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62 BIAM ll.48B(l)(c) 

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

(4) Pay Levels 04-09. Pay Levels 04 through 09 are comparable with
the hourly rates of the GS-10 through GS-15 of the General Schedule. 

(a) Pay Level 04: The base increment 01 and increment 21 are
comparable to GS-10 Steps 1 and 10 of the General Schedule respectively. 

(b) Pay Level 05: The base increment 01 and increment 21 are
comparable to GS-11 Steps 1 and 10 of the General Schedule respectively. 

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

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

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

(f) Pay Level 09: The base increment 01 and increment 21 are
comparable to the GS-15 Steps 1 and 10 of the General Schedule respectively. 

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

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

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

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

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

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

Level 14 Masters degree in education or related field 

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

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

Level 17 - Earned doctorate in education or related field 

(3) The OIEP Counselors Pay Schedule consists of four pay levels,
21-24. Placement in each level is determined by the employee's education 
level. Master's degrees must be in counseling or a related field. Alternately, 

 a master's degree in any field including 24 graduate semester hours in
guidance and counseling will be accepted as a substitute for a master's degree
in counseling; none of the hours used to meet this alternate requirement will
be counted as additional hours (above the master's degree) even if they are
credited by the university as graduate hours. Graduate hours above the
master's degree must be in counseling or a related field (such as substance
abuse) in order to be credited. The education levels are as follows:

Level 21 - Masters degree in counseling or related field 

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

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

Level 24 - Earned doctorate in counseling or related field 

11.49 Determination of Pay Increments. 

A. Limitations of Pay. A position may be subject to specific pay
limitations within the appropriate pay level. Any such limitations shall be 
included in the Job Category and Qualifications standard. No other limitations 
apply. 
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Factors affecting all pay schedules. 

(1) Education and Training.

62 BIAM 11.49B 

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

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

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

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

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

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

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

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

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

(a) For experience gained in a school setting in school year
position, such as classroom and dormitory positions, prior experience will be 
credited for school year employment of 24 consecutive weeks or more. A full 
school year appointment of at least 36 consecutive weeks in administrative 
positions may be credited as a year's service for applicants being rated for 
year long positions. 

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

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

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

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

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

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

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

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

- Prior experience
- Contract renewal incentive
- Incentives for education

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

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

(2) Prior Experience. As described in ll.49B(2).

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

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

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

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

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

High School diploma or GED 

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

45 semester hours or equivalent 

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

96 semester hours OR masters license 

B.S. Degree or 135 semester hours 
or equivalent 

62 BIAM ll.49C(3)(b) 

3 increments 

4 increments 

5 increments 

6 increments 

7 increments 

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

15 semester hours or equivalent l increment

30 semester hours OR journeyman license 2 increments 

45 semester hours or equivalent 3 increments 

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

96 semester hours or equivalent 5 increments 

B.S. Degree or 135 semester hours 
or equivalent 6 increments 

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

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

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

B.S. degree or journeyman's license 
plus 45 semester hours OR 

Masters degree in related field OR 
Masters license 

Masters degree or master's license 
plus 15 semester hours 
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Masters degree or master's license 
plus 30 semester hours OR 

Completion of approved university 

62 BIAM ll.49C(3)(d) 

six-year program 5 increments 

Masters degree or master's license 
plus 45 semester hours OR 

Completion of six-year program plus 
15 semester hours 

Earned doctoral degree 

6 increments 

7 increments 

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

Masters degree plus 15 semester 

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

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

Earned doctoral degree 

l increment

2 increments 

3 increments 

4 increments 

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

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

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

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

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

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

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

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

B. Administrative error.

C. Establishment or change of a staffirtg differential under 62 BIAM
11. 52.

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

E. If an employee is selected by means of a multiple pay level job
announcement, the employee may not be advanced in his/her position until the 
next contract renewal after meeting all the requirements for the next higher 
pay level. This may result in an individual spending more than one contract 
term at the lower level. 

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

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

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

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

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

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

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

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

(1) Requirements for all differentials:

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

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

(c) Compensation being paid for comparable positions in the
nearest public school(s) that is(are) the primary competitor(s) for 
well-qualified educators. In this regard, compensation includes all direct and 
indirect payments, such as base pay, housing provided by public school 

·districts, and other pay or pay-related benefits.
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(d) The specific staffing differential that is being
requested. This is a percentage of the base pay. Not every position at a 
school needs to be included in the request. In fact, it would be rare for 
every position at a school to qualify for the staffing differential. 

