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g)

b)

- Warranties;

- As-built drawings, and operation and maintenance manuals; -
* - Monthly invoice files and summaries;

- All financial records related to the project.

- Liaise on an ongoing basis throughout each project with the Band
Manager, and with Consultants engaged in the field and on-site work.

- Update time and financial schedules associated with each project, as
well as cost estimates for completion.

- Communicate with the antractor(s) on a daily basis.
- Assist the Contractor(s) in the hiring of Band inemb‘efs’.

- Record the hours worked by each’Band member, the rate of pay, and
the total amount of money paid to Band members.

‘Work closely with Band Manager regarding financial aspects of each project,

such as establishing a separate Bank account (if necessary), account budgeting
and billing, etc. Maintain accurate, up-to-date financial records, including a
general ledger, cheque one-write system, and monthly bank reconciliation
statements, etc., following guidelines in the Band’s Financial Administration
Manual. Ensure that projects are completed on time and within budgetary
guidelines. :

Keep the Band Manager informed of various stages of
development/construction, and when any decisions are required regarding
staffing, ordering of equipment and furniture, etc.

Become familiar with generally accepted safe construction practises and
applicable safety standards and building codes, and help ensure that the work
is undertaken in accordance with these practises, standards, and codes.

Ensure that there are inspections of Band projects; review the verification of
Contractor’s progress claims and the certification of all accounts for payment,
and report on the Contractor’s progress in monthly reports.

'Provide monthly physical and financial reports on activities; progress and
status of current project(s) to the Band Manager, meet weekly with the Band
Manager to discuss project progress, budgets, decisions required, etc.
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b))

¥

)

Assist in obtaining ﬁecéss-a_ry”approva_ls from the Department of National |

Health and Welfare, the Department of the Environment, and any other
authorities having jurisdiction over the project.

Attend Band. Council ‘meetings to discuss project development, activities, etc.

“upon request.

Ensure any Band-owned equipment is maintained in good order, and issue
repair orders, where required.

With the Band Manager, coordinate Band staff training and orientation, and
assist in developing proposals in this regard when necessary.

Ensure ongoing professional development by attending relevant workshops
and training when available (after obtaining approval from the Band
Manager.)

Conduct any other relevant duties as requested by the Band Council or Band
Manager.
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Construction Foreman

Qualifications

The suggested tequired qualifications for this position mclude

a) Completion of Grade 10, and several years expenence in construction.

b) Ability to read and interpret bluepnnts and to supervxse labourers in all phases of
construction.

¢) A valid driver’s license, and ownersth of a suitable vehicle for work on the job
(1/2 ton truck).

d) Ability to work well with the Band Council and staff, supphers, workers,
subtrades, and homeowners.
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C0nstr'ucti'on> Foreman - Sample Job Description

The responsibilities of the Construction Foreman, who reports to the Construction
Projects Manager, are as follows: o

a) With the Construction Projects Manager, plan work in advance, so that the
required materials are obtained ahead of time and the labourers are used
effectively. Implement the project management plan, ensuring that
scheduling and quality objectives for the project are met, and the project
completed within budgetary guidelines.

b) Ensure that all contracts are signed before work begins.

c) Be at the site 5 minutes prior to starting tirne.

d) Organize and supervise the construction labourers.

e) Coordinate work, work alongside the labourers, and show them the most
efficient way to complete tasks.

f) Ensure that safety regulations are enforced.

g) Ensure that time sheets are properly completed for all staff.

" h) Recommend or undertake disciplinary action for staff where required.

i) Keep a petty cash fund on hand for small items.

j) Use Request Forms for required repairs, and present to the Construction
Projects Manager for approval.

k) Show the Band Manager and Construction Projects Manager the progress
being made, and submit monthly progress reports.

