Human Resou「ces D融O「 With a list of affected

empIoyees.

No 「egu-a「 status emP~oyee shal- be laid off while the「e a「e

tempo「ary, SeaSOna一, O「 neW emPIoyees emPIoyed in the same】

equa一, O「 -owe「 -evel positions for which the 「eguia「 StatuS

empIoyee is qua圃ed・

!n dete「mining the o「de「 of layoff of 「egula「 status emPIoyees, the

superviso「 shall conside「 such facto「s as seniority, Performance

app「aisa-s, qua冊Cations, WO「k 「eco「d’and conduct and whethe「

emp-oyee is a vete「an aS Set fo皿n Section帖C. The superviso「

sha町f possible了etain the vete「an.

!f an employee’s position is e-iminated whi-e he/she is on family

medica=eave言he emp-oyee shall be placed on iayoff status

immediateIy.

坦ysi曲nd incapa亘立

An empIoyee may be laid off when, due to physicaI a冊ent o「

ln」ury, the empIoyee is no Ionge「 capable of perfe「mlng the duties

ofthe position. Befo「e lay off,

a・霊詰霊豊島喜詰昔薄黒擬嘉
to be othervise mental-y o「 physicaIiy =mited in wo「k

Perfe)「manCe.

b.　The superviso「 must dete「mine that even with 「easonabIe

C.
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COnSide「ation fo「 a transfe「 and 「e-emP-oyment preference

COnSistent with the po書icies herein.

F.　Te「mination ofVoiunteers o「 Temporary EmpIoyees

l.　A supervjso「 may te「minate a voIunteer o「 tempo「ary empIoyee at

any time. The te「mination must be in w「iting and include an

explanation fo「 the termination, COnSistent with Nav到O law.

2.　A voIuntee「 who is terminated is not entitIed to 「e-emP-oyment,

Iayo阜Or g「ieVanCe 「ights.

A tempo「ary empIoyee who is te「mjnated is not entitled to 「e_

empioyment or layoff 「ights.

A voluntee「 o「 temporary empIoyee may 「es-gn Without p「io「 notice.

The 「eslgnation must be in w「iting.

G.　Te「mination of New EmpIoyees

千・　A superviso「 may terminate a new empIoyee fo「just cause at any

time during the introductory pe「iod. The termination must be in

W「iting and include an explanation fo「 the te「mination, COnSistent

With Nava」O law.

2"　　A new empIoyee who is te「minated is not en珊ed to 「e-emPioyment

O「 iayoff 「ights.

3.　A new empIoyee may 「eslgn Without p「-O「 nOtice・ The 「es-gnation

must be in writing.

H.

Ja…a「y l) 2015

Reti rement

An empIoyee who leaves Navajo Nation empIoyment in accordance with

the Navalo Nation Retirement PIan is conside「ed to have 「eti「ed.

Death

l.　Unless ieave without pay was previously app「oved, an emPioyee

Sha= be compensated through the date of death.

2.　The e怖∋ctive date ofthe sepa「ation sha= be the date of death.

3.　The supervisor sha=　take 「easonabie steps to assure that

a「「angements a「e made to p「ovide payment to the empIoyee-s
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estate of any salary, OVe巾me, O「 aCC「ued annua。eave payme=ts

due.

十・豊。「宝器豊富諾n措盤霊嵩-S盤
payment fo「 hours worked’aCC「ued annua1 1eave’and any overfime

as of the te「mination date.

2. AIi o「 parf of the finaI pay check and/o「 annual leave payment may

be withheld to satisfy any indebtedness to the Navajo Nation.

XVl. CONDUCT OF EMPLOYEES

A.　Business Ethics and Conduct

EmpIoyees a「e eXPeCted to comply with aIl a師CabIe laws and policjes of

the Navajo Nation with respect to thei「 conduct. 1n gene「al言he use of

good judgment w冊guide empIoyees with 「espect to Iines of acceptabIe

conduct. 1f a situation a「ises whe「e it is d岡cuit to dete「mine the p「OPe「

cou「se of action言he matte「 shou-d be discussed with the app「OP「iate

superviso「 and, if necessary, With the O冊ce of Ethics and RuIes fo「 advice

and consultation.

Each empIoyee of the Navajo Nation shail, amOng Othe「 things:

1.　Uphold, With integ「ity言he t「ust and confidence pIaced in the

emp-oyee pursuant to his/he「 empIoyment.

2.

6.

January l, 2015

Comp-y with and 「espond to the di「ections and inst「uctions of the

SuPerviso「・

Show cou巾esy, 「eSPeCt, COOPe「ativeness, d師gence and tact in

dealings with superviso「s, fallow wo「ke「s, eIected officjals and the

generai pubIic at a= times.

P「ovide f叫e醐ent, and indust「ious service to p「OmOte the goals

and objectives ofthe Nation’s p「ograms.

Maintain confidentia=nfo「mation acqui「ed in the perfe「mance of

his/he「 duties and 「efrain f「om discios-ng any POrtion the「eof’

except in the manne「 and to the extent autho「ized.

Ref「ain f「om using his/he「 official position to in皿ence t「ansactions

invoiving purchases, COnt「aCtS’Ieases, O「 Othe「 business deaIings

which advance pe「sona=nte「ests o「 those of hislhe「 f「iends or
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「elatives. The existence of any actua- 0「 POtentiaI co珊ct of

inte「est must be discIosed to the app「opriate superviso「 so that

Safegua「ds can be estabIjshed to p「otect a一一parfies.

B.　Limitations o= EmpIoyee Activities

l. WhiIe empIoyed, an emPIoyee’s p「jvate life is his/he「 own, howeve「,

an empIoyee,s activities cannot disrupt the work o「 the workplace.

Each is expected to comply with a= applicabIe iaws.

2. Ifan empioyee is i=debted di「ectlyto the Navajo Nation, hetshe w川

be 「equired to make payment (incIuding pay・OiI deductions) subject

to the specific terms of the indebtedness and′or the Nava」O

Business and P「ocu「ement Act.

3.　EmpIoyees shaIi be heid accountabIe fo「 ioss of Navajo Nation

funds o「 p「operty for which they are 「esponsibIe whe「e [he loss is

due to neg=gence o「 ca「eIessness. Empioyees with custodiaI

「esponsib輔es fo「 Navajo Nation property w用safegua「d assigned

P「OPerty.

4.　Solicitatio、n o「 receipt of gifts, favors, and/o「 g「atuities is p「ohibited

When such gifts constitute a conf=ct of interest o「 is in vioIation of

the Ethics in Gove「nment Law.

5・　Co「「espondence, PaPe「S’ drawIngS, Sketches, documentation,

COmPute「 P「Og「amS言nst「uctions, P「OCedu「es, fo「ms and a= such

items p「oduced by an empIoyee in the cou「se of his/he「 wo「k a「e

COnSide「ed p「operty of the Navajo Nation. Unauthorjzed 「emoval,

「ep「Oduction, andIo「 disciosure a「e st「ictly p「ohibited.

