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The Kitasoo Xai'xais Nation’s elected Council were initially creations of the Government of Canada via
the Indian Act. Prior to the government intervention the Kitasoo Xai’Xais First Nation people had their
own traditional forms of the government under their own customs and traditions.

Today’s the Kitasoo Xai’Xais Nation has evolved to become the principle governing authority of the
community of Klemtu. The Council is primarily responsible for the direction and control over the
activities of the Nation’s Administration and is accountable to the membership at large. The Council and
Administration have become increasingly more important with the devolution of central Canadian
government authority and the increasing demand for services necessary in today’s more complex
society.

This policy and procedures manual has been designed to be a fundamental operating guide and to
provide a sound management framework to be used by members and staff at all levels of our
organization in effectively planning, managing, evaluating and organizing the affairs of the Kitasoo
Xai'Xais Nation and assist us in the delivery of services to the community.

The objective of the policy and procedures manual (“Operations Manual”) is to maximize the use of our
resources while meeting all of our accountability requirements by implementing formalized
organizational structure and introducing a management system, reporting processes, best practices with
clear and concise procedures in order to strengthen our decision-making process and continually
improve our effectiveness in managing the affairs of the Nation in our strive to maintain an environment
of Good Government.

The policies, directives for administrative procedures, human resource and financial management
practices and internal control processes outlined in this Operations Manual are standards that promote
equality and consistency to ensure a fair and equitable treatment of our employees and members
throughout our organization. The Kitasoo Xai’Xais Nation is an equal opportunity employer.

To ensure that the purpose of this Operations Manual is achieved, it is our expectation that all
employees and members of the various committees, without exception, will understand, respect,
familiarize themselves with the content and comply with our policies and procedures. We sincerely hope
that our policies and procedures will contribute to an open, honest communication process and add to
your sense of pride in working with this organization.

Council reserves the right to revise, supplement, rescind or add policies and procedures to this manual
as appropriate and will ensure that all employees are advised of any changes.

Sincerely,

Kitasoo Xai’Xais Council

Kitasoo Xai’xais Nation



Preamble & Table of Contents Operations Manual

Section 1 Definitions

Section 2 Organizational Structure

201  Organizational COMPOMBITES ..uvv e e veererrsasrrrr s sressssses assse s ssns s s ssassrsnas srsmeasnssaasenssssses seamsessennsnnss 2
202 Organizational SErUC IS s s s s e 2
B T U 3 o = 3
BT O = o T e g =SS 3
2.05  Financial INFormation FIOW ... e s s s s s sss s s s s s s s s s s 3
2.06 Service Delivery INformation FIOW ... s s s s s s s e 4
207 IMINULEES OF BB NS cie i ceeriseeersanss e sessen s sassrn s s sre s s s ssse s emne s s s ne s e snansrn aaa srnmaansn s saaen s e nen seamnennennsnnes 4
2.08  Confidential INfOrmi@ation e s e 5
2005 HITINE B FITINE tosrerssnnensinsnsssrnnnssernsnns s snssssssassensss sessssse s assms s ra s s Era s aa rs aas FrsseanErEEaaEEREEa AR S 0AREEE RERREEEES 5
B L o L = T = =i o 5
2,11 Recommendations tO DiSmISs . e s s s s e s pm s bae s sas bbb a s s bt 6
Appendix 28 — Organizational Char ... ... e veerrriesrrr s e sn e s na e s sassen s s sas e amrassennnnes 8
Appendix 2B — Schedule of Standing Meetings .. ssmer s s s s s e 8
Appendix 2C — Information Flow Chart.... e s s s s s s s e 9
Appendix 2D — Minutes & Meeting FIOWCHAMT ... cceessses e s srses s e s s snsssn s s sses esssessssnsnses 8
Appendix 2E — Hiring & FiriNg CHEIT ..o e veeserssssssnsssssssssses cosssssrssss s srsses s sses srsmssssnssssssnssssses sassessssnseses 9