) Complete CMHC forms and reports.

m) Assist with setting up and implementing training programs.

obtaining approval from the Band Council.

o) Undertake other relevant duties, as instructed by the Construction Projects
Manager.
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Construction Lab_ourers_--.- Qu_a_"h'ﬁcationsr and Job Descﬁpti(;ﬁ

The fequirements and job description of the construction labourers, who report
directly to the Construction Foreman, would be along the lines of the following:

a) Must be willing and capable of working as a construction labourer.

b) Must own basic tools (hammer; saw, square, level, mea_sﬁring tape, etc.), and
bring them to the construction site daily.

c¢) Follow the directions and instructions of the Construction Foreman to the
best of their abilities.

d) Be at the site 5 minutes prior to starting time.

e) Adhere to safety regulations, and work towards completing management
schedules and quality objectives set for each project.
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5.1

Road Maintenance Foreman
Introduction

The primary responsibilities of the Road Maintenance Foreinan are to maintain all roads
on the reserve in safe driving condition, and to assist the Construction Branch in
developing new roads, when required.

The Road Maintenance Foreman should have several years of experience in the
operation and routine maintenance of a grader, which is required for the ongoing
clearing and maintenance of Band roads. Depending on the Band’s size, budget,
equipment, and number of road maintenance personnel, the Road Maintenance Foreman
may be required to have additional qualifications and responsibilities, such as the
operation of other heavy equipment, and the supervision of other road maintenance
personnel.

Small Bands may wish to combine this position with another suitable position, such as
the Sanitation person.

If the Band is large enough, the position of Public Works Director may be created to
supervise Public Works staff. If so, the Road Maintenance Foreman would report to
the Public Works Director. If not, the Road Maintenance Foreman would report
directly to the Band Manager-
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5.2 Road Maiﬁt;ﬁance Foreman - S;ﬁnple Job Desc'ri'ptioin-
A sample job description for the Road Maintenance Foreman follows.

a) ‘Maintain all roads on the reserve in safe driving condition; maintain and grade

ihain roads on a weekly basis; grade secondary roads and approaches on a

regular basis, as needed.

b) Approaches and yard grading are to be done after main roads are in good
condition. '

c) Excavate and install culverts, where necessary, to ensuré proper road drainage.

d) Check culverts regularly; clean, open, and fix dents and holes, where
necessary.

e) Excavate, if necessary, to ensure proper road drainage.
f) * Install white posts at high poinits of ditch for culvert markers.

g) Cut brush and trees in ditches to ensure good vision for traffic in snow drift
areas.

h) Assist the Construction Branch with the building of new roads on the reserve,
and with ground levelling and landscaping, as required.

i) Keep a daily time/activity ~sheet, and provide copies to the
Accountant/Controller on a weekly basis. '

j)  If applicable, supervise other road maintenance personnel, and submit their
time/ activity sheets to the Accountant/Controller weekly. '

k) Provide routine maintenance servicing for the grader, and other equipment, if
applicable, following guidelines in the equipment manual(s); maintain service
records for all equipment.

m) Excavate garbage disposél holes at the dump site, and cover old ones, as

n) Prepare an annual report on the past year’s accomplishments, and make
recommendations regarding the coming year’s objectives, scheduling, activities

and budget in this area, for submission to the Band Manager.
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6. Sanitation Person - Sample Job Descfii:tion
- The Sanitation Person reports to-the Band Manager (or to the Public Works
Director, if the Band has created such a position). The Sanitation Person would be
required to have a valid driver’s license, and to be competent in operating a truck.
Depending on the work load, this position might be combined with another suitable
position in Public Works. Some Bands contract out for this position.
The job description of this position might include the followihg;

a) Assist annually in the development or revision of schedules that will be
followed for the year.

b) Construct or assist in constructing garbage stands for Band members.
c) Remove garbage from Band households, as per the schedule deQeloped.

d) Maintain the Band’s landfill (garbage disposal site), ensuring that all debris is
properly covered, and that environmentally safe practices are maintained.

e) If using a Band-owned truck, ensure that regular maintenance is conducted on
the truck.

" f) Advise the Band Manager of any problems or complaints encountered.

g) Carry out other relevant duties, as instructed by the Banid Manager.
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7. Water and Sewer Seﬁice_s Personnel - Sample Job Die_scri;;fion

The type and extent of water and sewer services may vary a great extent from
‘Band to Band, and with them, the level of knowledge and responsibility required
by water and sewer services personnel. Their fequired training, qualifications, and
job descriptions would accordingly vary, depending on the type of services
provided on each reserve.

