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PERSONNEL POLICIES AND PROCEDURES MANUAL 
 
SECTION II - RECRUITING 
 
 A. RECRUITING 

1. Recruiting Strategy 
a. The Oneida Tribe shall implement a Recruiting Strategy to increase the potential for 

hiring the best-qualified and most capable employees possible. 
1) The Recruiting Strategy shall target as the first priority applicants in accordance 

with the Oneida and Indian Preference Policy. 
2) The Recruiting Strategy shall have a nationwide focus and will use: 

a) The Kalihwisaks (national distribution); 
b) The Oneida Higher Education Office's network of post-secondary school 

students; 
c) Local and regional media and public employment agencies. 

2. Applicant Pool 
a. The Oneida Tribe shall establish and maintain an Applicant Pool consisting of 

individuals who have expressed an interest in working for the Oneida Tribe. 
1) The Applicant Pool will consist of files containing: 

a) A Tribal Application Form; 
b) A summary of career goals and job preferences. 

2) The Applicant Pool will be regularly reviewed to: 
a) Update individual files: 
b) Remove files where indicated. 

3) The Applicant Pool will be cross-referenced by job preferences. 
a) Notices of job vacancies and an Application Form will be sent to all Applicant 

Pool members as appropriate. 
4) All Applicant Pool members shall have the right to review and update their file 

upon request. 
5) Applicant Pool members shall be apprised of the Tribe's Indian Preference Policy. 

 
B. LABOR POOLS 

1. Supervisors that wish to establish a job classification as a Labor Pool Position will work 
with the HRD to establish the job classification. 

2. Each Labor Pool Position shall be advertised as on-going recruitment pool. The HRD shall 
maintain an updated list of qualified candidates for each Labor Pool Position. 

3. The HRD will accept all job applications and verify that each applicant is qualified 
according to the established job description.  All qualified applicants will then be placed 
in a pool according to the Tribe's Oneida and Indian Preference Policy and the date the 
application was received.  All applicants will be notified of acceptance into or rejection 
from the pool. 

a. PRESCREENING OF LABOR POOL POSITIONS   HR Interp 11-13-12Applicants who were 
previously employed by the Oneida Tribe and were terminated for reasons of 
misconduct or performance issues will be screened out for a period of twelve (12) 
months following the date of discharge. 

4. The HRD will keep an updated list of qualified applicants for each job position. 
5. When a vacancy occurs in a Labor Pool Position, the supervisor will notify the HRD of the 

position to be filled.  The HRD Office shall then refer the top three (3) applicants to the 

https://oneida-nsn.gov/oneida-nation-employee-manual/hr-interp-11-13-12-defining-misconduct/
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immediate supervisor.  The top three applicants shall be based first on the Oneida and 
Indian Preference Policy and, second, the date an application was received.  The 
immediate supervisor will notify the HRD of their selection and the HRD will then offer 
the position to the applicant.  After the position is filled, all ranked candidates will move 

up on the list.   HR Interp 7-11-13 

6. If the applicant refuses the position, the HRD Office will then offer it to the next applicant 
until the position is filled. 

7. If the applicant refuses the job, the applicant may withdraw from the Labor Pool or, if he 
or she declines to withdraw from the Labor Pool, the date of refusal will be considered 
the date the application was received and the applicant will be placed in the Labor Pool 
list according to B.3. 

8. Indian (Oneida) Preference will be adhered to in all hiring decisions. 
 

C. EMERGENCY/TEMPORARY POSITIONS 
1. The HRD will periodically recruit individuals who are interested in filling temporary 

positions which consist of the following classifications: 
a. Emergency/Temp 
b. Limited Term 
c. Seasonal 
d. Substitute/Relief 
e. Youth Worker 
f. Student/Intern 

2. Creation of Positions 
a. Creation of positions in the above Temporary Employee Classifications will require 

that these positions be budgeted for the current fiscal year, or proof through 
documentation that the budget is adequate to incorporate these positions. 

b. The positions must be developed in conjunction with the HRD; assuring that all 
Policies and Procedures are adhered to.  Creation of temporary classification requires 
the approval of the Director, Area Manager, and HRD Manager, or elected official of 
the Oneida Tribe. 

c. All newly created temporary positions must be processed through the Wage and 
Salary system before a position can be filled with a temporary employee. 

3. Recruitment/Selection 
a. Recruitment/selection of applicants for all temporary positions requires a completed 

Temporary Personnel Requisition form with an updated job description attached. 
b. The HRD will provide a list of qualified candidates according to the job descriptions 

to the immediate supervisor.  The immediate supervisor will select from the approved 
list adhering to Indian Preference. 

c. The HRD will contact the selected candidate and offer the position, following the 
proper procedures to put the incumbent on payroll. 

d. The selected candidate will sign a statement accepting conditions of temporary 
employment, and length of employment where applicable. 

e. Temporary employees will be paid within the Grade in which the job is classified and 
salary will be negotiated within the first three (3) steps of respective grade. 
1) Any negotiated salary beyond step three will require written justification and 

approval form the respective General Manager.  HR Interp 12-8-16 

f. Temporary employees are welcome to apply for any regular position within the Tribe 
that becomes available during the term of their employment. 

g. Temporary employees that are terminated due to documented cause will have the 

https://oneida-nsn.gov/oneida-nation-employee-manual/hr-interp-7-11-13-labor-pools/
https://oneida-nsn.gov/oneida-nation-employee-manual/hr-interp-12-8-16-general-manager-as-used-in-oppp/
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right to the appeal process as outlined in the Personnel Policies and Procedures. 
h. All temporary employees are subject to lay-off based upon department job needs 

and budgets. HR Interp 11-25-13 

i. Supervisors are required to do proficient planning within their respective span of 
control; as such they must also enforce separation dates and will be monitored by 
HRD for compliance. 

j. Supervisors must select the most appropriate category of classification for the job. 
1) Moving from one classification to another is prohibited. 

4. Benefits 
a. The following employee classifications will be eligible for benefits as defined in the 

section of the Personnel Policies and Procedures as medical, dental, vacation and 
personal accrual, holiday pay, premium pay. 
1) Limited Term 
2) Seasonal 

b. The following employee classifications will be eligible for benefits as defined in this 
section of the Personnel Policies and Procedures as Mandatory Benefits and Holiday 
pay. 
1) Emergency/Temporary 
2) Substitute/Relief 
3) Seasonal Worker (only during their first season) 

c. The following employee classifications will be eligible for benefits as defined in this 
section of the Personnel Policies and Procedures as Mandatory Benefits. 
1) Youth Worker 
2) Student/Intern 

 

https://oneida-nsn.gov/oneida-nation-employee-manual/hr-interp-11-25-13-temporary-employees-termed-for-cause/

