August 18, 2009

VIA REGULAR MAIL
Carol Kakegabon

241 Otter Street
Longlac, ON POT 2A0

Dear Carol:

RE: OFFER OF EMPLOYMENT

Thank you for your interest in NALSC and for\participating in the interview and
selection process. After contacting your references, we are pleased to offer you
the position of Talking Together Facilitator. -

Upon your acceptance of this offer, you will commenge your position on Monday,
August 24, 2009, at 9:00 a.m. at a salary of '$38,000f01@er'year. NALSC also
provides a benefits package which will be further explained to you. If you are a
“Status Indian”, this income is currently tax exempt. Your office space is located
at 86 S. Cumberland Street, Thunder Bay, Ontario at our head office and your
hours are between 9:00 a.m. and 5:00 p.m. each day.

The Special Projects Manager is your direct supervisor. You are also accountable
to the Executive Director for overall performance. Pursuant to the policies of
NALSC, you will be on probation for a period of 3 months, at which time your
performance will be reviewed. Upon a successful performance review, your
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For the f% week of your employment, you will receive orientation and training.
We will also get you set up on payroll and benefits at that time. Please bring your
banking information, a void cheque, and your Status Card, if applicable, to the
office on your first day.

The overall conditions of your employment are governed by the Polices of
NALSC, as they are amended from time to time, as well as any applicable
governing legislation.
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Please be advised that this offer of employment is conditional based on our receipt of a recent
Criminal Records Check (the cost of which will be reimbursed by the Corporation).

We look forward to working with you and welcome you to the NALSC team!

Sincerely,

Larry W. Jourdain
Executive Director

cc.  Arlene Dodge, Special Projects Manager
Human Resources

Enc. Schedule A: Job Description
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Please be advised that this offer of employment is c;'onditional' based on out receipt of a recerit
Criminal Records Check (ihe cost of which will be reimbursed by the Corporation) and
ratification by our Board of Directors at their next ineeting on October 20-21, 2009.

We look forward to working with you and welcome you to the NALSC team!

Sincerely,

Larry W. Jourdain
Executive Director

cC. Human Resources

Schedule A: Job Description
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August 18, 2009
PERSONAL & CONFIDENTIAL
VIA REGULAR MAIL
Carol Kakegabon

241 Otter Street
Longlac, ON POT 2A0

Dear Carol:

RE: OFFER OF EMPLOYMENT

Thank you for your interest in NALSC and for participating in the interview and
selection process. After contacting your references, we are pleased to offer you
the position of Talking Together Facilitator.

Upon your acceptance of this offer, you will commenceyqur position on Monday,
August 24, 2009, at 9:00 a.m. at a salaryof $38,000.00 per year. NALSC also
provides a benefits package which will Md to you. If you are a
“Status Indian”, this income is currently tax exempt. Your office space is located

at 86 S. Cumberland Street, Thunder Bay, Ontario at our head office and your
hours are between 9:00 a.m. and 5:00 p.m. each day.

The Special Projects Manager is your direct supervisor. You are also accountable
to the Executive Director for overall performance. Pursuant to the policies of
NALSC, you will be on probation for a period of 3 months, at which time your
performance will be reviewed. Upon a successful performance review, your
salﬂé@ﬂﬂw
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For the first week of your employment, you will receive orientation and training.
We will also get you set up on payroll and benefits at that time. Please bring your
banking information, a void cheque, and your Status Card, if applicable, to the
office on your first day.

The overall conditions of your employment are governed by the Polices of
NALSC, as they are amended from time to time, as well as any applicable
governing legislation.
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Please be advised that this offer of employment-is, conditional based on our receipt of a recent
Criminal Records Check (the cost of which will be reimbursed by the Corporation).

We look forward to working with you and welcome you to the NALSC team!

Sincerely,

Larry W. Jourdain
Executive Director

cc.  Arlene Dodge, Special Projects Manager
Human Resources

Enc. Schedule A: Job Description




® O

NISHNAWBE-ASKI LEGAL SERVICES

Schedule A

TALKING TOGETHER FACILITATOR

JOB DESCRIPTION

DESCRIPTION:

Talking Together is a pilot project funded by the Ministry of Children and Youth
Services. The purpose of the program is to utilize a traditional/alternative justice
approach to resolving child welfare/family matters in order to avoid unnecessary and
potentially damaging litigation. The process used is the “healing” circle in order to arrive
at acceptable resolutions to matters. Circles are arranged and conducted by a Talking
Together Facilitator,

DUTIES/RESPONSIBILITIES:

The duties, Tesponsibilities and obligations of the Talking Together Facilitator are the
following;
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To complete training in the facilitation of fﬂking Together Circles;

To receive and confirm referrals from the Special Projects Manager or agency
liaison;

To open and maintain detailed and organized confidential files for each client;

To report to the Special Projects Manager on a daily basis;

To organize the Talking Together Circles including the briefing of all participants
about the circle process and what will be expected of them;

To facilitate the Talking Together Circles including drafting of final agreements
arising from the circles and providing them to the participants as well as the
coordinator and the agency;

To provide follow up to ensure that the agreements are adhered to and reconvene
follow up Talking Together Circles if required;

To provide follow up reports and final reports once agreements are completed to
the Special Projects Manager and the agencies involved,

To contribute to the program evaluation process under the direction of the
Manager;
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» To liaise with the community initially to determine needs and wishes-and educate
them about the process and on an ongoing basis to keep them informed about the
pilot project;

:» To Haise with Elders, frontline workers and Chief and Council as needed to garmer
support for the pilot project and individual Talking Circles.

» Attend court as needed to obtain referrals or report on the progress of matters if
required

- Prepare all reports as required by the Manager or the Executive Director.
-« Cooperate and work with other NALSC staff for referral assistance

» Consult with NALSC staff lawyers or the Special Projects Manager as needed for
issues requiring legal advice or direction

-QUALIFICATIONS:

It is preferred that the TTF hold a post-secondary degree or diploma in social work,
child and family worker program, mental health or related ficlds. Secondary
education will be considered if it is accompanied by extensive related experience in
the area of restorative justice or child welfare issues. Experience or knowledge of the
legal system is an asset. TTF must have excellent written and oral communication
skills, good computer skills (including the ability to use a database), be professional,
discreet and sensitive to the clients’ circumstances in order to preserve their dignity
and trust in the program.

ACCOUNTABILITY:

The Talking Together Facilitator is responsible to the Special Projects Manager for
day to day activities and to the Executive Director for overall work performance.

Updated March 2007.



This agreement made in triplicate this day of , 20

BETWEEN:

COo?

NISHNAWBE-ASKI LEGAL SERVICES CORPORATION
(hereinafter referred to as “NALSC”)

OF THE FIRST PART
-and-

CAROL KAKEGABON
(hereinafter referred to as the “Talking Together Facilitator”)

OF THE SECOND PART

Nishnawbe-Aski Legal Services Corporation hereby contracts with CAROL KAKEGABON
to serve as a “Talking Together Facilitator” (TTF). The following shall be the terms and
conditions of this contract for service:

1.

1.1

13

1.4

1.5

1.6

TERMS OF REFERENCE

The Talking Together Facilitator undertakes to perform and to be responsible for
the duties and responsibilities of this work as outlined in Schedule “A” attached to
this Agreement.

The Talking Together Facilitator will report to and be responsible to the Special
Projects Manager on a day to day basis, and to the Executive Director for overall
work performance.

Hours of Work/Accessibility

The Talking Together Facilitator will work five days per week during normal
business hours (pursuant to the NALSC Personnel Policies & Procedures Manual)
and such other times as may be required to carry out the functions of this work, with
the prior approval of his supervisor on the day(s) in question.

The Talking Together Facilitator agrees to comply with all lawful instructions given
by his supervisor or Executive Director or their designates.

The Talking Together Facilitator agrees to adhere to all personnel and administrative
policies approved by the Board of NALSC (the “NALSC Personnel Policies &
Procedures Manual”) and as administered by the Executive Director.

The Talking Together Facilitator is deemed to be an employee for the purposes and
application of the NALSC policies, as amended, and except as otherwise agreed to in
this agreement.
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3.1

3.2

3.3

The Talking Together Facilitator shall generally carry out the duties and
responsibilities of this work from our head office in Thunder Bay, Ontatio. Travel
to NAN First Nations and communities throughout Ontatio and will be required as
part of the duties and responsibilities of this contract, with particular emphasis being
those communities where the Talking Together Program 1s cutrently being delivered.

CONTRACT TERM

This Agreement shall be for a period of less than one year starting on August 24,
2009, and ending on March 31%, 2010 . The Talking Together Facilitator agrees to
provide the services outlined in Schedule “A” for this period and NALSC agrees to
contract with the Talking Together Facilitator for the length of this term in—— ﬁ\

accordance with the terms and conditions contained in this Agreement. \

NALSC further agrees to provide the Talking Together Facilitator with notice of its
intention to renew or extend this Contract in anticipation of the contemplated expiry , oy ;
V¢ DAt 55

hereof, on such terms as may be agreed upon. Failure of NALSC fo provide notice (i p
of its intention to extend or renew the contract beyond Marc;l‘i'31“, 2010 shall bex M

deemed to be notice of the termination/expiration of this Contract. ¢ 'T(M«‘%’-
P el
T

The Talking Together Facilitator’s performance shall be, rev*iewed%] the Special of
Projects Manager. The Talking Together Facilitator will receive ongoing evaluation Fbr‘l;;;.b
of the execution of this Agreement identifying strengths and areas for improvement.
NALSC reserves the right to evaluate the Talking Together Facilitator at any time
during the course of this Agreement if it is deemed to be necessary. -
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FINANCIAL ARRANGEMENTS

Contract Amount

The Talking Together Facilitator shall be paid at a pro-rated or adjusted payment in
accordance to an annual payment of 12 months equaling no more than $38,000.00
per year, and such payment shall be made bi-weekly, with deductions made for E.I.,
C.P.P., and Income Tax, if applicable.

Benefits
Nishnawbe Aski Legal Services Corporation shall provide the Talking Together
Facilitator with the following benefits:

1) 2 (two) weeks vacation (pursuant to Personnel Policies and Procedures Manual) — pro-rated at 1.25
month)

2) Sick leave pursuant to the NALSC Personnel Policies and Procedures Manual.- pro-rated.

3) Lieu time based on accumulated overtime as per Sec. 22 of the NALSC Personnel Policies and
Procedures Manual (approved at the discretion of the Executive Director).

Travel Expenses
The Talking Together Facilitator will be reimbursed for all the travel expenses
necessarily incurred in carrying out the duties and responsibilities of employment,
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4.1

4.2

5.1

6.1
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provided that advance approval for such expense is provided by his supervisors or
Executive Director. Reimbursement will be limited to the following items:

a) Hotel.(room and tax only)

b) Meals

W) Economy Airfare

d) Taxis (receipts required)

e) Mileage (pursuant to NALSC Mileage Policy and limited to equivalent of one
economy round trip fare)

TERMINATION

This Contract may be terminated by NALSC at any time for any reason without
notice.