The following is a sample outline of a job description for water and sewer services
personnel. Each Band administration could develop a more detailed job description
and required qualifications, depending on their type and level of services.

' The Water and Sewer Services personnel are responsible to the Band Manager (or
to the Public Works Director, if this position has been created). Sample job
responsibilities for these positions include the following:

a) Assist in establishing schedules for the development and/or maintenance of
wells, the pumphouse, water lines, water delivery services, sewage pipes and
lagoon, waste removal etc., (Where applicable). .

b) Maintain water services for Band members, as per the schedule developed.

c) Advise the Band Manager of any problems encountered; carry out required
repairs (such as broken, blocked, or leaking pipes, faulty pump, etc.) if
possible, or arrange through the Band Manager to have repairs carried out by
qualified personnel.

d) If the Band has a pumphouse, carry out regular maintenance/service checks
and maintain the pumphouse ﬁmctions.

e¢) If the Band has a water treatment/filtration facility, monitor and maintain the
facility’s operations, as required.

f) Conduct, or coordinate with contracting services for, the removal of waste
water from homes with waste water reservoirs.

g) Become knowledgeable regarding environmentally safe methods of and
regulations for the location of, treatment (if applicable), and safe disposal of
waste water, and apply these methods to the disposal/treatment of Band waste
water.

h) Carry out additional related duties, as instructed by the Band Manager.
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‘8.

8.1

Fire Fighting and Prevention

This section includes suggested goals for the Band Fire Fighting and Prevention Depart-
ment, fire safety and evacuation procedures for Band staff, and sample job
responsibilities for the Band Fire Chief.

Goals

The goals of the fire fighting and prevention department are:

2)

b)

c)

d)

g)

h)

Become more effective in suppressing and preventing fires, thereby preserving
lives, and lessening losses of homes and buildings due to fire.

Educate Band members regarding preventive measures, as well as how to react
quickly, effectively and safely, in the event that a fire starts.

Increase overall community awareness of the importance of fire prevention and
safety.

Better utilize and maintain fire fighting equipment.
Develop effective fire fighting tactics and strategies.
Continually increase the skill levels 6f volunteer fire fighters.

Ensure personnel are trained to undertake fire inspections for reserve housing, to
prevent fires by eliminating potential hazards due to construction defects/hazards.

Develop standardized reporting procedures, so that statistical information is in "

place to document the effectiveness of fire fighting training in preventing and
suppressing fires, and in reducing deaths and property losses from fires on the
reserve.
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8.2

~ may depend on it. Think about fire safety Wherever you are.

Note:

Fire>Safety and Eva-t—:uation_ Procedures

All Band employees should know what they can do to help prevent fires, what to
do if a fire occurs, and how to operate fire extinguishers. Employees should also
know procedures for the evacuation of a building, in case of an emergency. This
is necessary for employee safety, as well as the safety of the public, who may be
inside a Band building if and when a fire occurs.

Fire Precaution and prevention are everyone’s business. Remember, your life

DO’S
. Exit door(s) must be kept unlocked, unobstructed, and lighted during working
hours. _

If you discover fire, see smoke, or smell gas:

Sound the Fire Alarm, warn occupants, and phone the Fire Chief.

Follow exit/emergency procedures below.

- If a Fire Alarm Sounds:

1. Stop work and remain calm. 7 -

2. Move all people who are in immediate danger from the effected. areas,
clearing passages and exit routes, if necessary. : :

3. Move cash and important papers to a safe or fireproof filing cabinet, if time
permits. - . ,

4. Close all doors and windows in the immediate area. (This helps to slow the
spread of the fire). _ -

5.  Attempt to control the fire with extinguishers. ‘Remember, however, that fire
fighting should always be secondary to life safety. Never attempt to fight a
fire alone. , :

6. If there is time, shut off the power and unplug machines. - _

7. Evacuate by designated route, or by nearest safe exit, as directed by Floor
Captain/Fire Department personnel; proceed outside, to a distance of at least
300 feet away from the building. _

8. Assigned staff will assist any individuals requiring special assistance.

9. Obey all instructions of Building Fire Emergency Officers/Fire Department
personnel. ‘ _

10. Do not return to the building, until authorized to do so by the Building Fire
Emergency Officer or Fire Department personnel.