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

(2) Additional requirements for recruitment differentials:

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

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

(3) Additional requirements for retention differentials:

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

55 



BUREAU OF INDIAN AFFAIRS MANUAL 
EDUCATION 

Education Contract Personnel 

out during the regular work day. 

62 BIAM 11.54B 

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

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

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

(2) in a lump sum paid the pay period following the completion of
the activity. 

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

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

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

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

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

C. The limitations of the top pay increment or step of each pay level
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will not be exceeded, except for those employees with staffing differentials 
under 11. 52. 

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

A. Education Pay Schedule.

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

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

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

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

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

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

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

11.57 Movement Between Pay Schedules. Generally, contract employees appointed 
to a new position under a different pay schedule are treated as new hires and 
"saved pay" provisions do not apply. Where applicable, the provisions of 11. 52 
may apply. 

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

--

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

11.59 Movement Between Levels on the OIEP Teacher/Homeliving Specialist and 
Counselor Pay Schedules. 

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

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

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

11.60 Credited Benefits for Current or Former Federal Employees. 

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

B. Credited Benefits for Current or Former Federal Employees.

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

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

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

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

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

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

11.62 Types of Leave. 

A. Personal Leave applies only to school-year employees. Full time
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school year employees receive 40 hours of personal leave. Part-time employees 
scheduled for more than 20 hours per week, and intermittent employees who work 
a regular schedule of more than 20 hours per week for at least 16 consecutive 
weeks, receive 20 hours of personal leave. This leave is credited provided the 
length of the contract exceeds 24 weeks. No liquidation or carry over of this 
leave is authorized. 

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

(2) Procedures:

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

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

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

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

(2) Procedures:

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

This leave is not in addition to personal, vacation, annual (as 
described in 11. 62K), and sick leave, but may include any cornbinatio.n of 
personal, vacation, annual (as described in 11.62K), sick and approved leave 
without pay. The amount of leave approved will be the minimum necessary to 
deal with the condition. 

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

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

G. Court Leave. Court leave is the authorized absence without charge
to other leave or loss of compensation granted to an employee for jury duty or 
as a non-official witness for the United States, District of Columbia, Tribe 
or other government Agencies. 

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

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

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

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

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

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

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

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

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

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

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

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

11.63 Applicability of Leave to Type of Appointment. 

A. School-Year Employees On Education Pay Schedule. The following
leave can be charged to school year employees: 

(1) Personal Leave
(2) Sick Leave
(3) School Vacation Leave
(4) Approved Leave Without Pay
(5) Family and Medical Leave
(6) Court.Leave
(7) Military Leave
(8) Administrative Leave
(9) Absence Without Leave (AWOL)

B. Teachers, Homeliving Specialists and Counselors. The following leave
may be charged to teachers, homeliving specialists and counselors paid on 
their pay schedules: 
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(1) Personal Leave
(2) Sick Leave
(3) Approved Leave Without Pay
(4) Family and Medical Leave
(5) Court Leave
(6) Military Leave
(7) Administrative Leave
(8) Absence Without Leave (AWOL)

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

(1) Annual leave (no personal leave)
(2) Sick Leave
(3) Approved Leave Without Pay
(4) Family and Medical Leave
(5) Court Leave
(6) Military Leave
(7) Administrative Leave
(8) Absence Without Leave (AWOL)

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

D. 

E. 

(1) Vacation Leave
(2) Sick Leave
(3) Approved Leave Without Pay
(4) Family and Medical Leave
(5) Court Leave
(6) Military Leave
(7) Administrative Leave
(8) Absence Without Leave (AWOL)

Intermittent Employees. Leave system does not apply. 

Part-Time Employees. 

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

(a) Court Leave
(bl Absence Without Leave (AWOL)
(c) Approved Leave Without Pay (LWOP)
(d) Family and Medical Leave

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

F. Short-Term Employees. The following leave can be charged to
short-term employees: 

(1) Court Leave
(2) Absence Without Leave (AWOL)
(3) Approved Leave Without Pay (LWOP)
(4) For school year employees on a short-term contract
during the previous school year, accrued Sick Leave.