The Talking Together Facilitator hereby acknowledges the unique circumstances of
NALSC as a not-for-profit corporation dependent on public funds to operate. As
such the programs/projects under which the Talking Together Program is provided
are dependent on the provision of continued funding by the Ministry of Children &
Youth Services that may contribute to the continuation of the projects at NALSC. In
the event that funding for the programs is ended, restricted or limited, then this
Agreement will be terminated.

‘CONFIDENTIALITY

The Talking Together Facilitator shall treat as private and confidential, both during
as well as after this Agreement, any information concerning the affairs of NALSC,
any information related to clients of NALSC to which she becomes privy during the
course of this Agreement, and agrees not to divuige any such information to any
other person. In addition to the foregoing, the Talking Together Facilitator shall
ensure that any information relating to the identity of clientele will be kept absolutely
and strictly confidential and shall not be divulged to any petson or organization not
entitled to this information whatsocever or howsoever.

Failure to keep all information confidential constitutes a breach of this contract
entitling NALSC to terminate this agreement without notice.

CONELICT OF INTEREST

The Talking Together Facilitator agrees to refrain from any dealings with any
business, partnership or undertaking, which do or which have the potential to
conflict with any activity of NALSC.




=

7.1

7.2

8.1

9.1

10.
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11.

11.1
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ASSIGNMENT OF RIGHTS

The rights, which accrue, to NALSC under this Agreement shall pass to its
SUCCESSOots Or assigis.

The rights of the Talking Together Facilitator under this Agreement are not
assignable or transferable in any manner whatsoever.

SEVERABILITY

In the event that any provision in this Agreement shall be deemed void or invalid by
a court of competent jutisdiction, the remaining provisions shall be and remain in
full force and effect.

WAIVER

The waiver by either party of any breach or violation of any provision of this
Agreement shall not operate or be construed as a waiver of any subsequent breach or
violation of it.

ENTIRE AGREEMENT -

‘This Agreement constitutes the entire agreement between the parties and any and all
previous agreements, written or oral, express or implied between the parties or on
their behalf relating to the contract for services as the Talking Together Facilitator by
NALSC are terminated and cancelled and each of the parties releases and forever
discharges the other of and from all manner of action, causes of action, claims or
demands under or in respect of any agreement.

MODIFICATION OF AGREEMENT

Any modification of this Agreement must be in writing, signed by the parties or it
shall have no effect and shall be void.

GOVERNING LAW

This Agreement shall be governed by and construed in accordance with the laws of
the Canada or the Province of Ontatio, as the case may be.

HEADINGS

The headings utilized in this Agreement are for convenience only and are not to be
construed in any way as additions to or limitations of the covenants and Agreements
contained in this Agreement.
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NOTICES

2) Any notice required or permitted to be given to the Talking Together Facilitator
shall be sufficiently given if delivered to the Talking Together Facilitator personally
or if mailed by registered mail to the employee’s address last known to NALSC.

b) Any notice required or permitted to be given to NALSC shall be sufficiently
given if mailed by registered mail to the NALSC at its address last known to the
Talking Together Facilitator.

¢) Any notice given by mail shall be deemed to have been given seventy-two (72)
hours after the time it is posted. .

INDEPENDENT LEGAL ADVICE

The Talking Together Facilitator acknowledges that she has read and understands
this Agreement, and acknowledges that she has had the opportunity to obtain
independent legal advice with respect to it.

IN WITNESS WHEREOF the Parties have duly executed this Agreement this day of ,
2009, in the City of Thunder Bay, in the Province of Ontario.

SIGNED, SEALED AND DELIVERED
In the presence of:

WITNESS CAROL KAKEGABON

Per:

NISHNAWBE-ASKI LEGAL SERVICES CORPORATION

I have authority to bind the corporation.
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MEMORANDUM - .

T0: Carol Kakegabon

FROM: Jennifer McKenzie

DATE: August 24, 2009

SUBJECT: ORIENTATION INFORMATION
NALSC Network:

Usemame: carol
Password: salad8

Our network name is NALSC.
You have access io folders: Public, Special Projects, which are iocated on My

Computer/Data K./

Email:
Username: ckakegabon@nanlegal.on.ca
‘Password: password

You may also access your email on the web by entering this URL:

hitp://mail.nanlegal.on.ca
and entering the above username and password.

Voicemail:
Your office extension number is 7086. Your direct line number is: 766-7086.
You may access your voicemail by calling your direct line. An explanation is attached.

Out-of-Office Reply:
You may use the web email system to make an out of office reply for your email inbox.

The document explaining this is atiached.

JM:im
Cc: Arlene Dodge, Special Projects Manager
Encl.

How to check voicemail from outside the office
How to make an out of office reply on web mail and outlook
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How to Check Voicemail
from Outside the Office

Local

1. Dial your direct line (ie. 766-7079)

2. 'When your voicemail picks up, press

3. It will then ask you to enter your extension and your password
all at once (ie. 70791234) then press #

If you dial 622-1413
Ask the receptionist to put you through to your extension number and

follow steps 2 and 3.

If there is no receptionist
1o answer your call: afier general voicemail kicks in, enter your

extension number then foliow steps 2 and 3.

Long Distance

If you are out of town
Use the office 1-800-465-5581 number:

1. When general voicemail picks up, dial your extension number
(ie. 7079)

2. When your voicemail picks up, press o

3. Enter your extension number and password all at once then
press #
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How to Make an Out of Office Reply
on Web Mail

. Go to: hitp://mail.naniegal.on.ca

. Enter your email address and password.

. Goio Account Options

. Select My Vacation Message

. Type in your out of office reply message in the blank box.
. Press Save

. Log off.

~NONAWN -

To-turn this feature off:
8. Repeat steps 1—4
9. Delete all thetext in the box.
10. Press Save. This will create an empty box which means
you have turned off your out of office reply.
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How to Use Out-of-Office Reply"
on Microsoft Outlook

First vou need to make an out office reply message:

R N

~

Start Microsoft Outlook

On the File menu, point to New, and then click Mail Message
Type the message you want to use as an out of office message
Click File, and then click Save As

Type a file name

Select Outiook Template from the drop-down menu called
Save As Type and then click Click Save

Close the message (it will ask you if you want to save message
again, just press No) and proceed fo steps to create the out of
office rule in Rules Wizard.

Creating an out of office rule:

A

4,
5.

6.

On-the Tools menu, point to Rules Wizard, and then click New
Select Check messages when they arrive then click Next
Select Where my name is in the To and Cc box then click
Next

Select Reply using a specific template then click on a

specific template listed in the rule description box

Select User Template in the File System from the drop down
menu calied Look in
Select the file that you saved, then click Open and then Finish

***Important Noie

People will only receive this message if your Microsoft Outlook
is turned on. You need io assign someone to furn your computer on
and to open your MS Outlook in the morning and shut your computer
down before the end of the day during your absence.
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NISHNAWBE-ASKI LEGAL SERVICES

Schedule A

TALKING TOGETHER FACILITATOR

JOB DESCRIPTION

DESCRIPTION:

Talking Together is a pilot project funded by the Ministry of Children and Youth
Services. The purpose of the program is to utilize a traditional/alternative justice
approach to resolving child welfare/family matters in order to avoid unnecessary and
potentially damaging litigation. The process used is the “healing” circle in order to arrive
at acceptable resolutions to matters. Circles are arranged and conducted by a Talking
Together Facilitator.

DUTIES/RESPONSIBILITIES:

The duties, responsibilities and obligations of the Talking Together Facilitator are the
following:

9

i

E

To complete training in the facilitation of Talking Together Circles;

To receive and confirm referrals from the Special Projects Manager or agency
liaison;

To open and maintain detailed and organized confidential files for each client;

To report to the Special Projects Manager on a daily basis;

To organize the Talking Together Circles including the briefing of all participants
about the circle process and what will be expected of them;

To facilitate the Talking Together Circles including drafting of final agreements
arising from the circles and providing them to the participants as well as the
coordinator and the agency;

To provide follow up to ensure that the agreements are adhered to and reconvene
follow up Talking Together Circles if required;

To provide follow up reports and final reports once agreements are completed to
the Special Projects Manager and the agencies involved;

To contribute to the program evaluation process under the direction of the
Manager;
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» To liaise with the community initially to determine needs and wishes and educate
them about the process and on an ongoing basis to keep them informed about the
pilot project;

& To liaise with Elders, frontline workers and Chief and Council as needed to garner
support for the pilot project and individual Talking Circles.

» Attend court as needed to obtain referrals or report on the progress of matters if
required

« Prepare all reports as required by the Manager or the Executive Director.
» Cooperate and work with other NALSC staff for referral assistance

:»  Consult with NALSC staff lawyers or the Special Projects Manager as needed for
issues requiring legal advice or direction

QUALIFICATIONS:

It is preferred that the TTF hold a post-secondary degree or diploma in social work,
child and family worker program, mental health or related fields. Secondary
education will be considered if it is accompanied by extensive related experience in
the area of restorative justice or child welfare issues. Experience or knowledge of the
legal system is an asset. TTF must have excellent written and oral communication
skills, good computer skills (including the ability to use a database), be professional,
discreet and sensitive to the clients® circumstances in order to preserve their dignity
and trust in the program.

ACCOUNTABILITY:

The Talking Together Facilitator is responsible to the Special Projects Manager for
day to day activities and to the Executive Director for overall work performance.

Updated March 2007.
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REFERENCE CHECK
QUESTIONNAIRE
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2. How would you describe his/her work performance? ij SAane
o A{Q wWao Ubt/] UW%/'N/X”/‘, nwﬂw %70

= UL/UJ Q{HZ{ A

3. Did-he/she follow direction closely and meet deadlines?
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7. Do you wish to make any other comments regarding (candidate’s name) work
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REFERENCE CHECK
QUESTIONNAIRE

In what capacity did you work with (candidate’s name)?

How would you describe his/her work performance?

Did he/she follow direction closely and meet deadlines?

Would you describe him/her as self-motivated? How so?

What were some of the challenges he/she faced while working with you?

What are the person’s strengths and weaknesses?

Do you wish to make any other comments regarding (candidate’s name) work
performance?
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REFERENCE CHECK
QUESTIONNAIRE

In what capacity did you work with (candidate’s name)?

How would you describe his/her work performance?

Did he/she follow direction closely and meet deadlines?

Would you describe him/her as self-motivated? How so?

‘What were some of the challenges he/she faced while working with you?

‘What are the person’s strengths and weaknesses?