DON'TS
Don’t run, lag behind, make unnecessary noise, of cause confusion.
Don’t remain in the bathroom or return for clothing.
Don’t fail to assist in carrying out instructions.
Don’t use telephone unnecessarily.

A Building Fire Emergency Officer should be ‘delegated for each Band Building,
and trained in emergency procedures. ) :
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Fire Chief

The Band Fire Chief might be a volunteer or part-time position, or combined with
another suitable position, such as Buildings Maintenance Manager. Job qualifications
would preferably include advanced training in fire fighting/prevention, first aid, and
emergency procedures; ability to conduct routine preventive maintenance of fire
prevention and fighting equipment; and ability to organize and supervise the Band’s

volunteer fire fighting department.

The range of fire fighting equipment and training vaties a great deal from Band to
Band, and the job responsibilities of the Fire Chief could also vary, depending on the
level of training of the Chief and the Band Fire Fighters, the length of establishment of
a volunteer Fire Fighters Corps on the Reserve, and the equipment available.
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Fire Chief - Simple Job Description - N

The job responsibilities of a Band Fire Chief might include the following:

a) Assist in enlisting the services of Barid members for volunteer fire fighting.

b) Organize and conduct regular training drills for volunteer Fire Fighters.

¢) Develop a system for efficient response to emergencies, if one is not already
in place.

d) Assist in educating Band members -régarding fire fighting prevention and
emergency procedures; promote the use of smoke detectors, and the safe
storage of all flammable and toxic substances.

¢) Conduct routine checks of Band fire fighting equipment, and ensure that these
systems are functional at all times.

f) Routinely inspect, and re-supply as necessary, all fire protection equipment,
such as extinguishers, smoke and heat detectors, panic hardware on exit doors,
and exit lights.

g) Ensure fire exits in Band building are clear and unobstructed.

h) Take upgrading workshops and training, available through Indian and
Northein Affairs or other sources, to ensure continued professional
development in this field.

i)  Assist in developing budgets in the area of fire fighting and prevention, where
applicable, including recommendations for fire fighting equipiment.

j)  Undertake other relevant dutiés, as instructed by the Band Manager.
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9.

9.1

Band Buildings Maintenance Manager

This section includes suggested job qualifications and a sample job description for the

Band Buildings Maintenance Manager. In some Bands, this position might be

combined with another suitable position, such as Fire Chief or Head of the Volunteer
Fire Department.

Job Qualifications

The suggested job qualification for the position of Band Buildings Maintenance
Manager are as follows: '

a)

b)

Ability to repair and conduct routine preventive maintenance of heating,
ventilating, water and sewer Systems, and fire prevention equipment in Band
buildings, and to keep operating records.

Expetience in the operation and maintenance of public buildings, good carpentry
abilities, and competence with small motors and basic electricity are assets.

A valid provincial driver’s license is required.
Training in First Aid and emergency procedures is an asset.

Ability to supervise part-time help when required.
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9.2

Sa]nple Job Description - Band Buildings Ms_tintenance Manager

The Band Buildings Maintenance Manager is responsible ‘for performing the
necessary duties to ensure the proper maintenance, repair and safety of
Band-administered buildings, including Band offices, and all other buildings the
Band Council is responsible for. The suggested responsibilities of the Band
Buildings Maintenance Manager, who reports to the Band Manager, include the -
following:

a) Maintain the heating, ventilation, water and sewer systems, and ﬁré .pr'otection
and fighting equipment in all Band buildings, so that these systems are
functional at all

- Service, adjust, clean and repair furnaces, chimneys, ducts and exhaust
fans to keep them in good repair, and prevent major distuptions of heat
and ventilation systems. :

- Ensure that room temperatures are kept at a comfortable range.

- Maintain water and sewer systems in good working order, so as to
- prevent disruptions.