6・　Whiie empIoyees may be autho「ized from time to {ime to speak on

behaif of the Nation, nO emPIoyee may decIare, aS PO=cy, any

Statement that is cont「ary to the policies ofthe Navajo Nation.

7・　T「ibai vehicIes a「e fo「 official use only and empIoyees a「e 「equj「ed

to use [hem wjthin the scope of thei「 empIoyment. Any accident

invoiving a tribai vehicie must be 「eporfed by the empIoyee invo!ved

in the incident as requi「ed by the Moto「 Vehic-e Ope「ato「's

Handbook.

Use of the intemet in any way which wouid violate policies and/o「

P「OCedu「es established by the Division of General Services o「 othe「

appropriate authorrty is p「ohibited.
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c. Emp~oyees Pu「su-ng Pubiic O冊Ce

十　露盤岩盤t豊祭器器盤書籍
caienda「 days.

2.

3.

4.

Annua。eave w川be used until exhausted’then leave without pay

will be used. Howeve「, funding sou「ce 「eSt「ictions may 「equi「e that

an empIoyee take only leave without pay・

Emp-oyees a「e P「Ohibited f「om campa-gnlng du「ing wo「k hou「S.

Supervisors shall monito「 and enfo「Ce this poiicy.

EmpIoyees e-ected to the Nav如Nation Council o「 the o怖ce of the

p「esident or Vice P「esident of the Navajo Nation must 「esign f「om

Navajo Nation emp-oyment befo「e taking the oath of o冊ce-

D.　EmpIoyeesAppointed o「Elededto PublicO冊ce

2.

3.

Janua「y l, 2015

EmpIoyees who are e-ected to any pu輔c o怖Ce Othe「 than those

iisted in C.4 above may be allowed to retain Navalo Nation

empIoyment. 1f the public o冊Ce is a fulトtime position o「 invoIves a

saia「y, the emp-oyee must obtain pemission f「om his/he「

immediate superviso「 and the Human Resou「ces Di「ecto「 to retajn

Navajo Nation empIoyment・ The 「equest must be submitted in

acco「dance with the po=cy on Second o「 Outside Emptoyment・

lf the empIoyee,s duties as a public servant interfe「e with his/he「

wo「k perfe「mance o「 「eSPOnSib潤es, Or Otherwise c「eate a conflict

of inte「est in the wo「kplace言he superviso「 may initiate app「OP「iate

disc画nary action and/o「 「efe「 the matte「 to the薗hics and Ruies

o冊Ce,　Public o冊Cials sha=　not perfe「m pub=c servant

「esponsib輔es w剛e on their 「egula「 tou「 of duty as a Navajo

Nation empIoyee・

a・言豊前諾藍器書誌請書需塁
these pe「sonne- po-icies, t「aVel policies’and standa「ds of

b・雲譜窮ま整霊轄,雲…霊諾豊島葦
With by a= parfies.

An empIoyee who has been appointed o「 elected to serve on a

boa「d, COmmission, O「 COmmittee which pays a stipend, O「Who has

been eiected to a pub-ic o冊ce, Shal- be required to take annual

leave to attend to appointed o「 eiected duties. The P「Og「am

Manager will g「ant these 'eave 「equests wheneve「 POSSibie. If the
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empIoyee has exhausted annua。eave’the= Ieave without pay w川

beused.

E. D「ugs and AIcoho=n theWo「kpIace

l.　The use ofintoxicants du「ing worki=g hours o「the -unch period is

P「Ohibited.

2.　An empIoyee unabIe to perfe「mjob duties as a 「esult ofaicohoI o「

掴egal drug jntoxication w川be excused什om the wo「ksite and

Charged ieave without pay・ In addition, the empIoyee is subject to

disc印nary action consistent with the TabIe of Penaities, Offense

#40.

3.　EmpIoyees a「e prohibited f「om selling’PurChasing, t「anSfe「「jng,

POSSeSSing’0「 uSing alcoho=n the wo「kpIace.

4.　EmpIoyees a「e prohibited什om unIawfulIy manufactu「ing, Se冊ng,

PurChasing’ tranSfe「「ing, POSSeSSing) O「 uS-ng COnt「OIIed

Substances in the workpIace.

5.　Any empIoyee vioiating the above poiicies w掴be disciplined, uP tO

and inciuding temination fo「 the first offense.

6.　Any empioyee convicted of vioIati=g a C「iminal d「ug o「 aIcohoI

Statute in the workpiace must inform the superviso「 and the

Deparfment of Person=ei Management of such conviction,一nC山djng

Pleas of gu叩y o「 no contest, Within five wo「king days of the

COnVjction. Failure to do so w紺「esuIt in disc印nary action, uP tO

and including temination fo「 the first o怖∋nSe.

7.　An empioyee convicted of vioiating a criminal drug o「 aicohoI

Statute in the workpiace may participate in a rehab冊ation or

treatment p「Og「am. if such a prog「am is made as a condition of

empIoyment, the empIoyee must satisfacto「ily pa面cipate in and

COmPiete the p「og「am.

8・　A= empIoyees a「e 「equired to acknowledge that they have been

info「med of the above policy and ag「ee to it in a= 「espects.

AcknowIedgment and ag「eement a「e required as a condjtion of

COntinued empioyment. Acknowledgment w川be in w「iting and

made a part ofthe empIoyee-s pe「sonneI刊e.

9・　Empioyees may be su切ect to d「ug and alcohol testing consjstent

With NavaJO law.
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F.　Sexual Ha「assment

2.

3.

4葛

January l, 2015

lt is the poiicy of the Navajo Nation to p「otect all empIoyees申aIe

or female, against unwelcome and unsolicited behavio「 Of a sexual

natu「e. such behavio「 is unacceptabIe in the wo「kplace and othe「

wo「k寸elated settings such as business t「ips and business-「elated

social events.

Definition

sexual ha「assment is defined as unwelcome o「 unwanted conduct

of a sexual natu「e, Whethe「 ve「baI o「 physicaI, When:

a.　submission to or rejection ofthis conduct by an individua=s

used as a facto「 in decisions affecting hi「ing, eValuation,

p「omotion, O「 Othe「 aspects of empIoyment;

b.　this conduct substantia=y interfe「es with an individual-s

empIoyment, Perfe「mance on the job, O「 C「eateS an

intimidating, hostile, O「 O怖∋nSive wo「king envi「onment.

c.　Examples of sexuaI harassment may InCIude, but are not

limited to:

1)　nonve「bal actions; lee「-ng; geStu「ing of a sexual

…〉 :書誌雷管…;in 。X。han。。 fo可fav。「abl。
t「eatment or continued empIoyment;

4) 「epeated sexuaI jokes∴冊tations, advances’ O「

P「OPOSitions;

三吉器嵩露語豊島u-t,n。 ,
suggestive insulting, COe「Ced sexual acts) O「 「aPe;

8)　envi「onmentaI ha「assment; display in the wo「kpIace

of sexua=y suggestive objects o「 Pictu「es.

Beporfing a Compiaint

Sexual ha「assment complaints should be add「essed to the

immediate supervisor o「 at the deparfmenta=eveL Reporfs of

sexuaI ha「assment must be in w「iting.

