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1. PURPOSE          

To ensure the Oneida Election Board has adequate coverage for Elections and GTC duties.  

 

2. DEFINITIONS 

2.1 Alternate:  An individual selected by the Election Board and appointed by the Business 

Committee to serve on the Election Board during an election cycle (in accordance to 

Oneida Election Law). 

2.1.1  Election Official: Designated to carry out duties as assigned by OEB during an 

election until the election results have been certified.  

2.2 Election Board Member:  An elected or appointed individual to serve on the Oneida 

Election Board. 

2.3 Election Cycle: Term from Caucus date through certification of elections. 

2.4 GTC Official:  Designated to carry out duties as assigned by OEB during GTC meetings. 

2.5 Pool: Election Board files which holds alternate applications. 

 

3. WORK STANDARDS 

 3.1 Election Officials must be sworn in by Oneida Business Committee before allowed to 

work an election. 

  3.1.1  Election Officials are utilized for a single election cycle. 

 3.2 GTC Officials do not need to be sworn in by Oneida Business Committee.    

3.3  Total amount of members on Board, including alternates, shall not exceed number 

determined by the Oneida Election Law.  

 3.3.1   Exception would be to cover election board duties at off-site polling location(s).   

3.4   Election Board responsible for maintaining applications and term end dates.  

 3.4.1  All alternate applications shall be kept on file in the shared Election Board folder 

from two (2) years of date Board took formal action to accept.  

  3.4.1.1  Any individual who does not respond after three (3) consecutive requests 

to assist as an alternate or GTC official shall be removed from the alternate pool 

and must reapply. 

 3.4.2 Terms of alternates shall not exceed two (2) consecutive terms.  

  3.4.2.1  Those who have served 2 consecutive terms shall be ineligible to serve as 

an alternate for 1 year. 

3.5 Orientation shall be provided regarding expectations, roles, and responsibilities to include 

Election Law and Policies. 

3.6 Alternates and GTC Officials shall sign the Election Board Code of Conduct and shall be 

kept on file within shared Election Board folder. 

 

4.  CONFLICT OF INTEREST VERIFICATION  

4.1 Alternates who have any nepotism or conflict of interest to potential candidates shall be 



considered ineligible as an alternate.  

4.2 Election Board Chair or Designee will develop the election applicant listing and contact 

potential alternates to determine if any conflicts exist on an individual basis. 

  4.2.1   Conflict would be determined upon the potential alternate reviewing the election 

applicant listing prior to being selected.  

 

5. RESIGNATIONS  

 5.1 Must be provided in writing to the Election Board. 

  5.1.1 Board shall take formal action to accept resignation. 

  5.1.2 Board shall begin the process to bring on alternate(s) for the remainder of the 

term of the Board Member(s) who resigned.   

 

6. REMOVALS  

 6.1 See Removal Law 

 

7. POOL OF GTC OFFICIALS  

 7.1 Alternates who have agreed to act in the capacity as a GTC Official shall be given priority 

in the selection process. 

 7.2 If Election Board needs assistance at GTC meetings: 

  7.2.1 Election Board Chair or designee contacts each interested individual if they are 

available. 

  7.2.2 If more than one (1) individual is available their name is placed in luck of the 

draw. 

  7.2.3 Request another Election Board Member to select a name, if available. 

  7.2.4 Contact all who were available to know who has been selected. 

 7.2.5  The selected individual is then not eligible to work the next GTC meeting unless 

no one is available. 

  

8. REQUEST OF ALTERNATE BOARD MEMBERS  

8.1 Once it has been determined more alternate board member(s) are needed, the Board shall 

take formal action to have Chair or designee post the position through Oneida Tribal 

Secretary’s Office.  

8.2 Election Board shall contact Oneida Tribal Secretary’s Office to forward all alternate 

applications are to be sent to Election Board Secretary. 

8.3 The Board shall take formal action to accept the applications and select alternate(s).  

Suggested ways to choose alternates may be based on, but not limited to: 

8.3.1 Date application received; 

8.3.2 Years of experience; or 

8.3.3 Lottery 

8.3.4 Location of Polling Site(s) 

8.4 Applications shall be kept on file from two (2) years of date the Board takes formal action 

to accept.   

 8.5 Chair or designee shall contact potential alternate board member(s) to determine 

availability. 

 8.6 Chair or designee shall establish a list of alternates which shall be forwarded to the Tribal 

Secretary for oath of office.  

  8.6.1 The term of their oath of office shall be term of the single election cycle. 

 8.7 Once alternate board member(s) have been sworn in, they shall act in the official capacity 

as a Board Member for elections until the certification of election results occurs.  