- Routinely inspect and replace when necessary, all fire protection
equipment, such as extinguishers, smoke and heat detectors, panic
hardware on exit doors, exit lights; ensure that fire exits are clear and
unobstructed, and that all flammable and toxic substances are safely
stored. _

- Routinely check fire fighting equipment to ensure that it is in good
working order at all times, in case of emergency.

b) Perform minor maintenance duties as required to keep all Band buildings and
equipment functioning and in good condition. '

. Repaint when necessary; replace broken windows and light bulbs,
fluorescent light tubes and ballasts, which have burnt out.

L. Repair broken doors, window sills, loose tiles, and any other damaged
materials, as required, to maintain the facilities.

- Maintain a supply of frequently used spare parts and supplies.
- Check and adjust fan belts, maintain and replace when necessary.

- Routinely inspect and maintain in good condition all fnechanical
equipment; regularly lubricate machinery such ‘as pumps, motors, fans

and other operatin uipment.
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- Routinely inspect and repair all interior plumbing lines, fixtures and"

accessories, including any air conditioning units.

- Routinely inspect and flush or repair, as fiecessary, all water and sewage
works such as manholes, sewer lines, liftstation, lagoon, well(s),
pumphouse, Wwater reservoir, and other facilities.

- Routinely check and repair, or arrange for repair of electrical equipment
and appliances. Lubricate motor bearings and other moving parts as
required; repott any major electrical problems.

.~ Develop and implement a plan for ongoing preventive maintenance,
including keeping records of rottine inspections; these would include
such activities as lubrication of moving parts, replacement of fan belts,
light bulbs/tubes, other small items as required; adjustment of furnace
items, etc. Such a systematic and routine inspection program will lead
to an improved and more economical maintenance system.

- If any repairs and/or maintenance work are required which are beyond
the capabilites of the Band Buildings Maintenance Manager,
arrangements should be made, through the Band Manager, to have the
work performed by others. In cases of emergency, approval should be
obtained from the Band Manager to have the work performed without
delay. ' o

Conduct and maintain a regular inventory of ma_i_ntenang:e- equipment and
supplies, and provide a list of any supplies required to the Band Manager.

Conduct regular inspections of asset conditions, and report to the Band
Manager on inspection findings.

Promote pride of ownership and attitudes of responsibility regarding the use of
Band property by all Band members.

Supervise part-time staff from time to time as required.

Ongoing study of regulations and procedures is required. The Band Buildings
Maintenance Manager should take upgrading workshops and training,
available through Indian and Northern Affairs or other sources, to ensure
further professional development in this field. The District Engineer could be
consulted in this regard. -
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EDUCATION
Introduction

Increasing numbers of Bands have assumed administrative control of their educational
systems. ~ The range of Band-controlled  schools varies greatly, from
nursery/kindergartens to primary/secondary schools and high schools. Some Bands have
established "alternate education retrieval programs" to draw drop-outs back into the
education system, and address their special needs. Other Bands have assumed
administrative control of their post-secondary education programs. Adult education

pi‘ograms are also delivered by some Bands. -

When a Band assumes administrative control of education, the education/school
program may be administered like any other Band-run program, or a School Board or
Education Committee may be established. The School Board/Education Committee
might function only as advisors, making recommendations to the Band Council, or may
be given total administrative and financial control of the education program by the Band
Council.

Although it is not within the scope of this manual to -provi‘de detailed sample policies
for various kinds of educational programming and job descriptions for all educational
personnel, it was felt that some reference should be made to this important area.

For the purposes of this manual, it was decided that a sample Band Education Chart
should be provided, as well as a sample job description for the position of Education
Coordinator - a key position in the Band’s administration of education. These are in-
cluded in this section. Also included in other sections of this manual are sample
responsibilities for the Education Portfolio Councillor (page 48), and a School
Board/Education Committee (page 62). _
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2.  Sample Band Education Chart

" Controller

Teachers

' ‘Teachers “Trainees

" Organizational Chart - Band Education
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Education Coordinator
Introduction

This is a senior staff position, involving a broad spectrum of responsibilities. The sug-
gested qualifications for the Education Coordinator include a Bachelor of Education

‘Degree, good communication skills, and organizational and administration expertise.