Kitasoo Xai’xais Nation



Preamble & Table of Contents Operations Manual

Section 3 Government & Administration

B T 4
T = T = SN 4
3.02(b) Role of the Depuly ChIET... .. e srn e s e s nne s s e s e nrn s s e anannnessrnmneens |
e B o o o = T | 5
O o 0 o ¥
< Y TSN 6
3.06 Role and Authority of Band MembBers ... e s e s s s s v e 8
3.07 Role and Authority of CommitiEES ... e e s s e e e ss e s e nra s s senan e nessrnnneenn B
0 Lo T YT o T o SN 7
3.05 Maintenance of the Operations ManuUal ... 8
0 0 ¥ 31 Ty i o 8
3.11  Administration & Community Services Department PErsonnel ... sverssseenssesssssssssesresns e 9
3.12  Administration & Community Services Job Descriptions. ... s s s 9
0 1T e o SO 9
N €T =T = 0=y . 10
00 | ' T T L T TSN 10
0 T 3 L= T OSSP SRRSO 10
Appendix 34 Administration and Community Services Department Organizational Chart ....eeeeceveeeveeen, 12
Appendix 2Bi Job Description: Chief of the First Nation ... s s e 13
Appendix 3Bii: Job Description: Deputy Chief of the First Mation ... e ssee s res s sssnes remne s 15
Appendix 2C: lob Description: Councillor of the First Nation......cee s 16
Appendix 20: Job Description: General ManagEET e s s s s s 18
Appendix 3E: Job Description: Finance Officer [COMPIMOIEr] . ree s s e e 21
Appendix 3F: Job Description: Human Resource OFfICer . cesssscsssss e s s vrnne s ssmes s res s ssnsnes s e o 23
Appendix 2G: Job Description: Office Manager. e e s s s s 25
Appendix 3H: Job Description: Administration Clark....... s e ssme s s s s ene e e e 27
Appendix 31: Job Description: FINANCIAI ClErk ... cssee s ses s sessnss s e s rrns e sasmss e sressasssssnes sremns on 29
Appendix 2): Job Description: Community Hall Caretaker .. s s 31
Appendix 2K: Job Description: Community Buildings Custodian/Janitor ........ccceceeveeveesves e essees e e 33
Appendix 3L: Job Description: Post Office Clerk ... eccsers s s a s s 35
Appendix 3M: Agenda Meeting of Chief & COoUNCil.......cver e e e e 36
Appendix 3N: Kitasoo Xai'xais Sample Council Meeting MINUTES ..o e s e 37

Kitasoo Xai’xais Nation



Preamble & Table of Contents Operations Manual

Section 4 Finance

4.01  Purpose of FINANCIAl POICY ..o e s e s s s s prmn e rmnn 2
0 o Lt Ty = 0 = T 2
4.03  FiNancial ManamammiEnt o e cessresrmsessresssseesssms s srsmnsssesssssressasmes srrsmssssnssassessrasmessrasmessensasnsessransanros 2
4.04  Financial Statements and Reporting RequUIremEnts .o e e iss s sssss s srmss s s smses 3
4.05  Annual Budget Preparation and APDroval.......eeeeerm s svrsssssssssssessrasssssrssssssensssssessrsnsssios d
4.06  BUAZEE WMIONMIEOINIZ . ceisureerrreessresissnresrrmnessressssessans s srsmnsransasressasmes srrsmesssnssansessrasmansresnesssnsannsessransanos 5
4.07  Balanced BUdget PoOliCy ... s vas s s s s s ssn s sss vas s vssss s s nan s s as svanssn s 8
4.08 Department /Program DefiCit POICY v sesseeeeseeiesresssssa sresmesseesresersessansssnsessansesesseressesnsen B
4.05  Authorization for EXPenditUres . s s s s s n s e s prnne s s rmnes 6
L L o e o s 7
.11 TTEVED POliCy ceeeeeiesreerismmssrrssssressssmre s mmns s s sssre s samns s srsmnes aaean s ressammen s rrsmes s rn s eam ee s ramnanern s mnsensaamressramnnrrn 7
4,12  Receipt and Deposit of FUNGS . s s s s s s s s e s s 10
4,13 Commitment of Funds [USiNg PUrChase ONdErs ). e s rssnessrrsmsssrnsssessrasmessrssssssensssssessnsnsnns 11
O O I T 4 L0 Tt =T U 12
I =~ T - o SR 13
4,16 Bank ReconCilIEtion .o irosesssssss s sssss s ssmsssses s sressamns srrsmesssnssaseessames srassessensasnsessnansnns 14
L 4 4 T T s PN 15
4,18 Government and KXN Fund INVESEMENTS ... s s s e s 15
O T 1= T =T I T L 16
L ot Ly o= o 16
O O o = = 1 T = S 16
D - 1 o) 16
O T Lo Lo T o =T LT 17
4,24  Capital Assets (PUrchase and S8IE) .. errrmess s s ssses s sss s ne s resrasnes s s sesensssssessnnsnss 13
4,25 SeCUNEY OF ASSEES it 19
4.26  Inventory of Capilal ASSels .o rrres e mrs e s sme s s me e e mne s s ne s n e e e nn s 19
4.27  ANNUAL Year BN AU e e i s s s san s s e g e n R s 20
4,28  Financial Information Disclosure and Dispute Resolution ... s smsms e s ensss s 21
Appendix 44 — Travel AllOWAance REEES . crmsssres s e smes s rrsmss s n s ssre s ramnessra s sesensssmsessnmnsnns 24
Appendix 4B —List of FINANCIAL FOTTTIS (i re s s s s rsan s s e e s mma e s banme s pmnan s s s 25