Do you wish to make any other comments regarding (candidate’s name) work
performance?
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Carol Kakegabon D57 -52 7 atls
241 Otter St.» Longlac, Ontario POT 240+-807-8762262 755 0222
Email:cakab@hotmail.com

Objective  To work at any level of administration pertaining to education or government and to achieve the goals and
objectives set out within the institute or agency

Profile

14 years experience in education

Ontario College of Teachers -member

Ability to work in unison with staff, volunteers and board members
Goal-oriented with strong leadership capabilities

Organized, highly motivated and detail-directed problem solver

Ability to direct complex projects from concept to fully operational status

Education
B.Ed., Primary/Junior (Native Teacher Education Program 4yr) May 1992
Lakehead University, Thunder Bay, Ontario

B.A., General, Lakehead University, Thunder Bay, Ontario May 1992

Native Administrators Training Program, Anishinabek Education Institute July 1994/95
North Bay, Ontario

Principals of First Nations Schools, Six Nations Polytechnic Inc. & July 2006
Seven Generations Education Institute Oshweken, Ontario

Relevant Experience & Accomplishments

Program Coordination &Development
« assisted in the establishment of an Education Authority, School Program and Physical Plant for two schools
« assisted in developing an Alternative Education Program
« formulated and implemented orientation manuals, policies, guidelines and reports
» assisted in the budget operating needs within established guidelines
« network and liaise with school boards, private schools, communities, Indian and Northern Affairs Canada and
other First Nation organizations
« developed and presented a Community Based Curriculum Guide K-12
« developed and distributed an Aboriginal Urban Resource Guide for the Thunder Bay area

Management / Supervision
« assisted the school board with hiring practices, train, supervise, place and evaluate staff
« facilitated, collaborated and assisted with systematic goal setting reflecting school authority, ministry priorities,
school based initiatives, students and community needs
« developed and used a time management plan to focus on short and long term goals of the board
« develop policy to accommodate curriculum, cultural programs and lifelong learning of staff, students and
community

Principal / Vice-Principal
« oversee operations and planning of daily school programming for 120 students and 28 staff
« direct and coordinate student support programs, curriculum programs, aboriginal programs and
outreach support services
« provide training and support to all teaching and support staff
« developed a team approach to the Literacy & Numeracy goals of the school
» counsel students and staff
« assisted the principal with general administration and school programming



i « monitored day to day opegmions O

. " Carol Kakegabon Page 2

Classroom Experience
» planned and instructed each subject area using a wide variety of teaching aids, motivational and implementation
strategies to engage students in active learning under the requirements of the provincial curriculum
» incorporated resources and programs relating to school curriculum and aboriginal curriculum
« facilitated EQAQ testing and worked towards Literacy & Numeracy goals
« establish and organize classroom routine and implement classroom management strategies

Education Coordinator / Scholars Learning Centre Coordinator
« conducted surveys and use qualitative data as a tool to interpret and report
» researched, organize and present board and school policy
« assisted and presented the articulation of an education agreement and incorporation
« provide in-service and training in relation to education goals reflecting the community
+ adhered to Scholars Learning Center policies regarding client satisfaction, instructor conduct, punctuality
and confidentiality
« scheduled and conducted on-going parent conferences and teacher conferences
» administered diagnostic assessments and progress tests (CAT/2 & Peabody Vocabulary)
« assembled student assessment files and administered progress assessments
« monitored and updated hourly Scholar prescriptions of student binders
« maintained monthly reports to be sent to the Head office and local Education Authority
» oversee daily operations and implement Scholars programming and policies
* monitor and train instructors

Director of Education (Interim)
» oversaw operations of all education programs, budget and physical plant of the Elementary and Secondary
school panel
» oversaw recruitment and retention of education staff and support staff
+ assisted in providing in-service and support to the development of the school Authority and its goals
» planned, organized, and implemented goals and programming for the Elementary and Secondary School panel

Work Experience

2005-2009 Elementary School Principal Long Lake #58/Ginoogaming First Nation

2004-2005 Elementary School Vice-Principal Long Lake #58/Ginoogaming First Nation

2002-2004 Teacher Long Lake #58/Ginoogaming First Nation

2001-2002 Scholars Learning Center Coordinator Long Lake #58/Ginoogaming First Nation

1999.-2000 Director of Education (Interim) Long Lake #58/Ginoogaming First Nation

1997-1999 Education Coordinator Long Lake #58/Ginoogaming First Nation

1995-1996 Native Curriculum Consultant Long Lake #58/Ginoogaming First Nation/Superior
North Catholic District School Board

1995 Supply Teacher Greenstone Superior District School Board & Catholic
District School Board

1993-1995 Teacher/Lead Teacher Constance Lake First Nation

1993 Supply Teacher Mobert First Nation

References Available Upon Request
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NISHNAWBE-ASKI LEGAL SERVICES CORPORATION

TALKING TOGETHER FACILITATOR

INTERVIEW QUESTIONS
Date: { }u&{i / /() 7
Interviewer: J /J%( o
Candidate: Cd/ﬂr [ ,/( Zf( e abin_
RATING: Excellent=5 Very Goo&)= 4 Good =3 Fair=2
Poor = 1 Unacceptable = 0
INTRODUCTION:

Native history teaches that prior to contact the Native people practiced a unique culture. Through
the process of colonization, people have undergone great loss, resulting in the deterioration of the
family unit today.

Tikinagan Child and Family Services, Nishnawbe-Aski Legal Services and Kunuwanimano Child
and Family Services are committed to providing services to families that will ensure the safety of
the child, the well being of the family, and as a result, strengthen the community.

It is recognized that success in the provision of these services will be enhanced if carried out in a
manner that takes care of our own and is in keeping with the values and beliefs of Native people.
In keeping with these beliefs, the Talking Together process is an innovative kind of dispute
resolution practiced as an alternative to the present family law court system.

1. What does Restorative Justice mean to you? Outline your experiences and training in

Restorative Justice 7{ i Pt
{ij T [{)Yl({,ﬁ}d ] ’\\/?V‘_/szﬁ i e u}’éwl-.e'{_’ 7& W;{’ /f))/juff;‘-o /1 2

Lrwhe - f‘: /Cx‘ﬂ J 5%‘747‘7 (“‘-}“j FOV Crvrr— ﬂu\j?/f-/“w hlu G ALt /{D%ﬂxﬁff
7(} ,!g )7’ p}h do N ol .(XL{JO /@'f{mj,(?m H; {i%{fu\ﬂ,/nua&v M AAA M [l érj

) Rating: 9 /5
(%\Wz //47 @ Sf"” fff&/«./(,% 7\3/\%/ (uét./bﬁ_i M/c_\t’ /ﬁ%{ B /ﬂh/}ﬂ% /‘)/”’./W

What are your experiences if any, involving the Child Welfare system'7

_ D/c_, N~ F/U C,NV?WTJ;’ 124 Z/%/I/ % /*r,d{/{/ F QLN A ’1&/?,4/0// //{h_/
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Rating: /5
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How can Restorative Justice be used in Child Welfare cases?
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4. How would you publicize your program and otherwise engage community members in
the project? i & - . hil W o~
- nuwslours ) e e i»"'f/Z%"’/@’ / M”Z,E’"“hj / /W ”/7%0 J W
Proa et

- o onmn o ) gy wago T gt/
W%thjtw o M OLIm %fmo//y - Al ¢ WW

atin @
‘_,é,/é 7 M?()J)Lé/}x//o? W ornt ua/bﬁ /cxﬂ,/n,/f Rating: 5

/ X How would you go about setting up a justice committee in the community that you serve?

Rating: /3
.l/ 6. You are going to facilitate a Talking Together Circle, who would you invite and how
would you prepare participants before hand? oA 7%{
= Coul ki T /a/t,%m/(wff At a %/mj

iy @ Fnd %/WW‘ O IrEe? ,éj MM /zz,cd/éwj
FSU\) Kud Sore ko, W% /;;cﬁwm

(ot 541477[/ Rz 7%7«///475 - Ao E

M/?{&O ~= P o e ?@/ %ﬂJ % MQ /m Rating: 5

What special steps would you take to prepare chlldren to be a part of the mrcle'?
P P y P p P b g e
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What if a Band Councillor wants to attend the Talking Together Circle but you feel that

there is a conflict of interest, how would you handle this situation? :
&WW 2}/%“ ﬂ-é }%w% Méw/ﬂé/é(/%/

A cvlecs /&‘/
JWW /Mﬁ/pé;Mﬁ% %% 7 CL/oa;/KM
/M\j Rating: S/

W What community resources would you consider for participation when organizing a
Talking Together circle?
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10. As a Talking Together Facilitator, you will be responsible for meeting a number of work
deadlines. What is your experience working with deadlines? What is the s:gmﬁcance

. deadlines? %l %%/ e %O bor /3(“%;/7@/
_/{/AL /Z{'J /]) ‘ /;l P o 7::’ T J /; e
S o F A e prdiipr vipntit 79 ) guictidra e
ﬂ%/f /{0 0’[7‘%0/&) HLQCWV( WL/C Rating: /5

%e the success of this ini IathC evalyation of the pr%@t is important. \1@ oin
ucontribute to the success of th aluatlo

Rating: /5

@ Describe your computer and record keeping skills. What particular software programs are

you familiar with (i.e. Microsw, OIW, etc.) % / Q_,/

Rating: /5

@ Describe the importance of Elders and Community Support (front line workers) in the

UF}LJCHE)IC Pl‘OCCSSW) /4/ \_/4_"/( /L// " a4 v /}_/(‘/7’ 7%(_( CC{/L,&

Ym%o\pn:fp ey drunity. B¢ /%% g ’ 7%'“/&00 huut

Rating: /3
A /LL’H\/S X\) :
14. [s there anything else that you would like to add?

No Rating
-/
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el V

Total Score: /70
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15. SCENARIO: The following is a problem-solving exercise, which you will be
required to complete using a word processor on the computer. When you are done
please save your document as “your first name.wpd” ie. “Doreen.wpd” on the disk
provided. Time limit: 30 minutes.

In a remote fly-in community north of Thunder Bay, two children (Tiffany, age 8 and Simon, age
6) are left with their Aunt Lillian while their mom and dad go to Thunder Bay for medical
appointments. Unfortunately, they got involved in drinking and did not return to their community
when they were supposed to. Aunt Lillian tried to care for the children with the help of their
extended family but resources were scarce and there was no one who could help. Sara, the
Tikinagan Child and Family Service worker applied to become a foster parent for these children
after the first week the parents were gone. This involved some one from the agency travelling to
the community to do a home visit. No one was available for the next month to do this and in fact
as of the time of the circle no one had arrived to do the study. As a result of the continued
absence of the parents Aunt Lillian felt she had no choice but to involve Tikinagan. They located
a foster placement in another community 500 miles away in another treaty area. There are no
direct air connections between the two communities.

The parents are served with documentation in Thunder Bay. They meet with the area supervisor
in a hotel room in Thunder Bay, where they sign papers agreeing to a six-month placement after
they are guaranteed that they will see the children twice monthly. The worker then attends to
Court and files the papers. The parents return to their community and begin to try to put their
lives back together. They take a parenting course as mandated by the agreement and try to see
their children but are unsuccessful. The six-month anniversary is coming up and the supervisor
has advised that the society wants to extend the placement for another six months so that the
parents can take alcohol treatment.

As the Talking Together facilitator how would you organize a circle? v
Who would you invite to the circle? /
What type of recommendations do you think would arise from a healing circle?

How would you deal with Tikinagan Child and Family Services? The Supervisor?