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

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

A. Leave Pool. The sponsoring school or Education Line Office will
provide½ hour of leave per year per contract education employee in the leave 
sharing program at the site(s) served by the leave pool. The leave will be 
provided on the basis of the total contract employees on board on September 30 
of each year. Any leave remaining in the pool as of June 30 of each year may 
be carried over into the pool the following contract term, with a maximum of 1 
hour per eligible employee eligible to be carried over from one leave year to 
the next. 

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

C. Approval Process.

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

(2) Hours from the leave pool may be authorized as follows, with
priorities determined by the individual committees: 

67 



BUREAU OF INDIAN AFFAIRS MANUAL 
EDUCATION 

Education Contract Personnel 

62 BIAM ll.64C(2)(a) 

(a) Leave for .short-term Illness or Injury (less than three
weeks incapacitation). Up to 20 hours of shared leave per individual may be 
authorized for short-term illness or injury during any contract term. 

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

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

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

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

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

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

11.68 Performance Appraisal Policy. Performance management is a process by 
which individual and organizational goals are communicated to employees; 
individual and team accountability for accomplishing organizational goals is 
identified; individual and organizational performance is evaluated and 
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improved; and the results of performance management are used as a basis for 
appropriate personnel actions. Every Contract Education employee holding a 
year-long or school year contract shall be appraised at least annually based 
against predetermined performance elements and standards consistent with those· 
duties. In annual planning sessions, the employee may assist the supervisor 
in identifying critical results and performance indicators. At a minimum, 
progress reviews will be held once every three months during the employee's 
first contract term of 24 weeks or more, and annually thereafter during each 
subsequent contract term. 

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

11.70 Performance Appraisal Definitions. 

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

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

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

Performance indicators include quality, teamwork and customer satisfaction 
indicators . 

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

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

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

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

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

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

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

11.71 Performance Plan 

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

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

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

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

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

11.72 Progress Reviews 

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

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

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

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

11.73 Summary Rating 

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

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

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

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

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

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

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

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

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

K. The summary rating to be assigned an employee whenever a situation
arises which might otherwise prevent the timely appraisal of the employee 
(such as the late appointment of the employee or frequent change in 
supervisor) is "Results Achieved." The sole and intended purpose of the 
presumptive rating is to assure that all employees have a rating in their OPF. 
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The rating official will provide a copy of the s\llllmary rating to the 
employee and to the servicing Personnel Office after signature by the 
reviewing official. Summary ratings of record will be maintained in accordance 
with 5 CFR 293 for a period of four years. 

11.75 Linkage of Summary Rating to Other Personnel Actions 

A. Performance Awards

(1) An employee with a rating of record of "Results Achieved" who
is at the top increment of the pay level may receive a performance award of up 
to l½ per cent, a non-monetary award and/or a time off award. 

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

(3) To recommend a cash award up to l½ per cent of base pay, the
rating official needs only to complete a Cash Award Summary Sheet signed by 
the school principal or education line officer. For cash awards for more than 
l½ per cent, only the Cash Award Summary Sheet is required, but the form must
be signed by the education line officer.

B. Actions Based on Unacceptable Performance.

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

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

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

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

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

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

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

11.77 Responsibilities of Officials for Employee Discipline. 

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

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

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

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

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

(4) Reviewing disciplinary actions for conformance with
established procedures and assisting supervisory and operating officials in 
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(5) Participating in grievance or appeal proceedings as necessary.

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

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

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

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

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

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

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

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

D. All supervisors are responsible for:

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

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

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

(4) Participating in grievance or appeal proceedings as necessary.
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(1) Performing their assigned duties conscientiously, competently,
and professionally; 

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

11.78 Level of Authority to Take Disciplinary Action. 

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

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

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

11.79 Determining the Disciplinary Action. 

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

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

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

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

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

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

A. Informal Disciplinary Actions.

(1) An oral admonishment is a conference between a supervisor and
an employee. It is the least formal and least severe type of disciplinary 
action, having no procedural requirements, no prescribed format, and a high 
degree of flexibility. As a result of these characteristics, it should be 
applicable to many disciplinary situations and should produce the desired 
change in employee behavior, particularly when the employee has no previous 
history of violations. This is often the first step after a deficiency is 
noticed. The immediate supervisor will privately inform the employee that 
he/she is being orally admonished; bring the undesired conduct and/or 
performance to the employee's attention; explain to the employee what is 
expected of him/her; give him/her the opportunity to improve; and mention of 
the possible actions that will result if the unsatisfactory conduct and/or 
performance continues. The supervisor should keep a summary of the discussion 
on file for up to one year. 
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(2) A written warning is a notice given to an employee whose
actions warrant a more severe disciplinary action than merely an oral 
admonishment. The warning will be in the form of a letter explaining 
specifically and in detail what took place by date, time and nature of 
offense. It will advise the employee that a copy and any written response or 
explanation that he/she may make will be retained up to one year by the 
supervisor. 