Kitasoo Xai’xais Nation



Preamble & Table of Contents Operations Manual

Section 5: Human Resources

1. Human Resources Management - INtroduction .. s s s 4
1.1 D I et s s m e e e e RS A AR R e R AR E e Ee 4
¥ T 1 o o 4
1.3 S 5
1.4 HUman Resource O IO N s s s s s s s s s mne s 5

2. Recruiting and STaffiNg .o 6
2.1 L s T 1 6
2.2 Classification of WOrKETS .. s sss s s s s s s s s 6
2.3 Creating or Deleting Employee POSItIONS .. msssssss s ssssss s s ssssssssssssmsss 7
2.4, Advertising POSIIONS . ciesis s s s s v E e g
2.4 Equal Opportunities and Indigenous HIfNg Prefernce . s s 8
2.6  Appointment of Personnel Selection Boards...... e s e ]
2.7 Personnel Selection Board Duties and Responsibilities. ... e e sssnssssssmssssssnsssssmcees g
2.8 SN 10
2.9 Criminal Records, Licenses and other Special Employment Conditions ... veeseessssessssnnns 11
P L 8 = = ST 12

3 Conditions of EMploymient .. s sss s s e es s s e n e e e e e g e e nn e 13
T N o o T T o SRR 13
3.2 Probationany PEFIOO. . e ceccersssersssssssssses s ssn s s re s sss s s s sssrn s sssen s sas s nssassas e snsnssassenssansenssansnns 13
3.3 Standard of Professional Conduct ... s 14
3.5 = 11 16
3.6 =T Lo R e =T o ST 17
T B - ] o SRS 18
3.8 Phones and Cell PRONES . s s e s s as s s e s s mmna s 20

& Respectiul WOrkplace POICY v cessssesss s rse s sss s s s s e s s ss s rs s ssm s e s s s s s s s s nsmssansnsssansnnnsnnsans 21
O T 11 oo SO 21
4.2 T T 21
4.3 o 21
4.4 Steps for Reporting Harassment / Discrimination Complaints / Abuse of Authority ..o 22
4.5 Human Rights and Accommodations. ... rss s sen s e s sssns s sen s asssssssnsnes 24
4.6 Alcohol, Marijuana, and DIUE ABUSE ....cueeeeee e e rrsss s srmse s vrnen s vsss s srmnes e msnsvasns s sramnsssramnnes 25

Kitasoo Xai’xais Nation



Preamble & Table of Contents Operations Manual

5. Confidential Information and Privacy POliCy ... emsrsmmsmmsmmmssmssms s s s s 27
5.1 LT L1 o 27
5.2 Individual Access to Personal Information .. s 28
5.3 o T o e 29

6 Personnel ManaEEIMIEIIE .o errrsrasrrerissreerssessrrssasses s mrasessrnsssssssnrs nressannes sesmnssensaneseseneanssnnsnns 30
6.1 Employee Training and Developrignt v e esrsessssssss e sssssssssnsssanssssssssnessnssssans 30
6.2 L oy T Tt T T Tt Tt N 31
6.3 Discipline, Suspension and DiSmissal. s s ——— 32
6.4 Layoffs and Without Cause Terminations. ... esrnesssssssnsessssessrsssnsssensmessssansesssessnns 34
6.5 ReconSideration REQUESTES ... e rsses e resses s s srasesssnes s s s s ssn naessanse sressnsssansnmessssanesnnsensnns 35
6.6 Motice Of RESIENATION o i e msa s s e s m s ae s s 36
6.7 Iy = o] L o 36
6.8 Lo PR 37