Talking Together Facilitator Interview Questions 4



Submitted By: Carol Kakegabon
Talking Circle Organization

1. Communicate and orgaﬁlze a pre-pla‘ﬁ{ling meeting with TCFSW, family, family
support workers, health workers, NADAP workers, educators, frontline workers
chief and councilor representative and legal representative. Send and follow up <~
with Phone calls, letters, memos, internet-emails and documentation fo establish
the circle. )

2. Establish a set of rule before circle begins. v

3. The recommendations may depend on the circumstances of the issue.
i L
Healing Circle Recommendations:

Parenting training

Alcohol treatment

3-6 month family/healing plan
Counseling/guidance and support
Traditional healing approaches
Empowerment training

Kids at Risk Training

Engage in local community Programs
Mentorship Programs

[ would identify and introduce myself representing the organization as the Dispute
Resolution Facilitator to the TCFS supervisor. [ would also present myself in a
professional and organized manner in the best interests of the families and community

Discussion:

-pertinent issue/concerns that may help the process

-reports?

-who, what, where, and when questions

-history

-what support has been provided?

-what’s working and not working

-can we work in a collegial manner in support of the family? If so, lets plan and come up

with a workable solution. _~
fbtaenss oot




SCHEDULE “A”

JOB DESCRIPTION

Talking Together Facilitator

DESCRIPTION:

Talking Together is funded by the Ministry of Children and Youth. The purpose of the program
is to utilize a traditional/alternative justice approach to resolving child welfare/family matters in
order to avoid unnecessary and potentially damaging litigation. The process used is the “healing”
circle in order to empower families to arrive at acceptable resolutions to matters. Circles are
arranged and conducted by a Talking Together Facilitator.

DUTIES/RESPONSIBILITIES:

The duties, responsibilities and obligations of the Talking Together Facilitator are the following:

e To complete training in the facilitation of Talking Circles;

e To receive referrals and confirm with the Talking Together Manager.

e To open files for each referral and keep them up to date including the database;

e Toreport to the Talking Together Manager/Administrative Clerk on a daily basis;
» Toinform family and children twelve or older regarding sharing of information.
e To prepare family, extended family and children twelve or older to attend circles.

e To orglanize the Talking Circles including the briefing of all participants about the circle
process and what will be expected of them;

e To facilitate the Talking Circles including drafting of final agreements arising from the
circles| and providing them to the participants as well as the First Nation representative,
Talking Together Manager, and the Child Welfare agency;

e To prtl)vide follow up to ensure that the agreements are adhered to and reconvene the
Talkin1g Circle if required;

e To pr?vide follow up reports and final reports once agreements are completed to the
family:, First Nation representative, Talking Together Manager and Child Welfare
agency;

s To colntribute to the evaluation process under the direction of the Talking Together
Manager;

|
e To liaise with the community initially to determine needs and wishes and educate them
about the process and on an ongoing basis to keep them informed about the project;

s To facilitate and participate in community activities that promote healing;

NALSC — Talking Together Facilitator
Job Description — Revised June 2011
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e To liaise with Elders, frontline workers and Chief and Council as needed to garner
support for the project and individual Talking Together Circles;

e To assist in the formation of the community based Justice Committee and utilize their
expertise in service delivery;

o Attend court as needed to obtain referrals or report on the progress of matters as required;
e To prepare and submit all circle, weekly, and quarterly reports in a timely manner;
» To pursue an integration of services with other NALSC programs and staff;

e To consult with NALSC staff lawyers or the Talking Together Manager as needed for
issues requiring legal advice or direction.

Restorative Justice Training:

e To attend NAN communities and conduct workshops/training in both Restorative Justice
and Talking Together as per request or on a needs basis

e  Any other duties as requested by the Executive Director

QUALIFICATIONS:

This position requires at a minimum a secondary school diploma with related work
experience. It is preferred that the TTF hold a post-secondary degree or diploma in social
work, child and family worker program, mental health or related fields. Ability to speak the
language and knowledge of culture an asset. Experience and knowledge of the legal system
is an asset.

ACCOUNTABILITY:

The Talking Together Facilitator is responsible to the Talking Together Manager for day to
day activities and to the Executive Director for overall work performance. Must adhere to
confidentiality as outlined in the Corporation policy and protocols.

SALARY RANGE:

This position pays $30,000 — 45,000 per year based on education and experience. This is a
full time non managerial position.

NALSC — Talking Together Faciliator
Job Description — Revised June 2011
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CONTRACT

This agreement made in triplicate this 11* day of August, 2011.

BETWEEN:

NISHNAWBE ASKI LEGAL SERVICES CORPORATION
(hereinafter referred to as “NALSC”)

QOF THE FIRST PART
-and-
CAROL KAKEGABON

(hereinafter referred to as the “Talking Together/Program Manager”)

OF THE SECOND PART

Nishnawbe Aski Legal Services Corporation hereby contracts with CAROL KAKEGABON
to serve as a Talking Together/Program Manager. The following shall be the terms and
conditions of this contract for service:

1.

11

1.2

13

1.4

1.5

TERMS OF REFERENCE

‘The Talking Together/Program Manager undertakes to perform and to be
responsible for the duties and responsibilities of this work as outlined in Schedule
“A” attached to this Agreement. .

The Talking Together/Program Manager will report to and be responsible to the
Executive Director on a day to day basis, and for overall work performance.

Hours of Work/Accessibility

The Talking Together/Program Manager will wotk five days per week during normal
business houts (putsuant to the NALSC Personnel Policies & Procedures Manual)
for a total of 35 hours per work week (deemed as full-time) and such other times as
may be required to carry out the functions of this wotk, with the prior written
approval of her supervisor(s) on the day(s) in question.

The Talking Together/Progtam Manager agrees to comply with all lawful
instructions given by her supervisor or Executive Director or their designates.

The Talking Together/Program Manager agrees to adhere to all personnel and
administrative policies approved by the Boatd of NALSC (the “NALSC Personnel
Policies & Procedures Manual”) and as administered by the Executive Director.




1.6

1.7

21

22

2.3

31

3.2
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The Talking Together/Program Manager is deemed to be a term employee for the
purposes and application of the NALSC policies, as amended, and except as
otherwise agreed to in this agreement.

The Talking Together/Program Manager shall genetally carry out the duties and
responsibilities of this work from 150 City Road, Fort William First Nation, Thundex
Bay, Ontario. Travel to NAN First Nations and communities throughout Ontario
will be required as patt of the duties of employment at the request of NALSC.

CONTRACT TERM

This Agreement shall be for a period of less than one year starting on August 11,
2011 and ending on March 31, 2012. The Talking Together/Program Manager
agrees to provide the services outlined in Schedule “A” for this period and NALSC
agrees to employ the Talking Together/Program Manager for the length of this term
in accordance with the terms and conditions contained in this Agreement.

NALSC further agrees to provide the Talking Together/Progtam Manager with
notice of its intention to renew or extend this Agreement in anticipation of the
contemplated expiry hereof, on such terms as may be agreed upon. Failure of
NALSC to provide notice of its intention to extend or renew the Agreement beyond
March 31, 2012 shall be deemed to be notice of the termination/expiration of this
Contract.

The Talking Together/Program Manager’s performance shall be reviewed by the
Executive Director. The Talking Together/Progtam Manager will receive an
evaluation after three months of the execution of this Agreement, pursuant to the
probation requirements in the Personnel Policy, identifying strengths and areas for
improvement. NALSC resetves the right to evaluate the Talking Together/Program
Manager at any time during the course of this Agreement if it is deemed to be
necessary.

FINANCIAL ARRANGEMENTS

Contract Amount

The Talking Togethet/Program Manager shall be paid a fixed salary of $52,000.00
per year, and such salary shall be paid bi-weekly, with deductions made for E.L,
C.P.P.,, and Income Tax, if applicable. After a successful probationary evaluation,
your salary will increase to $54,000.00.

Benefits
Nishnawbe Aski Legal Services Cotporation shall provide the Talking

Together/Program Manager with;

1) Vacation Leave (pursuant to the NALSC Personnel Policies and Procedures Manual).
2) Earned Sick Leave pursuant to the NALSC Personnel Policies and Procedures Manual.
3) Great West Life Group Benefits (pursuant to the NALSC Group Plan).



33

4.1

42

4.3

5.1
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4y Great West Life RRSP Plan.

Travel Expenses

The Talking Together/Program Manager will be reimbursed for all the travel
expenses necessarily incurred in cartying out the duties and responsibilities of
employment, provided that advance approval for such expense is provided by his
supervisors or Executive Director. Reimbursement will be limited to the following
items:

a) Hotel (room and tax only)
b} Meals

)] Economy Airfare

d) Taxis (receipts required)

e) Mileage (pursuant to NALSC Mileage Policy and limited to equivalent of one
economy round trip fare)

TERMINATION

This Agreement may be terminated by NALSC at any time for any reason without
notice.

In addition to the reasons hereinbefore, NALSC may terminate this Agreement
without just cause given with two weeks’ notice ot by the payment to the Talking
Together/Program Manager of two weeks’ pay in lieu of notice, inclusive of benefits.

The Talking Together/Program Manager hereby acknowledges the unique
circumstances of NALSC as a not-for-profit corporation dependent on public funds
to operate.  As such the programs/projects under which the Talking
Together/Program Manager’s setvices are provided are dependent on the provision
of continued funding by the Ministry of Childten and Youth Setvices or any other
agency or Ministry that may contribute to the continuation of the projects at
NALSC. In the event that funding for the programs is ended, then this Agreement
will be terminated.

CONFIDENTIALITY

The Talking Together/Program Manager shall treat as private and confidential, both
during as well as after this Agreement, any information concerning the affairs of
NALSC, any information related to clients of NALSC to which the Talking
Together/Program Manager becomes privy during the course of this Agreement,
and agrees not to divulge any such information to any other person. In addition to
the foregoing, the Talking Together/Program Manager shall ensure that any
information relating to the identity of clientele will be kept absolutely and strictly
confidential and shall not be divulged to any person ot otganization not entitled to
this information whatsoever or howsoever.
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6.1

7.1

72

8.1

9.1

10.

10.1

11.

111
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Failure to keep all information confidential constitutes a breach of this contract
entitling NALSC to terminate this agreement without notice.

CONFLICT OF INTEREST

The Talking Together/Program Manager agrees to refrain from any dealings with
any business, partnership or undertaking, which do or which have the potential to
conflict with any activity of NALSC.

ASSIGNMENT OF RIGHTS

The rights, which accrue, to NALSC under this Agreement shall pass to its

SUCCEeSSOors Or assigns.

‘The rights of the Talking Together/Program Manager under this Agreement are not
assignable or transferable in any manner whatsoever.

SEVERABILITY

In the event that any provision in this Agreement shall be deemed void or invalid by
a court of competent jurisdiction, the remaining provisions shall be and remain in
full force and effect.

WAIVER

The waiver by either party of any breach or violaton of any provision of this
Agreement shall not operate or be construed as a waiver of any subsequent breach or
violation of it.

ENTIRE AGREEMENT

This Agreement constitutes the entire agreement between the patties with respect to
the employment of the Talking Together/Program Manager and any and all previous
agteements, written or oral, express or implied between the parties or on their behalf
relating to the contract for services as the Talking Together/Program Manager by
NALSC are terminated and cancelled and each of the parties releases and forever
discharges the other of and from all manner of action, causes of action, claims or
demands under or in respect of any agreement.