Retaiiation

The Navajo Nation w川not in any way 「etaIiate against an individual

o「 witness who makes a 「eport of sexuaI ha「assment, nO「 W旧t

pe「mit any emp-oyee to do so. A pe「son found to have 「etaliated
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against another individuai fo「 「eporfing sexuaI ha「assment sha= be

Su功eCt tO disc印nary action p「ovided fo「 sexuai ha「assment

Offende「s.

1 nvestiqation

Any a=egation of sexual harassment b「ought to the attention of the

Navajo Nation w川be investigated in a manne「 that protects the

PrIVaCy Of a= pe「sons invoIved and such privacy w用be maintained

th「oughout the invest向atory p「ocess to [he extent practical and

app「OPriate.

a・ individuaIsfound to have engaged in mis∞nductconst軸ing

SeXua川a「assment w紺be disc印ned, uP tO and inciuding

djscha「ge什om empIoyment.

b.  if an investigation results in a血ding [hat an emp-oyee has

falseiy a∞uSed ano仙e「 of sexuaI harassment know-ng-y or

in a maiicious manne「, the ∞mPiainant w川be subject to

approprfate sanctions言ncIuding the possibifty of termination.

Fu皿e「 jnformation　∞n∞mIng this policy IS COntained in the

PrOCedu「es govem!ng COmPIaints on sexuai harassment.

G.　Wo「kplace Vioience P「evention

丁he policy of the Navajo Nation is to prevent wo「kpIace vioIence and to

main[ain a safe wo「k envi「onment.

1.　Conduct that th「eatens言ntimidates o「 coerces anothe「 empIoyee, a

Ciient, O「 a membe「 ofthe pubIic, W川not be toierated.

2.

4,

5,

Ja剛a母1, 2015

EmpIoyees are to 「ef「ain什om fighting or othe「 conduct that may be

dange「ous to othe「s.

Unautho「ized firea「ms and weapons a「e p「ohibited on the premises

Of any Navajo Nation p「operty o「 site whe「e Navalo Nation

business is conducted.

A=　th「eats of, O「 aCtual vioience shouid be 「eported [o the

immediate superviso「. AII suspICIOuS individuals o「 activities shouId

also be 「eported as soon as possible.

The Division Di「ecto「 sha=　document and be responsibie for

ensu「ing the p「ompt and tho「ough investigation of 「eporfs

COnCemlng threats of, 0「 actuai vioIence and of suspICiOuS

individuais or activities.
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6.

7.

1n orde「 to ma而ain wo「kp-ace safety a=d to maintain the冊egrity

of the investigation, emPIoyees may be placed on leave consistent

with the p「ovisions of Section X.B.3, Administ「ative Leave・

A=yOne determined to be 「esponsible fo「 th「eats of, O「 aCtual

violence o「 other conduct that is a violation of these guidelines w紺

be subject to disciplinary action up to and incIuding te「mination of

empIoyment.

8・詰詫請蒜器認諾霊豊豊富霊詫
situation escalates into potential violence.

H. UnIawful Acts

l.　Any unIawfuI act committed by an empIoyee ofthe Navg直Nation

while on o「 off the job or Navajo Nation p「emises, Can affect an

empIoyee“s status・

2.

3.

Notwithstanding any c「iminaI p「osecutio= initiated in a courf of law,

an empIoyee may be disc印ned, uP tO and including 「emoval) ifthe

conduct constitutes a violation of the Pe「sonnel Policies Manua上

An empIoyee convicted of a misdemeano「 invoiving mo「al turpitude

or a felony camot be 「eempIoyed by the Navalo Nation fo「 a pe「iod

of at least th「ee years. The numbe「 ofyears may be determined by

othe「 standa「ds if the empIoyee-s position is funded pursuant to a

g「ant o「 COnt「aCt.

XV=. OFFICE AND WORKSTA丁ION REGULATIONS

A. 1t is the poIicy of the Navalo Nation to esta輔Sh and maintain a safe

wo「king envi「onment for a= empIoyees. The「efo「e, an emPIoyee-s

wo「kstation o「 any othe「 site whe「e Navajo Nation business is conducted

is decla「ed to be a d「ug, alcohol, tObacco, and smoke-f「ee environment.

B.　Safety

Superviso「s and empIoyees have a responsib冊y to maintajn a safe wo「k

envi「onment by p「eventing conditions leading to inju「ies, aCCidents, and

losses. This includes but is not limited to the posting of emergency

evacuation plans at designated a「eas.

C.　Wo「kstatio n

l.　Supervisors a「e responsibIe fo「 establishing standa「ds fo「:
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D.

Januaγ 1, 2015

a・　food and drinks at wo「kstations;

b. 「adios’taPePiayers’and othe「devices; and

C・　aPPearanCe Of the wo「k area,

2・　Use of Nation p「operty o「 services, incIuding but no川mited [o,

teIephones, COmPute「S, Vehicies, maChine「y’C「edit ca「ds, desks,

O飾ce equIPment’and supplies’a「e fo「 offlcia- use only・

a・　Superviso「s have the right to inspect andIo「 access Nation

PrOPerty;

b.　at the superviso「一s djscretion, Pe「SOnaI jtems sto「ed by the

empIoyee in Nation p「operty a「e subject to 「emovaI;

C.　the Nation is not responsibie or accountabie fo「 loss o「 theft

Of pe「sonaI p「operty of empioyees.

D「ess Code and PersonaI Appea「ance

Dress' g「OOmlng, and personai hygiene cont「ibute to the mo「aie of a=

empIoyees and affect the business image of the Navalo Nation to ciients

and the pubiic. Therefo「e, during business hours o「 when rep「esenting the

Nation’emPioyees’d「ess’g「OOm`ng and pe「sonal hygiene shouid be

app「OP「iate fo「 the work they do.

1.　Empioyees who have 「egula「 contact with the public a「e expected

to d「ess in a manner that is no「maIiy acceptable in simiIa「

Organizations and p「esent a clean’neat, business-Iike appea「ance.

2・　D「ess and pe「sonal appearance of empioyees who do not reguia「ly

meet the pubIic may be gove「ned by the 「equi「ements of safefy o「

COmforf’but shouId s刷be as neat and business看Iike as wo「king

COnditions pe「mit.

3.　Cerfain empIoyees may be requi「ed to meet special dress,

g「OOming, and/or hygiene standa「ds depending on thei「 job. ln

these situations, Superviso「s a「e 「esponsibIe fo「 esta輔shing and

issu-ng Standa「ds for app「op「iate d「ess and appearance.

4.　Supervisors may aIso designate aくくcasuai day” fo「 empIoyees to

d「ess in a mo「e casuaI fashion than is no「maIly 「equj「ed"　On such

OCCaSions, emPioyees a「e s刷　expected to p「esent a neat

aPPea「anCe.