A o L 11 o L T T 38
7.1 Standard Hours of WOk e s s s s s s ssss s s s snsse s 38
7.2 CompP-TimMe 3N CVEITIMIE «.vvierieererisserrsses s ressessss e rrssessnsssssssssn ssessnses sressnsssensansssssaneenssensnns 38
7.3 Attendance, Lateness and Aot oS M. e riirier i serssserssssssrsessss s e s s ran s 39

8  Benefits, Wage and Salary Administration ... e 11
8.1 EmMployee BenefiTs . s s s s s s s s s s s 11
8.2 L8 == 41
2.3 Compensation for Increased Responsibility (ACting Pay) ... ieseres s sssnsse s sssssessessnaes 41
8.4 Payment of Wages [/ SalMES e e rs s e s ra s ssae e s sae s snsensen e mems s e e am e nneapaans 42
8.5 L o= T o 42
B.0  TIMESHEELS (e R s 42

9 Leave, Vacation and Holidays ... s s e s s 43
5.1 = La= L = L. 43
9.2  Scheduling of Vacation LEBVE s smsmsmssres s s ssssesssssnss svrssssses ssssses svamsss sessansses svansss 43
5.3 General (Statutory] HOlIGEYS .o sesree s s s s nsn s s n e nnn e e s e menm e s nran e ns e s s 44
5.4 Lot 1= . 45
8.5 oL L Lo = 45
8.6 = = T = L. a7
5.7 Parental and Adoption LBAVE ... e sesses s srss s ssnssssssssn ssssssssesssssnsssansnsssssanessnsessnns 47
5.8 Benefits during Maternity, Parental and Adoption LEAVE ... ve s s 47

Kitasoo Xai’xais Nation



Preamble & Table of Contents Operations Manual

5.10 Compassionate Care and Critical lllness or INjury LEAWE .. s s 43
O o 1 - SN 45
R I T = I = 49
5.132  Family and Personal Responsibility LEAVE ... erseer e sssssessss s s s s srss s esssssess s smsases snsnssns 49
5.14  Unpaid PErsOnal LESVE ...ueieeeesrersissseersssasssssnsssasssssssssssssnssssensssssassnsss sesssamsessssssssnssnsnes snsnnsss 45
O T o [ T LT | T TN 50
5.16 Leave for Traditional Indigenous PractiCes. .. e ssssessss s ssns s sssssmesssssess s sssases ssssssss 50
Ty =l = S 51
5.18 Leave Respecting DOmestic WIOIBNCE ... e s e s s s s an s 31

10 Health and Safety v i s e e s g e s 52
10.1 Occupational Health & Safety.. . s e s s e 52
10.2  SMoKe Free WOk At i s s e s s nag e e 54
10.3  Scent and Allergen Free Workplace. .. s e e s e s 54

Appendix “SA" Employee Orientation Checklist. ... s 56

Appendix “SB" Employee Documentation Requirements LIST . s s s sssn s 57

Appendix “5C "Performance Appraisal Chart. ... e s s s s 58

Appendix “SD" List Of PErsonnel FOTTTIS .. e e s s s samsas s s sas nas st s s s nnssans 60