MODIFICATION OF AGREEMENT

Any modification of this Agreement must be in writing, signed by the parties or it
shall have no effect and shall be void.

GOVERNING LAW
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13.1

14.

14.1

15.

15.1

This Agreement shall be governed by and construed in accordance with the laws of
the Canada or the Province of Ontario, as the case may be.

HEADINGS

The headings utilized in this Agreement are for convenience only and are not to be
construed in any way as additions to or limitations of the covenants and Agreements
contained in this Agreement.

NOTICES

a) Any notice required or permitted to be given to the Talking Together/Program
Manager shall be sufficiently given if delivered to the Talking Together/Program
Manager personally or if mailed by registered mail to the employee’s address last
known to NALSC.

b) Any notice required or permitted to be given to NALSC shall be sufficiently
given if mailed by registered mail to the NALSC at its address last known to the
Talking Together/Program Manager.

¢) Any notice given by mail shall be deemed to have been given seventy-two (72)
hours after the time it is posted.

INDEPENDENT LEGAL ADVICE

The Talking Together/Program Manager acknowledges that she has read and
understands this Agreement, and acknowledges that she has had the opportunity to
obtain independent legal advice with respect to it.

IN WITNESS WHEREOF the Parties have duly executed this Agreement this 11™ day of
August, 2011, in the City of Thunder Bay, in the Province of Ontario.

SIGNED, SEALED AND DELIVERED
In the presence of:

Qennchr. Vtgunge

WITNESS CAROL KAKEGABON

NISHNAWBE-ASKI LEGAL
SERVICES CORPORATION

DL

I have authority to bind the
corporation.
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EMPLOYMENT CONTRACT

This agreement made in triplicate this 1st day of April 2011.

BETWEEN:

NISHNAWBE-ASKI LEGAL SERVICES CORPORATION
(hereinafter referred to as “NALSC”)

OF THE FIRST PART

-and-

CAROL KAKEGABON
(hereinafter referred to as the “Talking Together Facilitator”)

OF THE SECOND PART

Nishnawbe-Aski Legal Services Corporation hereby contracts with CAROL KAKEGABON
to serve as a “Talking Together Facilitator” (TTF). The following shall be the terms and
conditions of this contract for sexvice:

L

1.1

1.2

13

14

1.5

1.6

TERMS OF REFERENCE

The Talking Together Facilitator undertakes to perform and to be responsible for
the duties and responsibilities of this wotk as outlined in Schedule “A” attached to
this Agreement.

The Talking Together Facilitator will report to and be responsible to the Talking
‘Together Manager on a day to day basis, and to the Executive Director for overall
work performance.

Hours of Work/Accessibility

The Talking Together Facilitator will work five days per week during normal
business hours (pursuant to the NALSC Personnel Policies & Procedures Manual)
and such other times as may be required to carry out the functions of this work, with
the prior approval of his supervisor on the day(s) in question.

The Talking Together Facilitator agrees to comply with all lawful instructions given
by his supervisor or Executive Director or their designates.

The Talking Together Facilitator agrees to adhere to all personnel and administrative
policies approved by the Board of NALSC (the “NALSC Personnel Policies &
Procedures Manual”) and as administered by the Executive Director,

The Talking Together Facilitator is deemed to be an employee for the purposes and
application of the NALSC policies, as amended, and except as otherwise agreed to in
this agreement.
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2.1

2.2

23
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The Talking Together Facilitator shall generally carry out the duties and
responsibilities of this work from Fort William First Nation, Ontario. Travel to
NAN First Nations and communities throughout Ontario will be required as part of
the duties and responsibilities of this contract, with particular emphasis being those
communities where the Talking Together Program is currently being delivered.

CONTRACT TERM

This Agreement shall be for a period of less than one year starting on April 1, 2011,
and ending on Mazch 31%, 2012, The Talking Together Facilitator agrees to provide
the services outlined in Schedule “A” for this petiod and NALSC agrees to contract
with the Talking Together Facilitator for the length of this term in accordance with
the terms and conditions contained in this Agreement.

NALSC further agrees to provide the Talking Together Facilitator with notice of its
intention to renew or extend this Contract in anticipation of the contemplated expiry
hereof, on such terms as may be agreed upon. Failure of NALSC to provide notice
of its intention to extend or renew the contract beyond March 31%, 2012 shall be
deemed to be notice of the termination/expiration of this Contract.

The Talking Together Facilitator’s performance shall be reviewed by the Talking
Together Manager. The Talking Together Facilitator will receive ongoing evaluation
of the execution of this Agreement identifying strengths and azeas for improvement.
NALSC reserves the right to evaluate the Talking Together Facilitator at any time
during the course of this Agreement if it is deemed to be necessary.
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3.2

33

4.1

42
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FINANCIAL ARRANGEMENTS

Contract Amount

The Talking Together Facilitator shall be paid at a pro-rated or adjusted payment in
accordance to an annual payment of 12 months equaling no more than $45,000.00
per year, and such payment shall be made bi-weekly, with deductions made for E.L,
C.P.P., and Income Tax, if applicable.

Benefits
Nishnawbe Aski Legal Services Corporation shall provide the Talking Together
Facilitator with the following benefits:

1y 2 (two) weeks vacation (pursuant to Personnel Policies and Procedures Manual) — pro-rated at 1.25
month)

2) Sick leave pursuant to the NALSC Personnel Policies and Procedures Manual. - Pro-rated.

3} Lieu time based on accumulated overtime as per Sec. 22 of the NALSC Personnel Policies and
Procedures Manual (approved at the discretion of the Executive Director).

Travel Expenses

The Talking Together Facilitator will be reimbursed for all the travel expenses
necessarily incurred in carrying out the duties and responsibilities of employment,
provided that advance approval for such expense is provided by his supervisors or
Executive Director. Reimbursement will be limited to the following items:

a) Hotel (zoom and tax only)
b) Meals

c) Economy Airfare

d) Taxis (receipts required)

e) Mileage (pursuant to NALSC Mileage Policy and limited to equivalent of one
economy round trip fare)

TERMINATION

This Contract may be terminated by NALSC at any time for any reason without
notice.

The Talking Together Facilitator hereby acknowledges the unique circumstances of
NALSC as a not-for-profit corporation dependent on public funds to operate. As
such, the programs/projects under which the Talking Together Program is provided
are dependent on the provision of continued funding by the Ministry of Children &
Youth Services that may contribute to the continuation of the projects at NALSC. In
the event that funding for the programs is ended, restricted or limited, then this
Agreement will be terminated.
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CONFIDENTIALITY

The Talking Together Facilitator shall treat as private and confidential, both during
as well as after this Agreement, any information concerning the affairs of NALSC,
any information related to clients of NALSC to which she becomes privy during the
course of this Agreement, and agrees not to divulge any such information to any
other person. In addition to the foregoing, the Talking Together Facilitator shall
ensure that any information relating to the identity of clientele will be kept absolutely
and strictly confidential and shall not be divulged to any person or otganization not
entitled to this information whatsoever or howsoever.

Failute to keep all information confidential constitutes a breach of this contract
entitling NALSC to terminate this agreement without notice.

CONEFLICT OF INTEREST

The Talking Together Facilitator agrees to refrain from any dealings with any
business, partnership or undertakings, which do or which have the potential to
conflict with any activity of NALSC.

ASSIGNMENT OF RIGHTS

The rights, which accrue, to NALSC under this Agreement shall pass to its
SUCCESSOrs Of assigns.

The rights of the Talking Together Facilitator under this Agreement are not
assignable or transferable in any manner whatsoever.

SEVERABILITY

In the event that any provision in this Agreement shall be deemed void or invalid by
a coutt of competent jurisdiction, the remaining provisions shall be and remain in
full force and effect.

WAIVER

The waiver by either party of any breach or violation of any provision of this
Agreement shall not operate or be construed as a waiver of any subsequent breach or
violation of it.

ENTIRE AGREEMENT

This Agreement constitutes the entire agreement between the parties and any and all
previous agreements, written or otal, express or implied between the parties or on
their behalf relating to the contract for services as the Talking Together Facilitator by
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NALSC are terminated and cancelled and each of the parties releases and forever
discharges the other of and from all manner of action, causes of action, claims or
demands under or in respect of any agreement.

MODIFICATION OF AGREEMENT

Any modification of this Agreement must be in writing, signed by the parties or it
shall have no effect and shall be void.

GOVERNING LAW

This Agreement shall be governed by and construed in accordance with the laws of
Canada or the Province of Ontatio, as the case may be.

HEADINGS

The headings utilized in this Agreement are for convenience only and are not to be
construed in any way as additions to or limitations of the covenants and Agreements
contained in this Agreement.
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NOTICES

a) Any notice required or permitted to be given to the Talking Together Facilitator
shall be sufficiently given if delivered to the Talking Together Facilitator personally
or if mailed by registered mail to the employee’s address last known to NALSC.

b) Any notice required or permitted to be given to NALSC shall be sufficiently
given if mailed by registered mail to the NALSC at its address last known to the
Talking Together Facilitator.

¢) Any notice given by mail shall be deemed to have been given seventy-two (72)
hours after the time it is posted.

INDEPENDENT LEGAL ADVICE

The Talking Together Facilitator acknowledges that she has read and understands
this Agreement, and acknowledges that she has had the opportunity to obtain
independent legal advice with respect to it.

IN WITNESS WHEREOF the Parties have duly executed this Agreement this 20th day of
June 2011, in the City of Thunder Bay, in the Province of Ontatio.

SIGNED, SEALED AND DELIVERED

In the presence

/
L

f:
(A g
WITNESS ;

NISHNAWBE-ASKI LEGAL SERVICES CORPORATION

Per:

I have authority to bind the corporation.
Celina Reitberger, Executive Director
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July 11,2011

COPY

Carol Kakegabon

c/o NALSC

86 S. Cumberland St. S.
Thunder Bay, ON P7B 4W6

Dear Carol:;

It gives me great pleasure to inform you that the hiring committee has chosen you
to be the successful candidate for the position of Talking Together/Program
Manager.

We will begin advertising immediately to fill your position as Talking Together
Facilitator. So there will need to be a transition period of about two weeks. Let
us discuss how this might evolve.

A contract will be prepared and you will be on probation from the date you start
for three months. Your salary will be $52,000.00 plus benefits. After your
probation is complete your salary will be $54,000.00.

We congratulate you and look forward to having you as a member of the
management team.

Sincerely,

‘o~

Celina Reitberger,
Executive Director

cce. Personnel File
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July 11,2011

Carol Kakegabon CO P Y

¢/o NALSC
86 S. Cumberland St. S.
Thunder Bay, ON P7B 4W6

Dear Carol:

It gives me great pleasure to inform you that the hiring committee has chosen you

to be the successful candidate for the position of Talking Together/Program
Manager.

We will begin advertising immediately to fill your position as Talking Together
Facilitator. So there will need to be a transition period of about two weeks. Let
us discuss how this might evolve.