Ripped’ disheveied cIothing, unkempt appearance, 0「 Othe「

inapp「op「iate ciothing o「 appea「ance is not pe「mitted.　An

empIoyee may be asked to leave the wo「kpIace untiI p「ope「Iy

dressed o「 groomed. Under such ci「cumstances, the empIoyee w川

not be compensated fo「 the time away from wo「k.
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十・黒蒜詩話豊島諾岩盤霊。豊富三言
not to b「ing ch冊en to wo「k or have thei「 Ch冊en loite「ing on

Navajo Nation p「emises afte「 SChool hou「S.

2"　器盤豊嵩諾言1謙語謹書嵩羅岩盤言
afte「 「etu「ning tO WOrk. The empIoyee and he「 superviso「 Shali

make the necessa「y a「「angementS.

XV=1. PERSONNEL RECORDS

The Depa血ent of Pe「sonne- Management shal- esta帥sh and maintain offlcial

personnel 「eco「ds for empIoyees ofthe Navajo Nation.

A.　Location of Reco「ds

B.

C.

D、

Emp-oyee 「eco「ds sha-1 be located a=he Depa血ent of Pe「SOnnel

Management o「 O{he「 -ocations fo「 storage pu「poses unde「 「est「icted

access, Employee files shall not be 「emoved f「om the Deparfment of

Pe「sonnel Management.

Contents

EmpIoyee 「eco「ds sha=nclude information such as, emPIoyment

app-ications; backg「ound check血al dete「mination notice; Iette「S Of

refe「ence; Pay and bene冊s; t「aining and education; Perfermance

evaiuations; CO「「eCtive o「 te「mination actions; and othe「 necessa「y

info「mation as spec桐ed by the Deparfment of Pe「sonnel Management.

Updating

EmpIoyees a「e encOu「aged to keep thei「 Pe「SOnnel刊es cu「「ent by

subm輔ng to the Department of Pe「sonnei Management updated

info「mation on thei「 expe「ience, education, and t「aining.

Co nfidentiality

!nfo「mation in an empIoyee's pe「sonne=ile is conside「ed confidentiaI.

Howeve「, the info「mation may be disclosed in compliance with a lawiul

investigation o「 subpoena・ Access to and retease of information

contained in the personnel 「ecords sha= be iimited to only those pe「SOnS

who have a legaIIy 「ecognized need to know・
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E.　Examination ofFiIe byEmpIoyee

F.

EmpIoyees may examine their personnel鵬upon w皿en request to the

Deparfment of Pe「sonneI Management. The emp-oyee must provide

evidence of his仙er identity. Examination of records sha= be in the

PreSence Of the Human Resources Di「ecto「 or autho「ized representative.

Release of Information

l・　Upon subm請al of a nota「ized Autho「ization for ReIease of

Info「mation’ the empIoyee information　什om that emp-oyee・s

Pe「SOnneI record may be reIeased to a thi「d pa巾y

Certain information contained in the empIoyee冊e is conside「ed

PubIic infomation and therefore may be released without employee
autho「ization. These incIude, but are no=imited to, titIe,

department, and work site.

G.　Record Retention

Upon temination, an emPIoyee’s personneI record shaIi be conside「ed

inactive’but wili be maintained fo「 a pe「iod of three yea「s beyond date of

te「mination. A債e「 three years, the record wiiI be a「chived at the

Depa巾nent of Personnel Management.

XIX. VETERANS PREFERENCE

A.　Poiicy

丁he poiicy of the Navajo Nation (Nation) is to comply with aII appiicable

iaws that govem the empIoyment reiationship between the Nation and its

empioyees・ Consistent with the provisions of appIicabIe iaws and policies,

the Nation gIVeS Prefe「ence in empIoyment to Veterans of the United

States (∪・S.) Amed Fo「ces. Recogrizing thei「 sacrifice事Navajo Vete「ans’

Preference recognIZeS the econom-C Ioss suffered by citizens who have

Served their country in unifo「m, reStOreS Vete「ans to a favorable

competitjve position for Nation empIoyment and acknowledges the iarger

ObIigation owed to disabied Veterans.

Eiigible Vete「ans receive preference for initiaI empioyment and a highe「

retention standing in the event of Iayoffs. Howeve「, the Veterans’

Preferen∞ does not gua「antee the Vete「an a job, nOr does it gIVe

Veterans prefe「en∞ in intemai pe「sonneI actions such as p「omotion,

t「ansfer, reaSSIgnment and reinstatement.
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B.

C.

duty for 181 caienda「 days o「 moTe O「 Who ha: Served 180

caIenda「 days o「 mo「e, Othe「 than fo「 t「aining, S-nCe January

31, 1955 and who was discha「ged o「 SeParated under

hono「able conditions f「om the U.S. Armed Fo「CeS・

A Vete「an who sustained a service葛COnnected disab冊y p「io「

to completing the 1 80 calenda「 days of active duty.

The spouse of a Veteran who cannot qua叩y fo「 empIoyment

because of a total and pe「manent disa軸ty or the apouse of

a vete「an k川ed in the iine of duty o「 missing -n action,

captu「ed by a hostiIe force(S); forcibly detained o「 inte「ned

by a fore-gn gOVe「nment/powe「 ・

丁he un-rema「「ied survlVIng SPOuSe Of a Vete「an who died of

a service-COnnected disab冊fy.

A Vete「an discha「ged f「om the U・S. A「med Fo「ces or the National Gua「d

o「 Reserve unde「 honorab-e conditions fo-lowlng mO「e than 180 calenda「

days of active duty shall be given p「eference in empIoyment・

1・諾器霊悪書霊需蕊豊霊「「諜三豊霊
Vete「ans sha= be p「ovided in the follow-ng Orde「:

a,　A Vete「an who has an existing compensable service-

connected disab胆y who is able to wo「k.

b.　AVete「an ofanywa「o「peacetimewho has served on active

e.

2.　An individua- applying fo「 Vete「ans P「eference must compIete an

Application fo「 Vete「ans’EmpIoyment Prefe「ence when subm櫛ng

a Navajo Nation Application fo「 EmpIoyment along with a copy of

DD Fo「m 214 o「 DD Fo「m 215 to 「eceive p「efe「ence・

Rec「u itment

l.　Adverfising of Vacant Positions

AII vacancy announCementS muSt be adverfised fo「 a minimum of

lO wo「king days and include the ph「ase言‘Vete「ans’P「efe「ence

App=es当n the posting.

2.　Application fo「 EmpIoyment

a.　Each emp!oyment appIication w川　contain a gene「al

information document 「ega「ding Vete「ans, P「efe「ence and

an Application fo「 Veterans’EmpIoyment P「efe「ence・

The Nation】s empIoyment appiication 「equl「eS the appIicant

to indicate whether o「 not they are c看aim-ng Vete「ans’

P「efe「ence. 1n those cases, the app=cant w川be asked to

comp-ete the Applicatio=　fo「 Vete「ans, EmpIoyment
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C.

Preference 「equi「ing them to identfty which of the eIigib掴ty

C「ite「ia app=es to them.