 8.8 Chair or designee shall contact alternates informing them they are relieved of their duties 

as election officials. 



  

9. REFERENCES 

9.1 Oneida Election Law 

 9.2 Election Board Bylaws 

9.3 Alternate Application 

9.4 Code of Conduct  
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1.0 PURPOSE 
To ensure all individuals are provided with a fair process in the handling of applications for 
Oneida Tribal elections. 

2.0 DEFINITIONS 
2.1 Background Check: Investigation conducted by the Oneida Background Investigations 

Department. 

2.2 Candidate: Petitioner or nominee whose application has been officially accepted and 
approved as eligible to be placed on the ballot. 

2.3 Certified Mail: Form provided by U.S. Postal Service. 

2.4 Date Stamper: Mechanism used to record date and time of packet submission. 

2.5 Election: Elections held to fill vacancies on boards, committees and commissions. 

2.6 Election Board: Individuals elected and/or appointed to serve on the Election Board 
(a.k.a. Board Members). 

2. 7 Election Information Checklist: Form used to verify completeness of information 
submitted. 

2.8 Enrollment Office: Official Tribal entity responsible for database of enrolled Tribal 
members and for verification of names and enrollment numbers. 

2.09 Nominee: Individual nominated at an election caucus and an applicant running for an 
elected position (Petitioner). 

2.10 Oneida Election Law: Law which governs Oneida elections. 

2.11 Petitioner: Applicant running for an elected position, who is required to complete the 
Official Election Petition form and obtain signatures. 

2.12 Tribal Secretary's Office: Place designated for submission of Election Information 
Packets. 

3.0 PROCEDURES 
3.1 Nominations Process 

3.1.1 See Conducting Elections SOP (Section 3.2 Caucus) 



3.2 Petitions Process 
Any eligible candidate may petition to be placed on a ballot according to the following 
procedures: 
3.2.1 Petitions must be presented to the Tribal Secretary, or designated agent, during 

normal business hours, 8:00a.m. - 4:30 p.m. Monday through Friday, but no later 
than prior to close of business on the deadline date. The location to drop off 
petitions shall be identified in the mailing identifying the caucus date. 

3.2.2 Petitioners must complete an official petition form which may be obtained in the 
Tribal Secretary's office or at the caucus. 

3.2.3 If running for a position on two (2) or more boards, committees or commissions, 
the potential candidate must complete a separate official petition form for each 
position running for unless nominated at the caucus. All petitions must be with 
original signatures for each position, no copies will be accepted. 

3.2.4 Petitioner must obtain no less than ten (1 0) signatures of enrolled Tribal members 
who are eligible to vote as defined by Article Ill, Section 2 in the Oneida Tribal 
constitution. 

3.2.5 The Election Board shall have an Enrollment Officer verify all signatures 
contained on the petition. (See Timetable in Conducting Elections SOP.) 

3.2.6 Candidate petition form shall consist of: 
• Endorsee's printed name and address 
• Endorsee's date of birth 
• Endorsee's" Oneida Tribe enrollment number 
• Endorsee's signature 
• Petitioner's name, roll number, and position running for 
• Enrollment verification (filled out by Enrollments Department) 

3.3 Applications Process 
3.3.1 Applications and petitions will be made available at the caucus and thereafter 

through the designated area of the Tribal Secretary's office. This location will be 
announced at the caucus. 

3.3.2 Completed applications are to be submitted to Tribal Secretary's office. 
(Deadline is noticed on applications.) 
3.3.2.1 Any reproduction of the original application, whether carbon copied, photo 
copied, faxed, scanned or by any other process shall NOT be considered valid as 
the original & will be deemed ineligible for candidacy. 

3.3.3 Information included in application is as follows (see attached application): 
• Information sheet (what is required of applicants) 
• Triplicated 3-page Application Form 
• Triplicated Official Election Petition Form 
• Information sheet re; sign ordinance, tax statement and candidate statement of 

contributions 
• Election Board Directory 
• Candidate Statement of Contribution Form 

3.3.4 Applications received are date/time stamped and are placed on ballot in the order 
received. (See Ballots SOP.) 

3.3.5 Once deadline has been reached, applications are placed in sealed container 
and picked up by Chair or designee. 

3.3.6 Applications to Board for review of completeness and candidate eligibility 
determined. (See Timetable in Conducting Elections SOP and Applications 
Checklist.) 