A contract will be prepared and you will be on probation from the date you start
for three months. Your salary will be $52,000.00 plus benefits. After your
probation is complete your salary will be $54,000.00.

We congratulate you and look forward to having you as a member of the
management team.

Sincerely, S
O&wy AQ»

Celina Reitberger,
Executive Director

cc. Personnel File
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Lee Brown

From: Jennifer McKenzie <jmckenzie@nanlegal.on.ca>
Sent: Tuesday, September 20, 2011 2:23 PM

To: officestaff@nanlegal.on.ca

Subject: Carol K's Cell Number

Hello everyone:
Carol K's corporate cell number is :
621-3532

Please make note in your contacts. Miigwech!

She inherited Arlene’s office cell.

JENNIFER McKENZIE | Executive Assistant | Tel: 807-622-1413 | Fax: 807-622-3024] E-mail: jmckenzie@nanlegal.on.ca

NISHNAWBE-ASKI LEGAL SERVICES CORPORATION | 86 S. Cumberland Street, Thunder Bay, Ontario, P7B 2V3 | 1-800-
465-5581 | www.nanlegal.on.ca

B%Please ~ print this email only when necessary.

This communication is intended for use by the individual{s) to whom it is specifically addressed and should not be read by, or delivered to, any other
person. Such communication may coritain privileged or confidential information. If you have received this communication in error, please notify the
sender and permanently delete the communication. Thank you for your cooperation,
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Lee Brown

From: Celina M. Reitberger <creitberger@nanlegal.on.ca>
Sent: Monday, November 21, 2011 2:36 PM

To: Lee Brown

Subject: Carol Kakegabon

Attachments: Celina Reitberger.vcf

This will confirm that Carol has successfully completed her evaluation and is entitled to a raise as per her letter of offer
of employment. -

Celina Reitberger
Executive Director

Nishnawbe-Aski Legal Services Corporation
86 S. Cumberland St., Thunder Bay, ON, P7B 2V3

Tel: (807) 766-7075

Toll Free: 1-800-465-5581

Fax: (807) 622-3024

Email: creitberger@nanlegal.on.ca

Celina Reitberger
Hishnawbe-Aski Legal Services Corpora,..
Executive Director

{807} 785-7075 Work
creitberger@nanlegal.on.ca
Iishnaywbe-askl Legal Services Corpara...
86 5. Cumberland Street

Thundsr Bay, ON

P7B2V3
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Lee Brown

From: Carol Kakegabon <ckakegabon@nanlegal.on.ca>
Sent: Thursday, March 15, 2012 12:19 PM

To: Ibrown@nanlegal.on.ca

Subject: New Address

FYI

My new addressis 1405 Mary St. Thunder Bay On. P7E 4N2

Thanks,

Carol Kakegabonw Waabishkao Migigi Gabaashet

Talking Together Manager
Tel: (807) 474-4379
Fax: (807) 622-1096

Email: ckakegabon@nanlegal.on.ca

This electronic transmission, including any accompanying attachments, contains confidential information that may be [egally
priviteged and/or exempt from disclosure under applicable law. It is intended only for the use of the recipient(s) to whom it is
addressed. Any disclosure, review, copying, other distribution of the contents of this communication or taking any action on its
contents by anyone other than the intended recipient(s) is strictly prohibited. 1f you have received this communication in error,
please notify the sender immediately by return e-mail and permanently delete the copy you have received. Miigwech (Thank you)
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November 22, 2012
VIA EMAIL (ckakegabon@nanlegal.on.ca)
Original to Follow by Mail
Carol Kakegabon

Talking Together Manager

c/o Nishnawbe-Aski Legal Services Corporation
86 S. Cumberland Street South

Thunder Bay, ON P7B 2V3

Dear Carol:

RE: SALARY INCREASE

This will confirm that your salary has been increased from $54,000.00 to
$55,000.00 per year in recognition of exemplary job performance.

Your salary increase is effective starting on payroll #24, November 3, 2012.

If you have any questions regarding this increase please do not hesitate to contact
me.

Yours very truly,

(oA Tz

Celina Reitberger
Executive Director




Carol Kakegabon

-7 109 ROood Ave. W, Thunder Bay, Ontario POZB

(H) 807-285-0223 (C) 807-630-2285
Email:ckakegabon@gmail.com

Profile

#14 years education & work experience within First Nation communities and organizations

#Ontario College of Teachers -member

eCounseled students at different levels to address self-esteem, poor academic performance and retention
¢Counseled students regularly in accordance with IEP to meet specific goals and provided support with
numerous students in short term crisis situation

e Assisted in organizing school counseling program and developed activities to implement program
sExperienced in program planning and leadership skills

#Organized, highly motivated and detail-directed problem solver

e Experience working with the cultural, traditional and spiritual teachings of the community & working with
elders

t

Education
B.A. B.Ed., Concurrent Program May 1992 Lakehead University, Thunder Bay, Ontario

Special Education Part 1 August 2001 Lakehead University, Thunder Bay, Ontario
Guidance and Career Education Part 1 August 2009 Lakehead University, Thunder Bay, Ontario

Native Administrators Training Program, Anishinabek Education Institute UOI July 1994/95
North Bay, Ontario

Principals of First Nations Schools, Six Nations Polytechnic Institute July 2005 & 2006
Oshweken, Ontario

Work Experience
2010 Talking Together Facilitator -Mediation / ADR Nishnawbe-Aski Legal Services Corporation

2007-2009 Elementary School Principal Long Lake #58/Ginoogaming First Nation

2004-2006 Elementary School Vice-Principal Long Lake #58/Ginoogaming First Nation

2002-2004 Teacher Long Lake #58/Ginoogaming First Nation

2001-2002 Scholars Learning Center Coordinator/Teacher Long Lake #58/Ginoogaming First Nation
' 1999-2000 Director of Education (Interim) Long Lake #58/Ginoogaming First Nation

1997-1999 Education Coordinator Long Lake #58/Ginoogaming First Nation -

1995-1996 Native Curriculum Consultant Long Lake #58/ Ginoogaming First Nation/Superior
North Catholic District School Board

1995 Supply Teacher Greenstone Superior District School Board & Catholic
District School Board

1993-1995 Teacher/ Lead Teacher Constance Lake First Nation




v 1993-Supply Teacher Mobert First Gion 6

Training

e Trauma Counselling For Front-Line Workers-L.evel 1 Cultural Competency eBasic and Advance
Mediation/Family Group Conferencing eTaking Care of Each Other’s Spirit  Family Violence Training
eTrauma Informed Interventions in Direct Services Setting #Tribes #High Risk Kids & Families

Relevant Experience & Accomplishments

Education Coordinator/Education Director (interim)

e Assisted in the establishment of an Education Authority, School Program and Physical Plant for two schools
and provided support with an Alternative Education Program.

eFormulated and implemented orientation manuals, policies, guidelines and reports.

e Assisted in the budget operating needs within established guidelines.

eNetwork and liaise with school boards, private schools, communities, Indian and Northern Affairs Canada
and other First Nation organizations.

eDeveloped and presented a Community Based Curriculum Guide K-12.

eDeveloped and distributed an Aboriginal Urban Resource Guide for the Thunder Bay area.

e Assisted the school board with hiring practices, train, supervise, place and evaluate staff.

eFacilitate, collaborate and assisted with systematic goal setting reflecting school authority, ministry priorities,
school based initiatives, students and community needs.

eDeveloped and used a time management plan to focus on short and long term goals of the board including
curriculum, cultural programs and lifelong learning of staff, students and community.

Principal / Vice-Principal

eOversee operations and planning of daily school programming for 120 students and 28 staff.

e Direct and coordinate student support programs, curriculum programs, aboriginal programs and

outreach support services.

eProvide training and support to all teaching and support staff.

e Assisted in the development of a team approach to Literacy & Numeracy goals of the school.

eCounseled students and staff throughout the school year.

e Assisted the principal with general administration, school programming and monitor day to day operations.
¢ Oversee recruitment and retention of school staff and students.

Classroom Experience

sPlanned and instructed each subject area using a wide variety of teaching aids, motivational and
implementation strategies to engage students in active learning under the requirements of the provincial
curriculum.

sIncorporate resources and programs in the school curriculum.

sFacilitate EQAOQ testing and implement Literacy & Numeracy goals.

¢ Establish and organize classroom routine and implement classroom management strategies.

Scholars Learning Centre Coordinator

¢ Adhere to Scholars Learning Center policies regarding client satisfaction, instructor conduct, punctuality
and confidentiality.

eScheduled and conducted on-going parent conferences and teacher conferences.

o Administered diagnostic assessments and progress tests (CAT/2 & Peabody Vocabulary).

» Assembled student assessment files and administered progress assessments

® Monitor and update hourly Scholar prescriptions of student binders.

e Maintained monthly reports and send them to Head office and local Education Authority.

eOversee daily operations and implement Scholars programming and policies.

e Monitor and train instructors.
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References

Ms. Arlene Dodge

Special Projects Manager
Nishnawbe-Aski Legal Corp.,
Thunder Bay ON

(W) 807-622-1413 or 621-3532
email: adodge@nanlegal.on.ca

Tracy Boissoneau Norm Sakamoto

Migizi Wazisin Elementary School =~ Education Consultant
Longlac, Ontario Thunder Bay, ON  Thunder Bay, ON
807-876-4482 or 807-876-9562 807-626-2232
desbuzz@hotmail.com nsakamoto@tbaytel.net
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Nishnawbe-Aski Legal Services

Corporation

Lune 13, 2011 dofaV 4P N<Kdo9-A -AM"A-V-Aa”
ne L'PCLAA
Attention: Hiring Committee

Dear Sir/Madam:

RE: LETTER OF REFERENCE
CAROL KAKEGABON

Ms. Kakegabon was employed with Nishnawbe-aski Legal Services Corporation for over 2
years as a Talking Together Mediator/Facilitator and | provide this Letter of Reference to
your committee.

Ms. Kakegabon provided NAN clients with mediation services for those who became
involved with a Childrens Aid Society. She was responsible for following up on all Referrals
received by this office for Mediation. Our method of preparing for mediation was inclusive
in that all participants chosen by our clients were asked to attend a “Talking Together
Circle” for the clients. It was the sole responsibility of Ms. Kakegabon to do the following:

o Follow up with all information regarding a client;

e Open and maintain all files regarding a client;

e Consult with the Manager or Executive Director regarding all issues of protection;

e Inform the families and participants regarding the rules of engaging in our process;

e Facilitate the Circles, including drafting all final agreements arising from the circles and
providing them to the participants;

e Provide follow up to ensure agreements have been adhered to and or reconvene the
Circles

e Contribute to the evaluation process

e Liaise with the communities to determine needs and wishes and educate them about
the mediation process through in-house training provided by NALSC

e Participate and facilitate community activities that promote healing

e Liaise with Elders, frontline workers and Chiefs and Council

e Prepared and submitted yearly work plans for designated area

e Prepare and submit all circle, weekly and quarterly reports

Ms. Kakegabon was professional with respect to her duties and responsibilities. In
addition, she has an excellent work ethic and would recommend her for the position that
she seeks with your organization. If you have any questions regarding this letter please
contact me.