The general responsibilities of the Education Coordinator include:
- ensuring that the general edﬁcatidnal policies of the Band are being followed;

- working with the Principal to ensure that all educational staff are working towards
the Band’s educational objectives, and performing their duties to the best of their
abilities; _

- overseeing the administration of the educational program, and support services; and

- working with the School Board and teaching staff to ensure that there are strong
communication links with parents, and that community input is provided into the
delivery of education on the reserve.

The Education Coordinator usually reports directly to the School Board, or to the Band
Manager, if a School Board has not been formed. The Education Coordinator is consid-
ered a member of the School Board, but does not have voting privileges.

Sample responsibilities for the position of Education Coordinator are outlined on the
following page. The duties would be altered to meet the specific conditions of each
Band.
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32 Education Coordinator - Sample Job Descriptioh“

a) Be responsible- for the following duties related to staff hiring:

With the Principal, prepare job specifications for all staff positions
which have been recommended by the School Board and approved by

* the Band Council.

Ensure Band policies and procedures for hiring staff are followed; with
the Principal and School Board members, prepare a short list of job
applicants for interviewing, and ensure that references are checked
before interviews are arranged.

Act as Executive Secretary for the Band’s salary negotiation team.

Prepare contracts for each position, and have staff sign these documents.
Be responsible for organizing appropriate in-house training and
orientation programs for the staff, including orientation to the Band’s

educational policies and objectives. Evaluate this program to ensure that
the program’s objectives are being met.

b) Supervise the school’s bussing program:

Draw up bussing schedules, and ensure that bussing contractors are
following all regulations. '

Hire substitute bussing personnel when required, in accordance with the
Band’s bussing policy.

Maintain personnel files on bus drivers, and conduct their annual
evaluations.

c) Undertake the following staff supervisory duties:

In cooperation with the Principal, ensure that educational policies as
specified by the School Board are implemented.

In consultation with the District Superintendent and Principal, design an
evaluation mechanism to determine staff effectiveness.

With the Principal, administer the staff discipline policy; anything not
specifically covered is to be referred to the School Board for a decision.
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- Exercise general supervision over the Principal and support staff
(Guidance Counsellor, Education Secretary, Education
Accountant/Controller, Indian Studies Curriculum Developers,
Maintenance and Janitorial personnel, Bus Drivers.)

- Oversee guidance counselling services and ensure that: a) regular visits
are made; b) attendance reports are followed up; and c) individual
counselling is undertaken as required.

- Supervise the development of the Indian Studies Curriculum, if
applicable.

5 - Review school records, Guidance Counsellor records, inventory records,
nominal roll, and Teachers’ evaluation reports; make reports to School
Board regarding educational programming, &s required.

- . Receive reports of -the Principal, Guidance Counsellor,
Accountant/Controller, Maintenance Staff, Bus Drivers, Curriculum
Coordinator/Workers (if applicable); and prepare reports for the School
Board, and INAC, as per Master Agreement; make recommendations to
the School Board where advisable.

- Liaise with other agencies off Reserve, as required, such as Indian and
Northern Affairs, Joint Schools Authorities, Special Education, etc.

d) Undertake the following community liaison duties:

- Listen to any concerns of community members, and pass these on to the
School Board.

- Oversee the parental reporting and communications program.

- Take steps to involve Band members in the school programs, through
home visitations, and other methods deemed appropriate by the School
Board.

- Ensure that scheduling of educational facilities after hours is
well-coordinated, and that School Board policies in this area are
followed. .

e) Undertake the following duties with regards to School Board meetings:

. With the School Board Chairperson, prepare the agenda for regular
meetings, and distribute at least one week in advance of the regular R

__ mieeting. If special emergency meetings are called, the agenda should
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Attend all School Board meetings, except when the- School Board gives
authorization not to attend.

- Present personal views and opinions at School Board meetings, although

he/she does not have voting privileges.

Record School Board meetings and distribute minutes to all School
Board members, and to the Band Manager.