B. Formal Corrective Action.

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

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

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

(a) Discharge for cause;
(b) Discharge for unacceptable performance.

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

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

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

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

(a) In determining whether a warning should be withdrawn
early, consideration should be given to the fact that a removed or withdrawn 
warning memorandum may not be used to support future charges. 

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

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

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

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

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

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

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

(1) Procedure.

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

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

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

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

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

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

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

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

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

(2) Employee's Response. The employee will be allowed a reasonable
amount of official time, NTE eight hours, in which to prepare a response. The 
employee will have the right to respond orally, or in writing. 
The management official who will make the final decision on the proposed 
suspension will hear the employees's oral response and will receive and review 
the employee's written response. If the employee responds, the supervisor or 
management official will consider the response before reaching a decision on 
the proposed suspension. 

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

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

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

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

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

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

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

D. Discharge.

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

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

(3) Discharge Procedure. The procedures set forth are to be
utilized for both Discharge for Cause and for Unacceptable Performance. This 
procedure does not apply to separation during probationary period or to 
contract non-renewal. 

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

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

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

(iii) The school supervisor initiating a discharge
action may appeal the Board's determination within 10 calendar days of receipt 
to the Education Line Officer. The Education Line Officer initiating a 
discharge may appeal the Board's determination within 10 calendar days of 
receipt to the Director. Within 20 calendar days following the receipt of an 
appeal, the reviewing official may, for good cause, reverse the School Board's 
determination by a notice in writing to the Board. Failure to act within such 
20 calendar days will have the effect of approving the Board's determination. 
The decision of the Education Line Officer or Director, as appropriate, is 
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(b) Proposal to Discharge. The supervisor or official
delegated authority to propose discharge will notify the employee by letter 
that discharge is being proposed. The employee will be given not less than 30 
calendar days advance written notice of the proposed action. Where possible, 
the notice will be delivered personally to the employee and a written 
acknowledgment of its receipt will be obtained. This shall not prohibit the 
exclusion of the individual from the education facility in cases where 
exclusion is required for the safety of the students or the orderly operation 
of the facility. 

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

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

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

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

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

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

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

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

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

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

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

(bl The effective date of the decision will be identified. 

(cl The decision will include a statement to the effect that 
the employee responded and that the response was considered, or that no 
response was received, as the case may be. If the employee responds orally and 
in writing, the decision will mention both responses and will reflect an 
analysis of the replies as related to each of the charges. The absence of an 
employee response will not be construed as an admission of guilt. 
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(d) The decision will tell the employee specifically of the
appeal rights to the discharge, the time limits governing the appeal and where 
information may be obtained on how to pursue such appeal. It will include the 
name and phone number of the individual to contact regarding these procedures. 

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

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

(g) The proof of acknowledgment will be obtained.

E. Other Separations.

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

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

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

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

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

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

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

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

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

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

11.82 Employee Grievance Policy. 

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

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

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

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

11.83 Employees Covered. The grievance procedure is available to all 
employees except those covered under negotiated agreements and status quo 
employees covered under 370 DM 771.3. 

11.84 Grievance Coverage. 

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

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

(l) A decision which is appealable to the Merit Systems Protection
Board or subject to final administrative review by the Office of Personnel 
Management or other appropriate authority outside the Department; 

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

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

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

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

(7) An informal warning or notice of an action which, if effected,
would be covered under the grievance system or excluded from coverage by 
paragraph 11.86B of this section; 

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

(9) Separation during any probationary period;

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

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

(12) Removal of a conditional contract employee;

(13) An audit or investigation being made of any employee by the
Office of Inspector General; the Attorney General; Department of Justice; or 
the Special Counsel, MSPB; or at the direction of the Director. 

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

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

(16) Failure of employee to maintain required state certification
resulting in termination or non-renewal of contract; 

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

(19) A reprimand letter not removed from the OPF prior to 
expiration date. 

11.85 Responsibilities of Officials on Employee Grievances. 

A. The Director will be responsible for:

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

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

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

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

B. The Education Line Officer will be responsible for:

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

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

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

(4) Determining acceptability of a formal grievance.