Regards,

{ i' :\ {:

( VLI -

L /
Arlene M. Dodge, B.A., LL.B./
Talking Together Manager; amdodge@hotmail.com
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CONTRACT

This agreement made in duplicate this 17* day of October, 2012

BETWEEN:

NISHNAWBE ASKI LEGAL SERVICES CORPORATION
(hereinafter referred to as “INALSC”)

OF THE FIRST PART
~and-
CAROL KAKEGABON
ereinafter referred to as the “Ta ogether/Program Manager’
inafter referred the “Talking Together/Program Manager”

OF THE SECOND PART

Nishnawbe Aski Legal Services Corporation hereby contracts with CAROL KAKEGABON
to serve as a Talking Together/Program Manager. The following shall be the terms and
conditions of this contract for service:

L

1.1

12

13

14

15

TERMS OF REFERENCE

The Talking Together/Program Manager undertakes to perform and to be
responsible for the duties and responsibilities of this work as outlined in Schedule
“A” antached to this Agreement. .

The Talking Together/Program Manager will report to and be responsible o the
Executive Director on a day to day basis, and for overall work performance.

Hours of Work/Accessibility

The Talking Together/Program Manager will work five days per week during normal
business hours (pursuant to the NALSC Personnel Policies & Procedures Manual)
for a total of 35 hours per work week (deemed as full-time) and such other times as
may be required to carry out the functions of this work, with the prior written
approval of her supervisor(s) on the day(s) in question.

The Talking Together/Program Manager agrees to comply with all lawful
instructions given by her supervisor or Execurive Director or their designates.

The Talking Together/Program Manager agrees to adhere to all personnel and
administrative policies approved by the Board of NALSC {the “NALSC Personnel
Policies & Procedures Manual™) and as administered by the Executive Director.
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3.1

3.2
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The Talking Together/Program Manager is deemed to be a term employee for the
purposes and application of the NALSC policies, as amended, and except as
otherwise agreed to in this agreement.

The Talking Together/Program Manager shall -generally carry out the duties and
responsibilities of this worl from 150 City Road, Fort William First Nation, Thunder
Bay, Ontario. Trave] to NAN First Nations and communities throughout Ontario
will be required as part of the duties of employment at the request of NALSC.

CONTRACT TERM

This Agreement shall be for a period of less than one year starting on April 1, 2012
and ending on March 31, 2013. The Talking Together/Program Manager agrees to
provide the services outlined in Schedule “A” for this period and NALSC agrees to
employ the Talking Together/Program Manager for the length of this term in
accordance with the terms and conditions contained in this Agreement.,

NALSC further agrees to provide the Talking Together/Program Manager with
notice of its intention to renew or extend this Agreement in anticipation of the
contemplated expiry hereof, on such terms as may be agreed upon. Failure of
NALSC o provide notice of its intention to extend or renew the Agreement beyond
March 31, 2013 shall be deemed to be notice of the termination/expiration of this
Contract.

The Talking Together/Program Manager’s performance shall be reviewed by the
Executive Director. The Talking Together/Program Manager will receive an
evaluation after three months of the execution of this Agreement, pursuant to the
probation requirements in the Personnel Policy, identifying strengths and areas for
improvement. NALSC reserves the right to evaluate the Talking Together/Program
Manager at any time during the course of this Agreement if it is deemed to be
necessary.

FINANCIAL ARRANGEMENTS

Contract Amount

The Talking Together/Program Manager shall be paid a fixed salary of $55,000.00
per year, and such salary shall be paid bi-weekly, with deductions made for EI,
CP.P,, and Income Tax, if applicable.

Benefits
Nishnawbe Aski Legal Services Corporation shall provide the Talking
Together/Program Manager with;

1) Vacation Leave (pursuant to the NALSC Personnel Policies and Procedures Manual).
2) Earned Sick Leave pursuant to the NALSC Personnel Policies and Procedures Manual,
3) Great West Life Group Benefits (pursuant to the NALSC Group Plan).

4) Great West Life RRSP Plan,
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43

5.1

Travel Expenses

The Talking Together/Program Manager will be reimbursed for all the travel
expenses necessarily incurred in carrying out the duties and responsibilities of
employment, provided that advance approval for such expense is provided by his
supervisors or Executive Director, Reimbursement will be limited to the following
items:

a) Hotel (room and tax only)

b) Meals

c) Economy Airfare

d) Taxis (receipts required)

e) Mileage (pursuant to NALSC Mileage Policy and limited to equivalent of one
economy round trip fare)

TERMINATION

This Agreement may be terminated by NALSC at any time for any reason without
notice.

In addition to the reasons hereinbefore, NALSC may terminate this Agreement
without just cause given with two weeks” notice or by the payment to the Talking
Together/Program Manager of two weeks’ pay in lieu of notice, inclusive of benefits.

The Talking Together/Program Manager hereby acknowledges the unique
circumstances of NALSC as a not-for-profit corporation dependent on public funds
to operate.  As such the programs/projects under which the Talking
Together/Program Manager’s services are provided are dependent on the provision
of continued funding by the Ministry of Children and Youth Services or any other
agency or Ministry that may contribute to the continuation of the projects at
NALSC. In the event that funding for the programs is ended, then this Agreement
will be terminated.

CONFIDENTIALITY

The Talking Together/Program Manager shall treat as private and confidential, both
during as well as after this Agreement, any information conceming the affairs of
NALSC, any information related to clients of NALSC to which the Talking
Together/Program Manager becomes privy during the course of this Agreement,
and agrees not to divulge any such information to any other person. In addition to
the foregoing, the Talking Together/Program Manager shall ensure that any
information relating to the identity of clientele will be kept absolutely and strictly
confidential and shall not be divulged to any person or organization not entitled to
this information whatsoever or howsoever.
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Failure to keep all information confidential constitutes a breach of this contract
entitling NATLSC to terminate this agreement without notice.

CONFLICT OF INTEREST

'The Talling Together/Program Manager agrees to refrain from any dealings with
any business, partnership or undertaking, which do or which have the potential o
conflict with any activity of NALSC.

ASSIGNMENT OF RIGHTS

The rights, which accrue, to NALSC under this Agreement shall pass to its
SUCCESSOLS Or assigns.

The rights of the Talking Together/Program Manager under this Agreement are not
assignable or transferable in any manner whatsoever.

SEVERABILITY

In the event that any provision in this Agreement shall be deemed void or mnvalid by
a court of competent jurisdiction, the remaining provisions shall be and remain in

full force and effect.
WAIVER

The waiver by either party of any breach or violation of any provision of this
Agreement shall not operate or be construed as a waiver of any subsequent breach or
violation of it.

ENTIRE AGREEMENT

This Agreement constitutes the entire agreement between the parties with respect to
the employment of the Talking Together/Program Manager and any and all previous
agreements, written or oral, express or implied between the parties or on their behalf
relating to, the contract for services as the Talking Together/Program Manager by
NALSC are terminated and cancelled and each of the parties releases and forever
discharges the other of and from all manner of action, causes of action, claims or
demands under or in respect of any agreement.

MODIFICATION OF AGREEMENT

Any modification of this Agreement must be in writing, signed by the parties or it
shall have no effect and shall be void.

GOVERNING LAW

This Agreement shall be governed by and construed in accordance with the Jaws of
the Canada or the Province of Ontario, as the case may be.
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15.

15.1

HEADINGS

'The headings utilized in this Agreement are for convenience only and are not to be
construed in any way as additions to or limitations of the covenants and Agreements
contained in this Agreement.

NOTICES

a) Any notice required or permitted to be given to the Talking Together/Program
Manager shall be sufficiently given if delivered to the Talking Together/Program
Manager personally or if mailed by registered mail to the employee’s address last
known to NALSC.

b) Any notice required or permitted to be given to NALSC shall be sufficiently
given if mailed by registered mail 10 the NATLSC at its address last known to the
Talking Together/Program Manager.

c) Any notice given by mail shall be deemed to have been given seventy-two (72)
hours after the time it is posted.

INDEPENDENT LEGAL ADVICE

The Talking Together/Program Manager acknowledges that she has read and
understands this Agreement, and acknowledges that she has had the opportunity to
obtain independent legal advice with respect to it. "

T2

B WITNESS WHEREOF the Parties have duly executed this Agreement this ,17‘{ day of
"Qetobet, 2012 in the City of Thunder Bay, in the Province of Ontario.

SIGNED, SEALED AND DELIVERED

In the presence of:

(\M&M

WITNESS CAROL KAKEGABON-/

NISHNAWBE-ASKI LEGAL
SERVICES CORPORATION

g —

Jean  Robinson,  Acting
ExeCuuve Director
I have authonty to bind the
corporation.
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CONTRACT

This agreement made in duplicate this 17* day of October, 2012,

BETWEEN:

NISHNAWBE ASKI LEGAL SERVICES CORPORATION
(hereinafter referred to as “NALSC”)

OF THE FIRST PART
-and-
CAROL KAKEGABON
(hereinafter referred to as the “Talking Together/Program Manager”)

OF THE SECOND PART

Nishnawbe Aski Legal Services Corporation hereby contracts with CAROL KAKEGABON
to serve as a Talking Together/Program Manager. The following shall be the terms and
conditions of this contract for service:

1.

1.1

1.2

13

14

1.5

TERMS OF REFERENCE

The Talking Together/Program Manager undénakes to perform and to be
responsible for the duties and responsibilities of this work as outlined in Schedule
“A” attached to this Agreement. .

The Talking Together/Program Manager will report to and be responsible to the
Executive Director on a day to day basis, and for overall work performance.

Hours of Work/Accessibility

The Talking Together/Program Manager will work five days per week during normal
business hours {pursuant to the NALSC Personnel Policies & Procedures Manual)
for a total of 35 hours per work week (deemed as full-time)} and such other times as
may be required to carry out the functions of this work, with the prior written
approval of her supervisor(s) on the day(s) in question.

The Talking Together/ Program Manager agrees to comply with all lawful
instructions given by her supervisor or Executive Director or their designates.

The Talking Together/Program Manager agrees to adhere to all personnel and
administrative policies approved by the Board of NALSC (the “NALSC Personnel
Policies & Procedures Manual”) and as administered by the Executive Director.



cv

1.6

17

2.1

22

2.3

31

3.2

O O

The Talking Together/Program Manager is deemed to be a term employee for the
purposes and application of the NALSC policies, as amended, and except as
otherwise agreed to in this agreement.

The Talking Together/Program Manager shall generally carry out the duties and
responsibilities of this work from 150 City Road, Fort William First Nation, Thunder
Bay, Ontario. Travel to NAN First Nations and commuaities throughout Ontario
will be required as part of the duties of employment at the request of NATSC,

CONTRACT TERM

This Agreement shall be for a period of less than one year starting on April 1, 2012
and ending on March 31, 2013. The Talking Together/Program Manager agrees to
provide the services outlined in Schedule “A” for this period and NALSC agrees to
employ the Talking Together/Program Manager for the length of this term in
accordance with the terms and conditions contained in this Agreement.

