For all political appointee positions requiring confirmation by the Tribal Council,
including all political appointee positions in existence at the time of the effective date of this
Policy, a person may serve in an “acting” role for no more than 180 days, except where the
Tribal Council has not taken action on a nomination within that timeframe, in which case the
time period in an “acting role” shall be tolled from the date the nomination was submitted to the
Tribal Council for confirmation.

IX.  ATTENDANCE AND PUNCTUALITY

The normal workweek is 40 hours, Saturday through Friday, at all tribal locations
unless otherwise specified and approved by the Chief. Daily hours are from 8:00 a.m. to 4:30
p.m. with a one-hour lunch break between 12:00 and 1:00 p.m., unless otherwise decided by
the Chief. Individuals may alter this schedule by prior agreement with their supervisors,
provided the regularly scheduled hours are worked each week. Some positions may require
employees to work nights and weekends.

All employees must report to work as scheduled. If you must be absent or tardy, you must
notify your supervisor in advance of the anticipated tardiness or absence. If you cannot provide
advance notice, call your supervisor as soon as possible, but in no event later than 30 minutes
after your scheduled start time. You also may be required to submit documentation of the reason
for your tardiness or absence.

Any employee absent from work for a period of two (2) consecutive workdays, without
daily notification to your supervisor of the reasons for the absence, will be considered as having
voluntarily resigned. It is not sufficient to leave a voice mail message; you must personally
contact your supervisor. If for any reason you are unable to contact your supervisor personally,
then you must contact your supervisor’s superior. In the rare case where neither can be contacted
personally, you must leave your supervisor a voice mail message, stating the date and time you
called, the reason for your absence, and where and how you can be reached.

In the event of an emergency situation (hurricane, flood, and severe weather) you should
monitor media outlets including the Tribal website to determine if your specific work location is
open for business. If you do not locate this information through media outlets, contact your
supervisor. If you cannot reach your supervisor, contact the Office of Human Resources. If your
work location is open for business, MBCI expects you to report to work if possible. If you are
unable to report to work, you still must contact your supervisor to inform him or her why you are
unable to report to work. MBCI will make every effort to make public notifications regarding
closures in emergency situations through the media or Tribal website.

X. COMPENSATION
Salaries will be paid biweekly on Thursday with a two-week lag in reimbursement. All
supervisors will submit two-week time sheets prior to each pay period for each nonexempt

employee under their supervision and for exempt employees who take leave during the pay
period.
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