The appIicant w川be 「equi「ed to fu「nish the Deparfment of

Pe「sonnel Management the documentation =eCeSSary tO

PrOVe Vete「ans’P「efe「ence eiigib掴ty on o「 before the ciosing

date of the position to be conside「ed fo「 p「efe「ence. Proof of

Vete「ans’Prefe「ence eligibiIity includes:

1)　Veterans and spouses of disabled Veterans must

fu「nish a copy of the DD Fo「m 214 a=dfo「 215,

m冊ary discharge pape「s, and/o「 other ve両cation

from the Deparfment of Defense (DOD) o「 M冊ary

B「anches.

2)　Spouses of disabled Vete「ans and un-remarried

SurvIVing SPOuSe Of a deceased Vete「an must

PrOVide:

Ce珊cation f「om DOD o「 MiIita「y B「anches

that the Vete「an is tota=y and pe「manently

disabled or documentation certftying the

Service-COnneCted death of the Veteran.

ii.　　Evidence of ma「「lage tO the Vete「an.

iii・　A statement that the spouse is s訓ma「ried to

the Veteran o「 that the spouse is not re-

ma「ried at the time of the appiication for

empIoyment.

d.　Absence of 「equi「ed documentation inva=dates the cIaim

and the app=cant is not eIigibie fo「 Vete「ans’P「efe「ence置

D.　Interview and Selection

l.　The Department of Pe「sonnei Ma=agement W旧nfo「m the hi「ing

autho「ity whethe「 Veteran app=cants a「e eIigible fo「 p「efe「ence and

Whether they meet the minimum qua冊cations of the 「espective

POSition・ Applicants who meet the qua旧cation 「equ-rementS Sha=

be 「efe「red by Deparfment of Pe「sonnel Management in the

fo=owing order o「 p「io「jty:

2.

January l, 2015

a・　En「o=ed Nav到OS With re-emPIoyment p「efe「ence

b・　En「o=ed Navajo Vete「ans

C.　Other en「olled Nava」O aPPlicants

d・　Non-NavaJO SPOuSeS Of enro=ed Nava」OS

e.　Non-Nava」OS

The Department of Pe「somei Management does not use a

nume「ica=y based qua旧cation assessment p「ocess the「efo「e

P「efe「ence is glVen at eaCh step of the empioyment consideration
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3.

4.

p「ocess to p「efe「ence eligib-e applicants, P「OVided such individual

possesses the minimum qua聞cations necessa「y to Perfe「m the

duties of the position. Qua晒ed Vete「ans receive the same Ievei of

p「efe「ence despite disability status.

AIi qua旧ed eligib-e Vete「ans must be g「anted an interview by the

hi「ing authority.

1f the best qua価ed applicant言nciuding a p「efe「ence eIigible

Vete「an are equa-Iy qua旧ed’and no fu軸e「 evaIuation occurs’the

Vete「an must be g-Ven SeIection p「efe「ence・ lf the「e is a non-

Veteran who is the best qua冊ed fo「 a position, the non-Vete「an

could be emp-oyed if an e-igib-e Vete「an does not possess the

same level of qualifieatio=S. ln such cases’「eaSOnS Why and

app「ovaI by the hi「ing authorty is 「equi「ed p「ior to any offe「 Of

emp-oyment・ Documentation of the hi「ing decision is pa「amount・

1n cases whe「e the Vete「an is not seIected言he hiring autho「ity

must be abIe to justfty why the Veteran was not selected.

5.  1t is the hi「ing autho「ity’s 「esponsib掴ty to ensure that a le請e「 Of non-

selection is sent to a= applicants言ncluding Vete「ans, Who we「e

interviewed but not seiected fo「 a position. The Iette「 Of non-

selection must be issued within th「ee (3) wo「king days f「Om the

time that the selected candidate s`gnS the conditionaI offe「 Of

empIoyment.

6.　An app-icant who fee!s that p「ope「 conside「ation of the Vete「ans’

emp-oyment prefe「ence has not been p「OVided to him/her sha=

have the 「ight to appea=o the Department of Pe「someI

Management within l O wo「king days f「om the date he/she 「eceives

a lette「 of non-Seiection.

XX.　M!LI丁ARYLEAVE

A.　Po=cy

lt is the po'icy of the Nation to g「ant Ieave as necessa「y fo「 members of

Unifo「med Service or A「med Fo「ces in compliance with applicable laws.

1.　Activation for M冊ary Service

a.　A 「egu-a「status empIoyee who is an active membe「 Ofthe

A「my National Gua「d o「 Ai「 National Gua「d, and/o「 member

of the A「my, Ma「ine Co「ps, Navy, Ai「 Fo「ce and Coast

Gua「d Reserve, incIuding 「eti「ed and inactive 「eserve

membe「s sha= be g「anted m冊ary leave upon request・
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b・　When a membe「 is o「de「ed to active duty status, he/she

Shail p「ovide a copy of activation o「de「s什om their unjt being

activated when requesting m冊ary ieave.

C.　When a membe「 is deactivated and discharged, he/she sha=

「equest for 「eempioyment within time aiIowed in B. 1. beiow,

Submit a copy of o「de「s, and sha= retu「n to the same

POSition he/she was asslgned to befo「e goIng On Ieave with

the same empIoye「. At no time sha= the Vete「an be

dispIaced in accordance with appIicabie laws 「ega「ding

retumlng Veterans.　　　　　　　’’_

d.  If his/he「 position was eIiminated o「 t「ansfe「red to anothe「

WO「ksite location, he/she sha= be offe「ed an equ-Valent

POSition within the same wo「ksite Iocation with the same

Senio「ity’StatuS and pay as befo「e he/she went on m晒a「y

leave.

State Activation and/o「 O「de「ed fo「 Training fo「 National Gua「d and

Reserve, O「 aS an interm請ent disaste「 「esponse appointment.

a・　A 「eguia「 status empIoyee who is an active membe「 of the

A「my National Gua「d o「 Ai「 NationaI Gua「d, and/o「 membe「

Of the A「my, Ma「ine Co「ps, Navy, Ai「 Force and Coast

Gua「d Reserve sha= be g「anted m冊ary leave upon 「equest.

b.　When the Gove「no「 of the State activates a Nationai Gua「d

C,

e.

Janua「y l, 2015

unit whe「e membe「 is serv-ng fo「 State eme「gency, an

inte「m阻ent disaste「 「esponse appointment, and/or unit

COmmande「 o「de「s unit o「 individua=「aining, he/she sha=

PrOVide a copy of o「de「s when requesting m冊ary leave.

When the Reserve Branch o「 unit commande「 o「de「s unit or

individua=「ajning’he/she shail p「ovjde a copy of o「de「s

When 「equesting m胴ary ieave.

EmpIoyees requesting m岨a「y ieave a「e entitied to 15

Calendar days a yea「 with pay. M冊ary Ieave sha= be 15

Calenda「 days in du「ation. A= othe「 ieave 「equests ionge「

than 15 calenda「 days fo「 basic t「ain-ng, teChnica囲acticaI

advance t「aining o「 other speciaIized t「aining in their ca「ee「

field shali also be g「anted without pay, and 2.a., above sha=

appIy.

An empIoyee who is a membe「 of the Reserves o「 National

Gua「d servjng an active m冊ary duty which extends into a

SeCOnd o「 succeeding leave yea「 may acc「ue and use the 15

Caiendar days of m冊a「y leave which accrue at the beginnlng

Of the second ieave yea「 and each succeeding ieave yea「

Without 「etu「n to civilian status.