Undertake the following financial responsibilities:

In cooperation with the Principal, prepare an annual operational budget
for the school, for the School Board to review/revise, dand make
recommendations to the Chief and Council.

Ensure monthly financial statements are prepared for the Schiool Board

meetings, and interpret- these for the School Board, as required.

In cooperation with the Principal and School Board members, submit
requests to the Band Council for additional funds, when required. Such
requests should include: a) the nature of the request; b) the amount
required; and c) reporting structure back to the Council after the project
has been completed (if applicable).

Conduct other relevant duties, as instructed by the School Board or Band
Council.
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BAND CHIEF AND COUNCIL OATH OF OFFICE

I _________(namie) do hereby Swear that, as a newly elected representative of
the ... . _______Band, holding the position of _
. _ (Chief/Band Councillor), I w1ll do my utmost to carry out the
duties of my position conscmmously, loyally, honestly, and to the best of my abilities,

remembering that my primary duty is to serve the membership of the Band.

I hereby agree to familiarize myself with all Band Government Administration Policy Manuals,
and to abide by the policies of the Band as stated in these manuals. I also agree to adhere to
the Band’s Contract for elected Officers.

These things I do solemnly swear to uphold, throughout my term of elected office as
, Band _____ (Chief/Councillor).

Date: ' oo Signature: _ ' A

Witnessed by: ___
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BAND CHIEF AND COUNCIL CONTRACT OF OFFICE
I, _ ___(name), do hereby swear that, as a newly elected representative
ofthe ... - Band, bolding the position of _

e (Chicf/Band Councillor), 1 will do my utmost to carry out the
duties of my position conscientiously, loyally, honestly, and to the best of my abilities,
remembering that my primary duty task is to serve the Band membership.

I hereby agree to familiarize myself with all Band Government Administration Policy Manuals,
and to abide by the policies and regulations of the Band. I also agree to adhere to the
following terms of this Contract of Office.

1. I will promote and maintain at all times, in rhy actions and words, the integrity and
dignity of the Band and its programs, government, staff and members.

2. I will be prompt and conscientious in the performance of my duties.

3. 1 will use initiative to find ways of fulfilling my duties efficiently, effectively, and eco-
nomically.

4, I will maintain a positive, cooperative attitude in dealing with fellow Councillors, Band
employees, and Band members, and will work as a team member towards the -
betterment of the Band.

5. I will conduct myself at all times in a manner which will bring credit to myself, the
Band Council, and the Band membership.

6. I will continually work towards self-improvement and professional development through
available training workshops and materials. :

7. I will attend all Band Council meetings punctually, unless there is a valid reason for
absence or lateness, in which case I will contact the Band Manager and or Chief in
advance. )

8. I will fully attend all other meetings, workshops, conferences, etc. officially assigned
to me as an official delegate of the Band, and will formally report back to the Council
on the proceedings of these meetings. ‘

9. I will give out official and/or confidential information acquired as a result of my elected
position only when the release of such information has been authorized by the Band
Council.
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10. 1 will not use information obtained as a result of my elected position for personal gain.

11. I will use equipment, property, or supplies which are owned or rented by the Band for
authorized purposes only.

12. 1 will not accept any fees, gifts, or other tangibles offered to me in reward for duties
performed by virtue of my position.

13. I will not publicly criticize the policies of the Band Council or Band employees if I feel
changes would be advisable, I will provide constructive suggestions at Band Council
meetings. '

14. IfI am of the opinion that my elected position and private interests may constitute a
conflict of interests, I shall declare this to the Chief and Council, who will direct in
which manner this may be resolved.

Signed, and agreed to, this of 5,19

(Chief/—éouﬁcillof)- “ - (Witness)
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HEALTH AND WELFARE, MEDICAL SERVICES BRANCH

"PROGRAM DIRECTIVE 1/3 - MEDICAL TRANSPORTATION"
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PROGRAM DIRECTIVE
173 -
MEDICAL TRANSPORTATIO_N

13.1 PURPOSE

The purpose of medical transportation benefits is to - assist
beneficiaries to access medically required services.

1.3.2 BENEFITS

1.