3.3.7 Designated copy of triplicated application will be furnished to Enrollments 
Department for verification of Tribal enrollment of applicant and/or petitioners and 
to Backgrounds Department for background checks for the vacancies with this 
requirement. (See examples of memorandums sent.) 



3.3.8 As a way to have a fair, confidential and consistent way to verify the employment 
record, education and/or training of applicants so that qualified applicants may be 
identified as eligible candidates in Tribal elections, The Oneida Election Board 
Chairperson or designee shall make a written request to the Oneida Human 
Resources Manager identifying the Tribal election applicant names and the 
Board, Committee, or Commission said applicant is seeking for the following 
information: employment record (including job titles), years of service, education 
and/or special training and skills records. 
3.3.8.1 Oneida Human Resources Department has this information available via 

Form #3287 employee file and agrees to provide Tribal election 
applicants' employment information to the Oneida Election Board for 
purposes of verification of qualifications of election applicants. 

3.3.8.2 The Human Resources Department employee files and the information 
contained within those files are confidential records and confidential 
information pursuant to Tribal laws and policy, and the Oneida Election 
Board agrees to maintain the confidentiality of those employee file 
records in accordance with Tribal law and policy. 

3.3.8.3 Upon Oneida Election Board verification of Tribal election applicants, 
the Oneida Election Board agrees to destroy or return by certified 
interoffice mail to Oneida Human Resources all employee files and 
records contained within those files, to be determined by the Oneida 
Human Resources Manager. If destroyed, the Oneida Election Board 
will notify Oneida Human Resources of the date and method of 
destruction in writing. 

3.3.9 Applications to Board for review of completeness and candidate eligibility 
determined. (See Timetable in Conducting Elections SOP and Applications 
Checklist.) 
3.3.9.1 Applications checklist will consist of Election Board members filling out 

the following information: 
• Candidate name 
• Date/Time application was received 
• Checkoff boxes: enrollment, petition, contribution form, qualifications 
(varies per subsection), background check 
• Reviewed and checked by (Board member) 
• Date reviewed and checked 

3.3.1 0 Letters sent to applicants regarding notice of eligibility or ineligibility via certified 
mail or other tracking method. (See example letters.) 

4.0 REFERENCES 
4.1 Conducting Elections SOP 
4.2 Oneida Constitution 
4.3 Application 
4.4 Ballots SOP 
4.5 Memo to Backgrounds 
4.6 Applications Checklist 
4. 7 Eligible/Ineligible Letters 
4.8 OEB/HRD MOA 
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1. PURPOSE 

To ensure a fair and orderly process when breaking  a tie is necessary to determine the outcome of an 
election. 

 
2. DEFINITIONS 

2.1 Lot Drawing – the equal chance method used to select a candidate as the winner of an elected 
position, in the case of a tie between two (2) or more candidates. 

2.2 Uninterested Party – anyone present at tie breaking event who is not a candidate of tied 
position(s). 

 
3. PROCEDURES 

3.1 In the event of a tie for any office, where the breaking of a tie is necessary to determine the 
outcome of an election, the Election Board shall conduct an automatic recount of the votes for 
each candidate receiving the same number of votes.  Any recount conducted shall be the only 
recount allowed for tied candidates. 
3.1.1 For Business Committee positions, a run-off election between the candidates with the 

same number of votes shall be held within twenty-one (21) calendar days if there remains 
a tie after the recount. 

3.1.2 For all other positions, if there remains a tie after the recount, the Election Board shall 
decide the winner of the tied positions at least two (2) business days after, but no more 
than five (5) business days after the recount through a lot drawing. 
3.1.2.1 Election Board shall notify each of the tied candidates (in writing) and the 

public (posted in prominent locations) of the date, time, and place of the 
drawing at least one (1) business day before the drawing. 

3.1.2.2 On the date and at the time and place the drawing was noticed, the Election  
Board Chairperson shall clearly write the name of each tied candidate on 
separate pieces of paper in front of any witnesses and two (2) other Election 
Board members present. 

3.1.2.3 The pieces of paper used shall be the same or approximately the same color, 
 size, and type. 
3.1.2.4 The papers shall be folded in half and placed in a container selected by the 

Election Board Chairperson. 
3.1.2.5 Election Board Chairperson shall designate an uninterested party to draw a 

name from the container. The candidate whose name is drawn first shall be 
declared the winner. 
3.1.2.6 Election Board member other than the Chairperson shall remove the 
remaining pieces of paper from the container and show to the witnesses 
present. 

 3.13 Tie breaking information will be included in the Election Board election final report. 
 
4. REFERENCES 
 4.1  Election Law  
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1. PURPOSE 
To provide an orderly Election Board tool to meet all mandatory timelines relative to Tribal elections. 
 