Appendix “SE” Employee AcknowledEemEnt. ... e s s s s 61

Appendix “5F" Record of AMendmMENTS ..o s 62

Appendix “5G" INCIdent REPOrt FOm T s e s s s s e e s sasssssse s 63

Kitasoo Xai’xais Nation



Preamble & Table of Contents Operations Manual

Section 6: Education/School Program

L [ T L e 2
6.02  Education/SCROO] PrOBIEM . e eiecresiesrenis s sre e sse s s msmss s smsrs s s sres e s rs e nseneesremsenssssnsnsssssansansansase 2
6.03 Education Department Organizational STructure v 2
6.04 Kitasoo Educational Authority (School CoOmMItEEE . 2
6.05 Education Department Job Descriptions . s e 2
LTI T 3
6.07 Kitasoo Educational Authority (School Committee) Meetings .. s 3
6.08 Education Department/School Program Financial INformation .........eeeeencnsesressessessssssesesnes 4
6.09 Education Department/School Program Service Delivery INformation ... s ssseeresesnes 4
6.10 Education Department/School Program CompPliance. . i sresessesssmssnssessassesssssssessesses 4
6.11 Education Department/School Program Policies and Procedures .......cweevecnmesressassesssssssessesnes 4
Appendix 6A: Education Department Organizational Chart ... e 5
Appendix 6B: Kitasoo Education Authority Terms of Refarence e srersss s e s en e 6
Appendix 6C: Job Description: Education Department Manager (School Principal) e cennsvenna, 12
Appendix 6D: Job Description: Kitasoo School Administrator. .. s 15
Appendix 6E: Job Description: TEACHET v e e ss e r s s ss e s e e s s e s erm s e e esm s e n e rrnnnnns 17
Appendix 6F: Job Description: Educational Assistant.......cceeecremn s s ves s e s 18
Appendix 6G: lob Description: Home School Coordinator ... vess s s ass e 20
Appendix 6H: lob Description: Cultural Education & Language Instructor v ceesccees e e e 21
Appendix 61: Job Description: Environmental Stewardship Program Leader ... cvesssccsssvssssseennans 23
Appendix 6J: Job Description: Janitor/CUsStOdian ... e e rr e re e e raeraesranan s s remsenns 26
Appendix 6K: Agenda Meeting of Kitasoo Educational AUthority cu e s e 27
Appendix 6L: Kitasoo Educational Authority Meeting Sample MInULES ... e e 28

Kitasoo Xai’xais Nation



Preamble & Table of Contents Operations Manual

Section 7: Health Services Department

R = oo 1 T 2
7.02  Health Department Organizational ... s s 2
7.03  Health S5ervices COMIMITEBE i s s s e e s ba s e s st s s assm e sres 2
7.04  Health Services Commitiee MEeetings v e s s s s s sseass s 2
7.05 Health Department Job DescriPtions. oo csere s s s s ss e rr s e s e ne e s s e e e mne srn e 2
F0G  HIFINE G PN e eeeeeirseeseismmensrmss s vrmmsssrammesssamsesssm es sammsssaamsessamsrsseamssananssssssssssenenssnsnesnrannas srnmennramnen srsmees 3
7.07 Health Department Financial INformation ... e s e e e s 4
7.028 Health Department Service Delivery Information ... e e s e e 4
7.05 Health Department Complianoe e s s e s s e s s srn e e mnen srn e 4
7.10 Health Program Internal Policies, Procedures and Multi Year Health Plan ... 4
7.11 Child Care Centre Internal Policies and Procedures . e s s s s sssssss e e 4
Appendix 7A: Health Department Organization Charf...i s s s e es 6
Appendix 7B: Health Services Committee Terms of Reference. ..o s sssesss s 5
Appendix 7C: Agenda Meeting of Kitasoo Health Services CoOmMmMitTeE. ... ivcrerverse e e s e s e 12
Appendix 7D: Kitasoo Health Services Committee Meeting Sample MiNULES.......ccvvvecevemrcves e svesssmresenans 13
Appendix 7E: Job Description: Health Department Manager. ... e rrerrrernseesmnsessssnsssms e s ssessssressenss 15
Appendix 7F: Job Description: Community HEalth RED ... e rssrrss s srsns s s s mas s sm s s 18
Appendix 7G: Job Description: Home & Community Care NUFSE ....vevievecererseeasinsssssnssssmsasses nnsssssnmses snnss 20
Appendix 7H: Job Description: Drug & Alcohol Counsellor [NMADAP) ... e rerearsesssssas e srmsassnm s snnss 22
Appendix 71: Job Description: Recreation Coordinator . s 25
Appendix 7K: Job Description: Health Clinic Receptionist/CIErk .....u e eerrsceeissss e sre e e eressas e 30
Appendix 7L: Job Description:  Health Clinic Janitor/Custodian ......eeesssmsmsmmim s s sssssase e 32
Appendix 7M: Job Description: Child Care Centre SUPerviSor. s s s 33
Appendix 7N: Job Description: Child Care Provider. ... ieecisseesssssssssssssssssnssssssssssssases snnssassnmses snnss 36
Appendix 70: Job Description: Child Care Centre COOK ....coiceeisreerisrsssssrsessssnssssssnssssas es nnsssssnmses snnss 38
Appendix 7P: Job Description: Early Childhood EJUcator [ECE] .....cvevirrererernrressnrssssssmssssasses nnsssssnmressnnss 39
Appendix 7Q: Job Description: Child Care Centre Janitor/CUstodian. ..o ecieceeisese e sre e s sessas e 41
Appendix R: Multi Year HEalth PIAn ... e esses s s sssssssssssssssnsssssnsssssnssssssns e nnssassmses nnss 44
Appendix 5: Child Care Centre Internal Policies & Procedures.... s 53
Appendix T: After School Care Program Staff Operational Directives s s 57