MSB will assist by paying some or all of the expenses of
a beneficiary to travel return to the nearest appropriate
health facility, using the most efficient and economical
method of transportation, consistent with the beneficiary’s
health condition.

Transportation to access health services that cannot be
obtained in the beneficiary’s homé community.

Emergency transportation for non-elective medical care.

Transportation for an escort required for medical or legal
reasons,

Meals and accommodation while in transit for health care
services.

1.3.3 NON BENEFITS

MSB will not assist in the provision of medical transportation
in the following circumstances including, but not limited to:

1.

Transportation on-reserve or in-community; Discretion
shoild be used to ensure clients are not denied access to
health services and that if assistance is provided, it should
be for available scheduled transportation to the nearest,
appropriate health facility. If this is not available, Regions
should arrange it; '

Transportation for compassionate travel;

Transportation to return to the home community of the
beneficiary, if the beneficiary  has discharged

himself/herself from a health services program, against

medical advice before the completion of the treatment
course.

PURPOSE

BENEFITS

NON BENEFITS
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1.3.4 ASSISTANCE CRITERIA

MSB Will assist in the Provision of medical transportation, in
accordance with the NIHB Program principles and on the
following terms and conditions:

1.

General Medical Transportation

(@) The medical transportation is pre-authorized by an
MSB designated authority. -

(b) The beneficiary is responsible to provide certification
of receipt of diagnostic of treatment services by
approved health professionals.

(c) Where pre-authorization has not been obtained by
the beneficiary, some or all medical transportation
costs may be reimbursed where medical justification
is provided and approved after the fact by designated
MSB personnel.

Emergency Medical Transportation

MSB will assist in payment for emergency medical
transportation on verification after the fact by designated
MSB personnel. g

Escorts for Beneficiaries

MSB will assist in the provision of an escort for a

beneficiary in accordance with the criteria set out in -

section 1.3.4, sub-section 1 (a)(b)(c) and 2 and under the
following conditions: '

(a) The escort is required for medical or legal reasons;
and

(b) Prior approval of the escort has been provided by the
MSB designated authority.

Payment Schedules

" MSB will reimburse suppliers or beneficiaries for approved

medical transportation provided by private vehicles, taxis
or airline companiés and other forms of public
transportation in accordance with regionally established
rates. - _

Appendix 11
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5.

Meals and Accomrhodation

MSB will assist in the provision of meals and
accommodation for beneficiaries in accordance with

Regionally established rates under the following
conditions?
(@) Regionally approved accommodation is used; and

() Reimbursement will only be provided when itemized
receipts for expenses incurred by the beneficiary are

provided to MSB.

1.3.5 MANAGEMENT PRACTICES

The administration of transportation benefits is governed by the
following management practices:

1.

A standard transportation warrant is used for all carriers in
all MSB Regions.

Patient transportation is scheduled and coordinated to the
nearest appropriate health facility, including transportation
provided through contribution agreements or contracts.

Transportation, accommodation and meal costs are
negotiated with providers of these services.

In order to encourage the use of scheduled and/or
coordinated transportation, in those situations where it is
available, no private mileage will be paid unless it is more
efficient and/or economical. '

In the situation where there is no public transportation or
where Medical Services Branch has no arrangements for
medical transportation, private mileage can be paid at a

rate not to exceed the employer-requested Treasury Board

rate for the region.

" Regions should éxamine the transportation alternatives for

each community and take action to negotiate transportation
agreements where there is no public transportation
available or where it is not frequent emough to be an
acceptable alternative.

Assistance with meal costs is not provided to eligible
beneficiaries or their escorts staying in boarding homes if
meals are included in the per diem boarding home rates.

MEALS AND
ACCOMMODA-
TION

MANAGEMENT
PRACTICES
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RATES
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8. Selected MSB staff are identifiéd as having authority to DESIGNATED
) initiate referral. Specimen signature cards for these AUTHORITIES
individuals are to be kept on file in the Regional Finance: F o) R
Unit. ' _ REFERRALS

9. Designated band authorities for referrals and accompanying
signature cards are part of band adrhinistered transportation
services.

Date of issue: 01/03/90