2. DEFINITIONS 
 

3. PROCEDURES 

3.1 Election Board shall take formal action at a duly called meeting to have the Chair or Designee complete 
and submit the Business Committee Agenda Submission Form to the Business Committee to approve the 
special election date. See Forms SOP.  
3.1.1 General election dates are approved by the General Tribal Council at the Annual meeting in 

January. Memo is developed to include: 
(1) Caucus date 
(2) Application deadline date 
(3) Primary date 
(4) Election date 
(5) Business Committee meeting date to ratify results 

3.2 The Election Board shall develop a timetable which includes, but is not limited to the following 
information: 

 Business Committee or General Tribal Council agenda submission due date* 

 Business Committee or General Tribal Council meeting date to approve caucus and election 
dates* 

 Caucus date 

 Completed applications to Tribal Secretary’s office due date 

 Verification of applications from Enrollments & Backgrounds due dates 

 10-day Notice/Mail-out Dates 

 Meeting date for Board review applications received 

 Election day 

 Recount requests due date 

 Other board meeting dates 

 Business Committee meeting date to ratify final results 
*In accordance with Article III, Section 4 of the Tribal Constitution, general elections shall be held 
in the month of July on a date set by the General Tribal Council. The General Tribal Council 
shall set the election date at the January annual meeting, or at the first GTC meeting held during 
a given year. Dates of all special elections shall be set by the Business Committee as recommended by the 
Election Board or as ordered by the Judiciary in connection with an election challenge. 
 
 

 2016 ELECTION TIMETABLE 
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 DAY  DATE  TIME  PURPOSE 

Tuesday 01/19/16 N/A Request vacancy info of all Boards, Committees 
& Commissions from each BCC Chairperson.  

Tuesday 03/16/16 5:00 p.m. Board Mtg.  Develop and approve timetable; 
Chair or designee submit OBC agenda request 
for special election, reserve caucus and polling 
sites, etc. 

Friday 04/15/16 4:30 p.m. 10-day, 10-day deadline to send caucus notice 
to Tribal membership and posted to all Retail, 
Library, etc. 

Tuesday 04/19/16 5:00 p.m. Board Mtg. Chair or designee send Caucus 
Notice for head of household for state of WI, 
travel arrangements, who is going to which site, 
purchasing, etc. 

Saturday 05/07/16 1:00 p.m. 2016 Special Election Caucus @ NHC, BCCR 

Friday 05/13/16 4:30 p.m. Deadline for application packets due in Tribal 
Secretary’s office.  Election Board Chair or 
designee picks up at 4:30 p.m. 

Monday 05/16/16 N/A Chairperson forwards applications to 
Enrollments for verification process & to 
Backgrounds.  Election notice to Kalihwisaks. 

Tuesday 05/17/16 5:00 p.m.  Board Mtg.  Apps back from Backgrounds.  
Review applications for completeness (Closed 
mtg).  

Tuesday 05/24/16 5:00 p.m. Applications from Backgrounds. Initial applicants 
review with check list. 

Wednesday 05/25/16 N/A Certified letters mailed to ineligible applicants; 
Letters mailed to eligible applicants 

 05/31/16 
thru 
06/07/16 

5:00 pm Hear appeals if necessary.   
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Tuesday 06/07/16 if 
no hearings  
or  
06/14/16 

5:00 p.m. Board Mtg - Format/Review ballot & amount to 
order; send ballots to vendor for printing; check 
list of supplies needed for election; food vendor; 
notice to OPD & Enrollments for officers & notify 
Records Management to pick up ballots after 
elections at Oneida Polling Site. 

Friday  06/17/16 N/A 10-day, 10-day deadline to mail out ballot & 
election notice. 

Tuesday 06/21/16  
or  
06/28/16 

5:00 p.m. Board Mtg - approve ballots & memory card & 
finalize election plans  

Friday 07/08/16 5:00 p.m.  Set up polling place 

Saturday 07/09/16 7:00 a.m.  Polling place opens & Election held.  Board 
members & Enrollment in attendance by 6:30 
a.m. Post tentative results (4 locations) 

Monday 
thru Friday 

07/11/16 
thru 
07/15/16 

4:30 p.m. All recount requests* due into the Tribal 
Secretary’s office. 

Monday 
thru 
Monday 

07/11/16 
thru 
07/18/16 

5:00 p.m. Board Mtg - Recount(s) conducted if necessary.  
Certify results and forwarded to Tribal 
Secretary’s office.  (Recounts is a closed 
meeting of Board.)   