Monthly weekend t「aining (d「川) sha= not be conside「ed

m冊ary leave. When a membe「 has to make up thei「 d「川

du「ing weekdays, he/she sha= 「equest fo「 annua=eave o「

Othe「 fo「m of leave, nOt m冊a「y leave.
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g. #d=嵩。語芸㌔提言書器量黒yee is

「)議畳語t嵩謹書豊島P詰
p「otection of life and p「operty a「e eIigible for an

additiona1 22 wo「kdays of mjlitary leave"

2)三豊器晋器請書霊豊器葦筈言
contingency operation are entitled [o 22 wo「kdays of

m冊ary leave.

B.　Re-emPIoyment

l.　副gib-e Natio=a- Guard and Reserve members shaii be g「anted 「e-

empIoyment rights as fo=ows:

a.　塗却Ce Qf less than 31 calenda「 da塗・ EmpIoy?e muSt

「eport to wo「k on the next 「egula「ly scheduled wo「k pe「iod

afte「 discha「ge f「om active m冊ary dufy.

萱董蓋芋諾鵠
emp-oyment no late「 than 14 caIenda「 days afte「 he/she is

discha「ged f「om active m冊a「y duty.

宣ervice of mo「e than 180 caienda「 day宣∵　EmpIoyee must

submit a 「equest for 「e-emP!oyment no Iate「 than　90

caIenda「 days from date of discha「ge f「om active m冊ary

duty o「 within one (1) yea「 of service-「elated hospita!ization.

C.

2.　Fa血re to meet deadlines fo「 repo面ng back to wo「k.

a.　An emp-oyee who falIs to 「eport back to wo「k o「 Submit a

w冊en app看ication fo「 「e-emPIoyment is su申ect to the

Pe「sonnei Poiicies which state an empIoyee sha=　be

sepa「ated f「om empIoymen=f absent without excuse fo「

th「ee (3) caiendar days・ eX竺Pt in instances whe「e 「etu「ning

to wo「k is un「easonable o「 ImPOSSible due to no fault ofthe

empIoyee.

b. Upor 「elease from active m冊ary duty’an emPioyee with

servlCeS aS Outlined in l.b. and c. above must p「OVide

w冊en notice to thei「 immediate superviso「 of thei「 intention

to 「etum to wo「k within five (5) wo「king days.

c.　The empIoyee must面b「m their immediate superviso「 Of

extended active m冊ary duty within five (5) caienda「 days of

「ecelVlng miIitary o「de「S.
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3.　The empIoyee must not have been reIeased with a dishono「able o「

iess than hono「abie discharge.

4.

5.

The cumuIative length of absence f「om wo「k fo「 active m冊ary duty

and 「etain eiigibiIity fo「 「e-emPIoyment 「ights is five (5) years (With

SOme eXCePtions).

The 「epo血g deadiine may be extended up to two (2) years when

a Veteran o「 service member is hospita=zed o「 is convaiesclng from

lnJu「ies 「eceived durjng m冊ary service or t「aining, O「 an eXisting

disab掴ty aggravated du「ing m冊ary servjce o「 t「aining.

Retu「n-ng Vete「ans and service members sha= be re-emPIoyed in

the same job as if they had 「emained continuousIy empIoyed, With

the same seniority, StatuS and pay as befo「e he/she went on

miIitary Ieave.

C.　Necessary Documentation

l.　When an empIoyee has been absent fo「 mo「e than 31 caienda「

days’the empIoye「 has a 「ight to 「equest documentation to p「ove

that:

2.

a,　the empIoyee’s appIication is timeIy;

b.　the empIoyee has not exceeded the service =mitation; and

C.　that the empioyee did not Ieave the service fo「 any

disqualifying 「eason, SuCh as dishono「able discha「ge.

The empIoye「 may not deny 「e-emPIoyment if the necessary

documentation is not 「eadily avaiIabIe. However, if 「e-emPIoyment

documentation becomes avaiiable p「ov-ng that the empIoyee has

not met the 「e-emPioyment qua胴cations, the empIoyee sha= be

te「minated.

D.　Job P「otection and Reduction-ln-Fo「ce

l.　An empIoyee performing active m冊ary duty is p「otected什om

「eduction-in-force (RIF) and may not be discharged　什oTl

empioyment, eXCePt for just cause. The iength of p「otection lS

based on the length of m岨ary service.

a・  lf the empIoyee’s m冊ary service was more than 180

Calenda「 days, the empIoyee cannot be discharged within

One (1) year afte「 the date of re-emPIoyment.
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caIenda「 days afte「 the date of 「e-emPIoyment.

E. EmpIoyees Volunta「ily Enlisting o「 Re-e輔Sting in M冊ary Service

l.　A 「egula「status empIoyee who voiuntarily enlists o「 「e-enlists in the

U.S. A「med Fo「ces sha= 「eslgn f「om Nation empIoyment.

2. En=stment in the U.S. A「med Forces is considered fu冊ime

emp-oyment・ M冊a「y leave does not apply a=d shall not be

g「anted.

F.　M冊a「y Fune「al Hono「S Detail

2.

3.

January信2015

A Vete「an who is discha「ged unde「 hono「able conditions w川be

g「anted administ「ative leave with pay to perfe「m M冊ary Fu=e「al

Hono「s Deta= du「ing the wo「kweek.

An empIoyee parficipating in the M冊ary Fune「al Honors Deta=

must submit an administ「ative Ieave 「equest fo「m to the Nava」O

Nation Department of Veterans Affalrs Cent「al Administ「ation

and/or Agency O冊ces fo「 ve舶cation of his/he「 parficipation. The

empIoyee must also acqu一「e W皿en app「OVa=「Om his/he「

immediate superviso「・

The emp-oyee sha=　only be compensated by the

p「og「am/department fo「 which he/she is empioyed. He/she sha=

not accept o「 be autho「ized any othe「 compensation.
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XXi. DEFiNiTiONS

ABUSE OF OFFICE OR POSITiON‥ tO make excessive o「 imprope「 use of the

authority associated with one’s empioyment.

ACKNOWLEDGMENT OF UNDERSTANDING: a W皿en notarized statement

申ned by an applicant’emPioyee or voIuntee「 that he/She is to notify his/her
-mmediate superviso「 and the O怖ce of Backg「ound lnvestigations, in w「iting,

Within 72 hours of any a「rest, Crimina看indictment, O「 COnVictions.

ACTIVE DUTY‥ active miiitary service in the U・S" Amed Forces perfemed on a

fu=-time basis with miIitary pay and aIIowances.

ADJUDICATION‥ an eXamination by the O珊ce of Backg「ound lnvestigations of

a person’s conduct over time, reSulting in a favorabie or unfavorable

determination of thei「 empIoyment suitability o「 fo「 thei「 retention in emp10yment,

AD軸INISTRATIVE E州PLOYEE‥ any emPIoyee whose p「-mary duties consist of

non-manuaI work concemlng management POlicies o「 business operations and

Who exercises discretion and independent judgment in assisting manage「ial

empioyees (as defined he「ein), and in fui珊ng speciai tasks assigned.