Kitasoo Xai’xais Nation



Preamble & Table of Contents Operations Manual

Section 8: Housing & Public Works

B.01  Housing & PUblic WWorKs PrOm M., e ramses s as s et s s amas s saa s e s pammaa s sassrn st s s e bmmnanan 2
8.02 Housing & Public Works Department Organizational Structure.. s 2
L0 o Fa T T Ty T g T 2
8.04 Housing Committee Meetings i e s s s 2
8.05 Housing & Public Works Department JoD. ... e sssessssssss s snessss s ssssssssses s ssasssnsssssessas 2
B.00  HiFINZ B FITINE crvreeierrssmresrasnserrssassssssssssesrasses srssnessesssssnss mssas sossassssnesansnsrsaseassns s ssesmssnnessrnsansnnssnsenan 3
8.07 Housing & Public Works Department Financial Information ... s 3
8.08 Housing & Public Works Department Service Delivery Information ... eesvses s sesssssssseens 3
8.05 Housing & Public Works Department CoOmPIance ... s s ss s snnss s 3
8.10 Housing Program Policies and ProcedUIES ... eerieeeisses e ssssssssssnsss s ssssssssssssssssssses s ssasssnssnssessan 3
Appendix A: Housing & Public Works Department Organizational Chart ... vccveesssser e s snesssseenas 5
Appendix B: Housing Committee Terms of Reference s s s ssesns 6
Appendix C: Agenda Meeting of Kitasoo Housing COmMMITEEE ... icccer e e see s ern s s 12
Appendix D: Kitasoo Housing Committee Meeting Sample MINUEES ... 13
Appendix 8E: lob Description: Housing & Public Works Department Manager. .. 15
Appendix 8F: Job Description: Housing Coordinaton ... eissessssssss s ssesssssses s ssssnssssssees 17
Appendix 8G: Job Description: Community Buildings Night Watchman ... 19
Appendix 8H: Job Description: Water Treatment Plant Operatorn. ... eerisessrnsisssssssssses s sssssssssssees 20
Appendix 8l: lob Description: Public Works Projects Maintenance Coordinalor ..., 22
Appendix 8G: Job Description: Garbage/Waste Removal Operator ... e seresreesessessessessssssnsess 23
Appendix 8G: Job Description: Waste Recovery Coordinatorn ..o ssesssssses s sssnssssssees 24

Section 9: Social Development Program

9.01  SOCIEl DEVElOPIIENT . s ccer s rress s s s s s s s e e s n e r e e s e e e e rn e e g nenraneennrnneanrnnanren 2
9.02 Social Development Program Organizational Structure ... es e sen s s 2
9.03 Social Development Program Job Descriptions ..o ccrsssssssssesssses s rsns s e s sssssessssssnssssssssnsses 2
.04 HIFINZ & FIMNE coveirieeesnesesssrsssssrsnssssessssssssssrsnsssssssssssssssssssnssssssssassssnsanssnseasssnssasssssensssnsssssnnessrsnssnsres 2
9.05 Social Development Program Financial Information ... ses e esssnnes 2
9.06 Social Development Program Service Delivery Information..... e sresssses s sesssssesssnnes 2
9.07  Social Development PrOGTEITI oo s srrsssssesssssressssssnsssssssssssssssassssssasssnssssssssassssssssssnsessssnssnsses 3
9.028 Social Development Program Policies and Procedures ....eeecceesssessssrensssssesssssssssssssssssssssssnsses 3
Appendix SA: Social Development Program Organizational Chart...... e sessss s ssnnes 4
Appendix SB: lob Description: Social Development Coordinator....c s sessss s ssssses 5
Appendix C: Job Description: HOME MEKET .. cressssesssssenssss s s srssssssssssssssnssssssssssssssssssenssssssssansses 7