Tuesday 07/19/16 4:30 p.m. Challenges due. 

Tuesday 08/02/16 4:30 p.m. Submit results to BC Agenda. 

Wednesday 08/10/16 9:00 a.m. Attend BC Mtg re; ratification of election results; 
send notice to the Records Management 
Department to destroy the ballots thirty (30) 
calendar days after the election or after the final 
declaration of official election results occurs, 
whichever is longer. 

 

 
4. REFERENCES 

4.1 BC Agenda Request Form 
4.2 Election Law 
4.3 Memo Format for Business Committee or General Tribal Council to 

Approve Election Date 

4.4 Records Management Shred Request Form 



Approved:  03/15/2016 
 

Purpose: 
 
To govern ethical and professional conduct of all individuals associated with Election Board activities on 
behalf of the Oneida Nation to include; Election Board Members, GTC Officials, and Election Officials.  
 
 
Standards of Conduct: 
 
 Members shall be cooperative with fellow members and all other parties. 
 
 Members shall be honest and respectful. 
 
 Members shall keep information private and confidential. 
 
 Member shall disclose any conflicts of interest. 
 
 Members shall refrain from any demeaning communications such as, but not limited to:  use of 

obscene language or gestures, yelling, criticizing others, undermining authorities, being rude or 
condescending or any other unprofessional conduct. 

 
 Members shall be responsible in relevance to time and attendance, utilizing proper notification 

tools in cases of unforeseen tardiness and/or absences, being mindful of necessary amount 
needed to be in compliance of Tribal Laws.  

 
 Members shall be fair, objective, unbiased, and free from outside influences when making 

decisions. 
 
 
Professionalism of the Board: 
 
We will strive to conduct all business with professionalism, respect, and integrity. 
 
My signature below certifies I am aware and agree to all statements above and to the standards set forth serving 
on the Oneida Election Board. 
 

 
Signature __________________________________________    Date _____________________________ 
 
 
Print Name _________________________________________        
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1. PURPOSE 
To ensure all election processes and challenges are conducted and completed and the election final report is 
approved by the Election Board and forwarded to the Oneida Business Committee for ratification within the 
timelines specified in the Election Law.  
 

2. DEFINITIONS 
2.1 Judiciary – the judicial entity of the Oneida Nation established to administer justice in a consistent fashion, 

considering the context of all relevant circumstances, and through the fair application and interpretation of 
Tribal laws and policies, rules of court, decisional law, tribal tradition and custom, and common sense.  

 
3. PROCEDURES 

3.1 Final report and ballot destruction 
3.1.1 Any qualified voter may challenge the results of an election by filing a complaint with the Oneida 

Judiciary within ten (10) calendar days after the election. 
3.1.1.1 If the Oneida Judiciary invalidates the election results, a special election shall be ordered 

by the Commission for the office(s) affected to be held on a date set by the Judiciary or 
as soon as the Election Law allows for a special election. 

3.1.2 Upon completion of all recounts and/or appeals, the Election Board shall take formal action to 
declare the elections final with an approved final elections report. This final elections report shall 
be forwarded to the Oneida Business Committee for ratification at a formal Business Committee 
meeting. The final elections report shall include, but is not limited to, the following information: 

  • Total number of persons voting 
  • Total votes cast for each candidate by subsection of the ballot 
  • List of ties and final results of tie, including method of resolve 
  • List of candidate elected and position elected to 
  • Number of ineligible voters and spoiled/rejected ballots 
  • Cost of the election including the compensation paid to each Board member. 
 (Note: Once report is ratified, the Business Committee is responsible to send notices to the newly 

elected officials regarding date of swearing in.) 
3.1.3 Notice is sent to Records Management via Shred Request form to have the ballots destroyed after 

30 days or the ratification of the election result occurs, whichever is longer.  (See example 
memorandum.) 
3.1.3.1 Formal action required of the Board to direct Chair or designee to accomplish this task.  

3.1.4 Highest Vote Recipient Declines Position 
3.1.4.1 In the event a candidate declines an office after winning an election, the Election Board 

shall declare the next highest vote recipient the winner. This procedure shall be 
repeated as necessary until a winner is declared. 

3.1.4.2 If all vote recipients decline or are otherwise unable to be declared the winner, a Special 
Election shall be held. 

3.1.5 The swearing in of the newly elected shall be the responsibility of the Oneida Business Committee. 
 
4. REFERENCES  

4.1 Election Law 
4.2 Final Elections Report 
4.3 Judiciary Law 
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4.4 Records Management Shred Request Form 
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