APPLICANT: a PersOn Who has subm鵬ed an appiication for a position within the

Navajo Nation (Executive or LegisIative B「anches).

ATWiLし‥ a SuPervisor can discha「ge an empIoyee unde「 this empIoyment status

fo「 any reason at aII or no reason at a=, With or without notice; and the empIoyee

Can ieave (resign) at any time fo「 any or no reason at a=, With o「 without notice.

BACKGROUND CHECK‥ a rePOrt Of an individual,s c「iminaI histo「y that is

Obtained f「om Iegitimate criminaI history repositories.

BREAK iN SERVICE: an inte「「uption in continuous empIoyment.

CLASS SPECIFICATION: a W皿en description of a ciass which includes a cIass

titIe, a gene「ai statement of the ieveI of wo「k, a Statement Of the 「equi「ed

knowIedge, Ski=s and ab輔es, SOme eXamPies of wo「k, and the qua価cation

requIrements for the ciass.

CLASS肝ICATlON: the p「ocess of groupIng POSitions which are simiiar in duties

and responsibiiities, SuCh that the same descriptive titie may be used to

designate each position and common 「equIrementS aS tO education, eXPerience,

knowledge, abiIity and other qua怖cations exist fo「 a= positions.

CONFLICT OF INTEREST: a Ciash between the p「ivate inte「est of an empioyee

and the inte「est of the Navajo Nation; a COn珊ct between the pubIic obiigation and

the private interests of an empIoyee.
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coNTROLLED SUBSTANCE: any d「ug, the availabrty of whic申S designated

by -aw as restricted and includes but is not limited to na「COtics’StimuIants,

dep「essants, ha一一ucinogens, methamphetamine and ma「l」uana・

DD FORM 214: a military discha「ge document issued by the Deparfment of

DD FORM 215二a m冊ary discha「ge document issued by the Deparfment of

Defense u輔zed to co「「ect e「「o「S On the DD Fo「m 214 discove「ed afte「 the

o「lg-na- has been deIive「ed and/o「 dist「ibuted・

DAYS: CaIenda「 days unless otherwise stated.

DEMOTION: a Change in the asslgnment Ofan empIoyee f「om a position in one

class to a position in anothe「 class having a Iower pay g「ade・

DISCHARGE: the involunta「y 「emoval of an empIoyee from empIoyment・

DISCIPLINARY ACT音ON: action taken by a superviso「 in 「esponse to

unsatisfactory conduct o「 perfe「mance by an empioyee・

DISHONORABLE D!SCHARGE: dishono「abIe or bad conduct discha「ge f「Om

active duty in the U.S・ A「med Fo「ces.

D!VtStON D!RECTOR: in addition to Division Di「ecto「s, inciudes heads of

Executive and Legislative Offices.

EGREGIOUS: depIo「able, Out「ageOuS】 ¶ag「ant, OutStandingly bad, and blatant.

EMPLOYEE: an individual emp10yed by the Navajo Nation (Executive o「

Legislative B「anches).

EMPLOYER: for the pu「pose of this manual, emPIoye「 is the Executive o「

Legisiative B「anch ofthe Navajo Nation Gove「nment・

EXEMPT EMPLOYEE: an emPIoyee in a manage「ial, PrOfessional’ O「

administ「ative position. EmpIoyees asslgned to exempt posi[ions a「e not eligible

fo「 overfime compensation.

FELONY: any C「iminal offense designated as a falony unde「 fede「al o「 State law・

FOR CAUSE: 「eaSOnS Which Iaw and public policy 「ecog…Ze aS Sufflcient fo「

「emovai, nOt merely a cause which the superviso「 in the exe「Cise of djsc「etion

may deem su飾cient.

FRAUD: any intentiona- act designed to deceive and cause the Nation financiaI

loss.
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HIRING AUTHORITY: fo「 purposes of these poIicies the hi「ing authority includes

anyone who has autho「ity to hi「e, teminate, discipiine or otherwise initiate

PerSOnnel action.

HONORABLE CONDiTIONS‥ an honorabIe discharge from active duty in the

U.S. A「med Forces.

iNSUBORDINATION‥ Wi=fuI o「 intentionai refusa=o obey any reasonabie

inst田ction o「 di「ective which a superviso「 is entitied to g-Ve and have obeyed or

Which is set forth in established poiicies; tO 「idicuIe o「 undermine one-s

SuPerviso「; condoning, enCOu「agIng, Or engaglng in COnduct not within the chain

Of command.

KEY POSiTION‥ a P「OfessionaI o「 highiy technicai position that requ一「eS

SPeCialized t「aining, eXPerience, Iicensu「e o「 certification.

LAYOFF: the invoiuntary sepa「ation f「om empIoyment for nondiscipiinary

reasons言ncIuding, but no=imited to, lack of funds o「 work, abolishment of

POSition, O「 reOrganization within p「og「am, department, O「 division.

」EAVE‥ autho「ized absence’With or without pay’g「anted to an empIoyee to take

time off from work.

MAしICIOUS: W「OngfuI and done intentiona=y without just cause o「 excuse,

MANAGERIAL EMPLOYEE: any emPIoyee whose p「-ma「y duties consist of

managing a division or recognized department, PrOg「am Or O怖∞; Who di「ects the

WO「k of two o「 more othe「 empioyees; Who has the authority to hire or fire othe「

empIoyees o「 whose recommendations in such matte「s a「e gIVen ParticuIa「

Weight; and who otheMise exercises discretionary powe「s.

IVllNiMUM QUALIFICATlONS: a SPeC胴cation of the expe「ien∞, t「aining,

education and/o川CenSure O「 Ce珊cation and the minimum knowiedge, SkiIis and

abiIities that p「ovides app「op「iate job reIated qua晒cations necessa「y to perform

the duties.

MiSCONDUCT: imp「ope「 o「 uniawfuI behavior by an empIoyee in 「ega「ds to

his仙er posjtjon,

MISDEMEANOR: any CriminaI offense designated as a misdemeanor unde「

fede「aI, State, Navajo Nation or othe「 t「iba=aw.

MORAL TURPITUDE: graVeIy vioiating accepted moral standards of the

COmmunity.

NATIONAしGUARD: a Civ輔an reserve component of the U.S. Armed Fo「ces

COmP「ised of guardsmen who serve du血g overseas pea∞keeplng missions,

time of wa「 and during local emergencies.
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NAVAJO NATION: fo「 the pu「poses of this manuaI, Navajo Nation includes aII

p「ograms, departments’and divisions within the Executive and Legislative

B「anches of the Navajo Nation Govemment.