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

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

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

(1) Reviewing the grievance received for acceptance or rejection;
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resolving informal grievances if possible and responding in writing to the 
grievant including the reason for the decision. 

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

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

(4) Maintaining all grievance files at the school level.

D. Supervisors will be responsible for:

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

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

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

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

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

F. Employees who file grievances will be responsible for:

(1) complying with appropriate time limits established herein,

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

(3) specifying the personal relief being requested and

(4) designating their representations in writing, if any.

11.86 Definitions for Employee Grievances. 

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

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

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

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

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

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

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

A. Prompt and fair consideration of each grievance.

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

c. Assurance .to the grievant of:

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

(2) The right to be accompanied, represented, and advised by a
representative of his or her own choosing, except that management may disallow 
the choice of an individual as a representative which would result in a 
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conflict of interest or position, which would conflict with the priority needs 
of the agency, or which would give rise to unreasonable costs to the 
Government; 

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

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

D. Assurance to the employee's representative of:

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

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

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

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

11.88 Grievance Rights and Procedures. 

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

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

(2) If the employee is in active status, a reasonable amount of
official time, not to exceed eight hours, will be granted to present the 
grievance. If a representative is chosen who is also covered by this 
directive, who would otherwise be in a duty status, the representative will 
also be granted a reasonable amount of official time, not to exceed eight 
hours. The Education Line Officer may disallow an employee's representative, 
whose activities as representative would cause a conflict of interest or an 
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employee whose release from his/her official position would give rise to 
unreasonable costs to the Government or whose priority work assignment 
precludes his/her release from official duties. 

(3) The employee, in preparing and presenting a grievance, will be
entitled to communicate with and seek advice from management officials who 
have been designated by the supervisor as having responsibility for providing 
such assistance. These sources provide procedural advice and factual 
information on subject matters for which they are responsible, but do not 
address the merits of a grievance. 

B. When a unit of exclusive recognition exists, the negotiated
grievance procedure will be the only procedure available to a covered employee 
for resolving grievances within its coverage. 

C. The deadline for initial filing of a grievance may be extended by
the management official receiving the grievance, upon written request by the 
employee stating the reasons. 

D. Cancellation or Termination of Grievance Processing.

(1) A supervisor will cancel or terminate an informal grievance
only when requested by the employee or if an informal agreement is reached. 

(2) The appropriate management official will cancel or terminate a
formal grievance: 

(a) At the employee's request;

(b) When the employee's employment terminates, unless the
relief sought by the employee involves a· pay issue; 

(c) Upon the employee's death unless the grievance involves
a question of pay; 

(d) If the employee does not furnish the required
information and does not proceed with the advancement of the grievance within 
specified time limits; or 

(e) When the specific relief requested by the employee is
granted. 

11.89 Informal Grievance Procedure (Step 1). 

A. Presenting the Grievance.

(1) An employee may present a informal grievance, subject to

93 



BUREAU OF INDIAN AFFAIRS MANUAL 

section 11.86B. 

EDUCATION 
Education Contract Personnel 

62 BIAM ll.89A(2) 

(2) The employee must present an informal grievance within 10 days
of the date of the specific act or occurrence or the date he/she became aware 
of it; a grievance must concern a particular act. 

(3) The employee will present the informal grievance in writing
for consideration. Informal grievances will be submitted to the employee's 
immediate supervisor (if the informal grievance involves the immediate or 
first line supervisor, it may be submitted to the next higher level of 
supervision). 

(4) Informal grievances will not be initially submitted to the
official who would make the final decision under this directive. The employee 
and his/her immediate supervisor are encouraged to settle informally prior to 
the employee filing a formal written grievance. The informal procedure will be 
completed before a formal grievance can be accepted by the next higher level 
supervisor. 

(5) An employee will ensure that the supervisor is aware that a
grievance has been presented, as opposed to a general complaint or an informal 
request for information or counseling. 

(6) A grievance will not be rejected in the informal stage for any
reason. 

B. Consideration. The supervisor who receives the informal grievance
will attempt to resolve it by discussing it with the employee and 
investigating the charges. The supervisor will notify the employee of the 
action taken within seven calendar days and tell the employee that if the 
sqlution is not satisfactory the employ_ee may present a formal grievance 
within seven calendar days. The supervisor's response will be in writing and 
will include the reason(s) for the decision. 