Kitasoo Xai’xais Nation



Preamble & Table of Contents Operations Manual

Section 10: Resource Stewardship Authority & Fisheries

10.01 Resource Stewardship Authority & Fisheries Departments s 2
10.02 Resource Stewardship Authority & Fisheries Departments Organizational Structure ... 2
10.03 Kitasoo Xai'xais Integrated Resource Stewardship Authority Committee.......ocveevieveersssceersnnnenras 2
10.04  Kitasoo Xai'xais Integrated Resource Stewardship Authority Committee Meetings.......oeevinaeen. 2
10.05 Resource Stewardship Authaority & Fisheries Departments Job Descriptions ... 3
10.06 HITTNE B FITINIT 1eoveveerineeesnnscrsmsssssesas s s sssssn s sases sesas mamne s e snansrs saea ernmaesnrn s aensne e anae se s enmenanenssannenran 3
10.07 Resource Stewardship Authority & Fisheries Departments Financial Information —.....cccceveveenas 3
10.08 Resource Stewardship Authority & Fisheries Departments Service Delivery Information........... 4
10.09 Resource Stewardship Authority & Fisheries Departments Compliance.. .. ernseesssneeas 4
Appendix A: Resource Stewardship Authority & Fisheries Departments Organizational Chart.......ccvvveee. 5
Appendix B: KXN Integrated Resource Stewardship Authority Committee Terms of Reference....oemmen. 6
Appendix C: KXN Integrated Resource Stewardship Authority Committee Meeting Agenda....evveeininan 11
Appendix D: KXN Integrated Resource Stewardship Authority Committee Meeting Sample Minutes......12
Appendix 10E: Job Description: Resource Stewardship Authority Department Manager ......cvveeeevvevenneens 14
Appendix 10F: Job Description: Marine Use Planning Implementation Coordinator (Community
LT T T S 17
Appendix 10G: Job Description: Referral Coordinator v s s s s 20
Appendix 10H: Job Description: Salmon Enhancement Program (SEP) Operations Supervisor ... 21
Appendix 1IF: Job Description: Salmon Enhancement Program (SEP) Operations Assistant .....ccevveeveenee 23
Appendix 10): Job Description:  Fish CUlTUMST {SEP) uuveeivvees e iessensrsssnssssresssssse s sssnssssssnsssrsnassrsmssssnns ssssnes 25
Appendix 10K: Job Description: Co-Management Salmon Program SUpPervisor . s 27
Appendix 10L: Job Description: Co-Management Salmon Program Assistant Technician ..o, 29
Appendix 10M: Job Description: Co-Management Shellfish Program SUperviSor. ... eseesresssnen: 31
Appendix 10N: Job Description: Land & Marine Watchman SUpPErviSor .o vreerrsssemrssnessrsmssssssssssnns 33

Kitasoo Xai’xais Nation



Preamble & Table of Contents Operations Manual

Section 11: Code of Conduct & Managing Conflicts of Interest

11.01 Code of Conduct for EMPIOYEES tieisiisi s s ssssssssss s s asssss s 3
11.02 Code of Conduct for Councillors and Committee Members...... .. 3
11.03 Conflict of Interest INtroduction .. ————— 4
11.04 I gL 4
11.05 Examples of Conflict of INEErest. e ranr e s s e s e v mnn e n e nn 5
11.06 Conflict of Interest Declarations at Hiring and Election.....ccoccvivecis e cescven e n e 6
11.07  Conflict of Interest Requirements for EMployees. . s e 7
11.08 Breach of Conflict of Interest Policy by Employeas. .. s s 8
11.09  Conflict of Interest Requirements for Council and Committee Members...c e 8
11.10 Preserving Quorum with Conflict of Interast Rulas ..., 10
11.11 Breach of Code of Ethics or Conflict of Interest Policy by Councillors ... 11
11.12 Breach of Code of Ethics or Conflict of Interest Policy by Committee Members. ... 11
11.13 Oath for CoUNCIllOr . s s s 12
11.14  Oath for CoOmMMITEEe IMEMDET .. s s s s s s s s e s s 12
Appendix 11A: Oath of Office & Confidentiality (For o Councillor] ... s, 13
Appendix 11B: Oath of Office & Confidentiality (For a Commitiee Member) ... vvevircveenssvemcnsnnan, 14
Appendix 11C: Kitasoo Xai'xais Nation — Conflict of Interest Declaration FOrm......ccccvvcevemnnsvemcenna, 15

Kitasoo Xai’xais Nation