NAVAJO NATION CODE: reference numbe「 fo「 Politicai At-W冊emp10yeeS:

Atto「neyGene「aI　2 N.N.C. §1962 (B)

ChiefP「osecuto「　2 N.N,C. §1973 (B) and (D)

Executive Di「ecto「 ofthe Nav争jo Nation Washington O怖ce 2 N.N・C. §1 152 (C)

The Pubiic Defende「 Commission　2 N.N.C. §1994 (C) and 2 N"N.C. §1995 (C)

NEGLiGENT: the faiiure o「 neglect of any reasonabIe p「ecaution, Ca「e, aCtion;

ca「eiess; failing to g-Ve PrOPer attention"

NON-EXEMPT EMPLOYEE: an emPIoyee in a non-SuPervisory or o飾ce staff

position・ EmpIoyees ass-gned to non-eXemPt POSitions are eligible for ove軸me

COmPenSation.

OVERTIME: any time wo「ked which exceeds the regula「ly scheduIed tou「 Of

duty.

pEACET!ME: a time when the U.S. is not at wa「 which incIudes the years of‥

1946 - 1950; 1955- 1964; and May7’1975-August l’1990.

PENAL丁Y: a Punishment imposed for violation of personneI policies or

P「OCedu「es.

pERFORMANCE MANAGE州ENT PLAN‥ the formaI system by which an

empIoyee is evaluated"

pROFESSIONAしEIVIPLOYEE: any emPIoyee whose p「一mary duties consist of

wo「k 「equ一「一ng knowledge of a spec師c field including・ but not limited to’law’

teaching, medicine, a「Chitecture’englneer-ng and othe「 fieids of scien∞; WO「k

that is or-g-na- and a巾Stic in cha「acte「・ the resuit of which depends on the taient

of the empIoyee and whose wo「k requlreS the exe「Cise of disc「etion and

judgment in its pe「formance.

PROGRAM MANAGER: for pu「poses of these poiicies’a P「Ogram Manager

includes anyone who has the autho「ity to hi「e’terminate’discipIine, O「 Othervise

initiate personnel action. 1t is aiso intended to include alI superviso「S at highe「

Ievels, i.e. Depa巾11ent Manage「S, division di「ecto「s・

PROGRAM PARTiCIPANT: an individual who 「eceives services什Om NavaJO

Nation programs, i.e, Navajo Depa巾ment of Wo「kfdr∞ DeveIopment’O怖Ce Of

Youth Development, P「og「am fo「 SeIf ReIiance, etC.

PRO州OT10N: a Change in assIgnment Of an empIoyee from a position in one

ciass to a position in another class having a higher pay g「ade・
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REPRlMAND‥ W皿en noti∞ tO an emPioyee by the supervisor that a de咄ency

exists in the empIoyee-s work perfe「mance or conduct and imp「ovement is

needed.

RESERVIST: a reServe Of the U.S. A「med Fo「ces, incIuding retired and inactive

members.

SERVICE-CONNECTED DiSABILiTY: an In」ury O「 disease that was incu「「ed o「

aggravated during active miIitary service.

SOME EXCEPTIONS: With reference to Section XXi・ B.4. (1) Servi∞ beyond 5

yea「S that is required to compiete an initiaI pe「iod of obligated service; (2) service

f「om which a person, th「ough no fault of their own, is unabie to obtain a reiease

Within the five-yea「 Period; (3) requi「ed t「aining fo「 NationaI Gua「d members and

reservists and additionai training ce巾fied by the Secretary of Defense and/o「

Gove「no「 Of the State as necessary for professional development; (4) service

under an o「de「 to repo巾fo「 or stay on active duty during a domestic eme「gency

O「 Situations 「eIated to nationaI secu「ity; (5) service under an orde「 to report fo「

O「 Stay On aCtive duty (Othe「 than training) because of a wa[ O「 nationaI

emergency declared by Congress or the U,S. P「esident; (6) servICe under an

Orde「 to active duty (Othe「 than t「aining) by voluntee「S SuPPO巾ng operational

missions fo「 which selected reservists have been o「dered to invoIuntary active

duty; (7) service under an orde「 to active drty by voIunteers町ppohing a c「itical

mission o「 「equIrement Of the armed services; (8) fede「ai servlCe aS a member of

the National Guard ca=ed into action by the U.S. President to suppress an

insu「rection, rePei an invasion, O「 Carry Out the Iaws ofthe United States.

SUITAB音」ITY ASSESSMENT: an eValuation conducted by the O怖ce of

Backg「Ound Investigations to detemine whether a conviction of or plea(S) of

guiIty or no contest to offense(S) on an individual’s criminaI history, 0「 Other

information may upon the individuaI’s冊ness to perfo「m the duties of a sensitive

POSition; and thereby p「OVide fo「 the safety of Navajo Nation empIoyees,

VOIuntee「S, inte「ns and p「Og「am Pa軸Cipants and to p「otect the Nation’s funds,

PrOPerty and othe「 assets.

SURV看ViNG SPOUSE: the spouse of a deceased Veteran.

SUSPENSiON: the temporary removaI of an empIoyee from se「vice without pay,

fo「 discipiina「y reasons and for a spec輌ed period of time.

THEFT: any Of the fo=owIng actS done with intent: 1. Obtaining o「 exerting

unauthorized control ove「 P「OPerty; 2. Obtaining by deception controI over

PrOPerty; 3. Obtaining by threat cont「oI ove「 p「OPerty; 4, Obtaining controI ove「

StOIen p「OPerty knowing the p「OPerty tO have been stoIen by anothe「.

UNIFORMED SERVICE OR ARMED FORCES: the U.S. Armed Fo「CeS 0he

Amy, Navy, Ai「 Fo「Ce, Ma「ine Corps, Coast Guard and Reserve units fo「 each

SuCh b「anch〉; the Army Nationai Guard and the Ai「 NationaI Guard when
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engaged in active duty fo「 t「aining言nactive duty t「aining’O「 fu岨ime NationaI

Gua「d duty; the commissioned co「ps of the PubIic HeaIth Services; and any

othe「 category of pe「sons designated by the U. S・・ P「esident in time of wa「 o「

national eme「gency.

vETERAN: an individual discha「ged f「om the U・S・ Amed Fo「CeS unde「

hono「able conditions.

voLUNTEER: an individual who perfe「ms hou「s of service for civic’Cha「itabIe, O「

humanita「ian 「easons without p「omise, eXPectation, O「 「eCeipt of compensation

fo「 services 「endered except 「eimbursement for expenses了eaSOnabIe bene皿s,

and nominal fees o「 a combination the「eof.

VULGAR LANGUAGE: language that is obscene言いdecent, O「 Offensive to a

「easonable pe「SOn.

WEAPON: an instrument of offensive o「 defensive combat, O「 anything used’O「

designed to be used言n ln」u「ing a pe「son言ncluding but no=imited to, firea「ms

and knives.

WILLFUL: With intent; knowingly; deIibe「ately; intending the 「esult which actua=y

comes to pass; nOt aCCidenta=y o「 invoiunta「時

WORK!NG PAID SUSPENStON‥　the pe「iod of time an empioyee is on

suspension with pay fo「 disc印nary 「easons and the employee continues to ca「「y

out his/he「 regula「 duties at the workpIace・

WORKPLACE‥ incIudes Navajo Nation bu脚ngs’P「OPerty, Pa「king a「eas' and

any othe「 Iocation whe「e Navajo Nation business IS COnducted.
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