11.90 Formal Grievance Procedure {Step 2). 

A. Presenting the Grievance. If the employee is not satisfied with
the result of the informal procedure, he/she may present a formal grievance 
within seven calendar days of the date of receiving the supervisor's response 
concerning the informally presented grievance. 

(1) If the grievance concerns an action effected through an
advanced written notice, with a right to reply and final written decision, the 
grievance will be presented formally, without first following informal 
procedures. Such formal grievances will be submitted no later than 10 calendar 
days after the effective date of the action. 
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(2) The formal grievance will be submitted (in writing through the
immediate supervisor) on Form 5-6234, OIEP Grievance Form as shown in 
Illustration 37, to the school supervisor or, for school supervisors and 
Education Line Office employees, to the Education Line Officer. 

(3) The grievance will include the name of the employee and 
representative, if any; the employee's position title and the organizational 
entity to which assigned; sufficient detail to identify and clarify the basis
for the grievance (times, dates, names, place, and other pertinent data); a 
copy of the notice of decision on the informal grievance, or a statement to 
the effect that no notice was furnished in the allotted time; and a specific
statement of the personal relief requested by the employee; employee's 
signature and date. 

B. Acceptance or Rejection of the Grievance at Step 2.

(1) If the informal procedure has not been followed, the 
supervisor will return the grievance to the employee with advice that the
grievance must first follow the informal procedure. 

(2) If the grievance is not properly presented, the grievance will
be returned to the employee for correction; the employee must then resubmit 
the grievance within three calendar days to continue the grievance procedure. 

(3) If untimely, the supervisor will reject it and inform the
employee in writing of a right to appeal the rejection to the next higher
supervisor. 

(4) If the matter is inappropriate for consideration under these
guidelines, the supervisor will reject it and inform the employee in writing
of the reasons for rejection and of the right to appeal the rejection to the
next higher level of supervision. 

(5) If the grievance is considered properly submitted, the 
supervisor will inform the employee in writing of its acceptance as a formal
grievance. 

(6) A grievance file must be established for each grievance 
accepted under the formal procedure. The file will be maintained and disclosed
consistent with the Privacy Act and the Freedom of Information Act. The 
grievance file established is available to the employee and representative and
must not contain any document that is not pertinent to the grievance. 

C. Decision at Step 2.

(1) The supervisor receiving the grievance will attempt to resolve
the formally presented grievance and will notify the employee in writing of 
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the decision, the reasons for the decision and the action to be taken, if any, 
within 20 calendar days of the receipt of the grievance. The employee then has 
seven calendar days from the date notified of the decision at Step 2 to 
forward the grievance to the Education Line Officer or Director, as 
appropriate. 

(2) If the grievance does not involve a loss of pay to that
employee, the Education Line Officer orDirector, as appropriate, will review 
the entire file and notify the grievant in writing of his/her concurrence or 
non-concurrence with the supervisor's decision within seven calendar days. The 
decision of the Education Line Officer or Director is final and not subject to 
further review. If the Education Line Officer is the Supervisor receiving the 
formal grievance, the review will be made by the Director, who will render a 
final decision which will not be subject to further review. 

(3) If the grievance involves a loss of pay to the grievant, the
Education Line Officer or Director may request/assign a grievance examiner 
within seven days of receipt of the employee's grievance to hear testimony 
and/or review the files in the grievance. 

D. Grievance Examiner. When the grievance examiner begins the inquiry
on an employee grievance, a copy of the grievance file will be given to the 
examiner. The grievance file will be the official record of the grievance 
proceedings and will contain all documents related to the grievance. The 
grievance examiner will be asked to conduct an inquiry into the grievance, 
complete the grievance file, and submit a report of findings and 
recommendations to the deciding official within 30 calendar days of assignment 
of the grievance. 

E. Decision on the Grievance (Step 3).

(1) The Education Line Officer or Director, as appropriate, will
determine the acceptance or non-acceptance of the examiner's recommendations 
and will notify the employee or employee representative of the final decision 
within 14 calendar days of the receipt of the report. This decision is not 
subject to further administrative review. 

(2) When the Education Line Officer or Director is directly
involved either as a proposing or deciding official, the final decision for 
acceptance or non-acceptance of the examiners recommendation will be the 
responsibility of the Director. The Director will notify the employee or the 
representative of the final decision within 14 calendar days of the receipt of 
the report. This decision is not subject to further administrative review. 
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