NALSC further agrees to provide the Talking Together/Program Manager with
notice of its intention to renew or extend this Agreement in anticipation of the
contemplated expiry hereof, on such terms as may be agreed upon. Failure of
NALSC to provide notice of its intention to extend or renew the Agreement beyond
March 31, 2013 shall be deemed to be notice of the termination/ expiration of this
Contract.

The Talking Together/Program Manager’s performance shall be reviewed by the
Executive Director. The Talking Together/Program Manager will receive an
evaluation after three months of the execution of this Agreement, pursuant to the
probation requirements in the Personnel Policy, identifying strengths and areas for
improvement. NALSC reserves the right to evaluate the Talking Together/ Program
Manager at any time during the course of this Agreement if it is deemed to be
necessary,

FINANCIAL ARRANGEMENTS

Contract Amount

The Talking Together/Program Manager shall be paid a fixed salary of $55,000.00
per year, and such salary shall be paid bi-weekly, with deductions made for EIL,
CP.P,, and Income Tax, if applicable.

Benefits
Nishnawbe Aski Legal Services Corporation shall provide the Talking
Together/Program Manager with;

1) Vacation Leave (pursuant to the NALSC Personnel Policies and Procedures Manual),
2) Eamed Sick Leave pursuant to the NALSC Personnel Policies and Procedures Manual.
3) Great West Life Group Benefits (pursuant to the NALSC Group Plan).

4} Great West Life RRSP Plan.
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Travel Expenses

The Talking Together/Program Manager will be reimbursed for all the travel
expenses necessarily incurred in carrying out the duties and responsibilities of
employment, provided that advance approval for such expense is provided by his
supervisors or Executive Director. Reimbursement will be limited to the following
nems:

a) Hotel (room and tax only)

b) Meals

c) Economy Airfare

d) Taxis (receipts required)

e Mileage (pursuant 1o NALSC Mileage Policy and limited to equivalent of one
economy round trip fare)

TERMINATION

This Agreement may be terminated by NALSC at any time for any reason without
notice.

In addition to the reasons hereinbefore, NALSC may terminate this Agreement
without just cause given with two weeks’ notice or by the payment to the Talking
Together/Program Manager of two weeks’ pay in lieu of notice, inclusive of benefits.

The Talking Together/Program Manager hereby acknowledges the unique
circumstances of NALSC as a not-for-profit corporation dependent on public funds
to operate.  As such the programs/projects under which the Talking
Together/ Program Manager’s services are provided are dependent on the provision
of continued funding by the Ministry of Children and Youth Services or any other
agency or Ministry that may contribute to the continuation of the projects at
NALSC. In the event that finding for the programs is ended, then this Agreement
will be terminated.

CONFIDENTIALITY

The Talking Together/Program Manager shall treat as private and confidential, both
during as well as after this Agreement, any information concerning the affairs of
NALSC, any information related to clients of NALSC to which the Talking
Together/Program Manager becomes privy during the course of this Agreement,
and agrees not to divulge any such information to any other person. In addition to
the foregoing, the Talking Together/Program Manager shall ensure that any
information relating 1o the identity of clientele will be kept absolutely and strictly
confidential and shall not be divulged to any person or organization not entitled to
this information whatsoever or howsoever.
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Failure to keep all information confidential constitutes a breach of this contract
entitling NALSC to terminate this agreement without notice.

CONFLICT OF INTEREST

The Talking Together/Program Manager agrees to refrain from any dealings with
any business, partnership or undertaking, which do or which have the potential to
conflict with any activity of NALSC.

ASSIGNMENT OF RIGHTS

The rights, which accrue, to NALSC under this Agreement shall pass to its
SUCCESSOTS Or assigns.

The rights of the Talking Together/Program Manager under this Agreement are not
assignable or transferable in any manner whatsoever.

SEVERABILITY

In the event that any provision in this Agreement shall be deemed void or invalid by
a court of competent jurisdiction, the remaining provisions shall be and remain in

full force and effect.
WAIVER

The waiver by either party of any breach or violation of any provision of this
Agreement shall not operate or be construed as a waiver of any subsequent breach or
violation of 1.

ENTIRE AGREEMENT

This Agreement constitutes the entire agreement between the parties with respect to
the employment of the Talking Together/Program Manager and any and all previous
agreements, written or oral, express or implied between the parties or on their behalf
relating to the contract for services as the Talking Together/Program Manager by
NALSC are terminated and cancelled and each of the parties releases and forever
discharges the other of and from all manner of action, causes of action, claims or
demands under or in respect of any agreement.

MODIFICATION OF AGREEMENT

Any modification of this Agreement must be in writing, signed by the parties or it
shall have no effect and shall be void.

GOVERNING LAW

This Agreement shall be governed by and construed in accordance with the laws of
the Canada or the Province of Ontario, as the case may be.
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HEADINGS

The headings utilized in this Agreement are for convenience only and are not to be
construed in any way as additions to or limitations of the covenants and Agreements
contained in this Agreement.

NOTICES

a) Any notice required or permitted to be given to the Talking Together/Program
Manager shall be sufficiently given if delivered to the Talking Together/Program
Manager personally or if mailed by registered mail to the employee’s address last
known to NALSC.

b) Any notice required or permitted to be given to NALSC shall be sufficiently
given if mailed by registered mail to the NALSC at its address last known to the
Talking Together/ Program Manager.

c) Any notice given by mail shall be deemed to have been given seventy-two (72)
hours after the time it is posted.

INDEPENDENT LEGAL ADVICE

The Talking Together/Program Manager acknowledges that she has read and
understands this Agreement, and acknowledges that she has had the opportunity to
obtain independent legal advice with respect to it.

//

S
.)%/-\_I; WITNESS WHEREOF the Parties have duly executed this Agreement thmﬂ‘{ day of

ﬂ/o pesthe” Qetobes, 2012 in the City of Thunder Bay, in the Province of Ontario.

SIGNED, SEALED AND DELIVERED

In the presence of:

(o unlload,

WITNESS CAROL KAKEGABOW

NISHNAWBE-ASKI LEGAL
SERVICES CORPORATION
Pe 4

: Jean  Robinson, Acting
Executive Director
I have authority to bind the
corporation.
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Carol Kakfgabon

o o s
From: Jennifer McKenzie <jmckehzie@nanlegal.onca>
Sent: Wednésday, October 17, 2012-4:40 PM
To: Carol Kakegabon
Ce: Celina Reitberger
Subject: Your'Contract 2012-2013
Attachiments: Contract Carol Kakegabon 2012-2013.doc

Hi Carol:
I'have your contract here signed by MaryJean, now all we need isyoursignature.

JENNIFER McKENZIE | Executive Assistant, | Tel: 807-622-1413 | Fax: 807-622:3024) E-mail; jmckenzie@naniegal.on.ca
NISHNAWBE-ASKI LEGAL SERVICES CORPORATION | 86 S. Cumberlanid Street, Thundef Bay, Ontario, P78 2V3 | 1-800-
465-5581 | www.nanlegal.on.ca:

: Please ~ print thigierail only when necessary.
= rint thigiey Iy

This communicatioh s Intended for use by the individual(£) to whom it Is specifically addressed and shiould not be read by, of delivered to, any other
person, Sucli communication may contain privileged or confidential information. If you have réceived this communication in error; please notify the

setider and permanently delete the.com munieation, Thank you for,your cooperation,
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Lee Brown

From: Celina M. Reitberger <creitberger@nanlegal.on.ca>
Sent: Monday, November 05, 2012 4:12 PM

To: Lee Brown

Subject: Carol K

Her salary is now $55,000. Effective this pay period. Letter to follow.

Sent from my iPhone Wﬂ %
(o4 22

No virus found in this message.
Checked by AVG - www.avg.com
Version: 2013.0.2742 / Virus Database: 2617/5875 - Release Date: 11/05/12
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CONTRACT

This agreement made in duplicate this 17 day of October, 2012.

BETWEEN:

NISHNAWBE-ASKI'LEGAL SERVICES CORPORATION
(hereinafter referred to as “NALSC?)

OF THE FIRST PART
-and-
. - CAROL KAKEGABON
(heremafter.teferted to as the “Talking Together/Program Manager”

OF THE SECOND PART

Nishnawbe AskiLegal Services Corporatiofi hereby contracts-with CAROL KAKEGABON
to serve as a Talking Together/Program Mandger. The following- shall be the terms and
cornditions of this contract for-service:

L

1.1

12

13

14

1.5

TERMS OF REFERENCE

The Talking Togethier/Program Manager undertakes fo perform and to be
responsible for the duties and responsibilities of :this woik as outlined in Schedule
“A” attached 1o this Agreement. .

The Talking Together/ Program Manager ‘will report 1o and be responsible to the
Executive Directoron-a day to-day basis, and-for-overall work performance..

Hours of Work/Accessibility

The Talking Together/Program Manager will-work five days per-week during normal
business hours (pursuant to the NALSC Personnel. Policies & Procedures Manual)
for a 1otal of 35 hours per work week (deemed as full time) and such other times as
may be required to carry out the functions ‘of this work, with the prior written
approval of her supervisor(s) ori thé day(s) in question.

The Talking Together/Program Manager agrees to comply with all lawful
mstructions given by her supervisor or Executive Director or their designates.

The Talking Together/Program Manager agrees to adhere to all personnel and
administrative policies approved by the Board of NALSC (the “NALSC Personnel

Policies 8 Procedures Manual”) and as administered by the Exécutive Ditector.
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The Talking ‘I‘ogéﬂicr/l?'rogmmManag_en is deemed 1o be a term émployee for the
purposes and :application of the NALSGC policies, as amended, and except as
otherwise agreed to in this agreemen.

The Talking Together/Program Managér ‘shall generally carry out the duties and
responsibilities of this' work from 150 Gity Road, Fort William First Nation, Thunder
Bay, Ontario. Travel 1o .NAN First Nations and communities thrbugh‘opt Ontario
will be required as part of the duties of employment ar.the request of NALSC,

CONTRACT TERM

, less than. one year starting-on- April 1, 2012
and ending on March. 31, 2013. The Talking Together/Program Nanager agrees to
provide the services outlined inSchedule “A” for this period and NALSC agrees 1o
employ the Talking Together/Program. Mznager for the length of this -term in
accordance with' the terms and conditions contained in this Agreement,

This Agreement sliall Be for a period of |

NALSC further. agreés to- provide the Talking ‘T: ogether/Program Manager with
notice of its intention to renew or extend ‘this Agreement.in ariticipation of the
contemplated expiry hereof; on, sich terms as may be agreed upon, Failure of:
NALSCitoprovide notice of its intention to extend. or renew.the Agreemeént beyond:
March 31, 2013 shall be deemed to be notice of the termination/expiration of this
Contract,

“The Talking Together/Program Manager’s performance shall be reviewed by the
Execuiive Director.  The Talking Together/Program Manager will. receive an
evaluation after three months of the execution of this Agreement, pursuant to, the
probation requirements i the Personnel Policy, identifying swengths and areas for
improvement. NALSC reserves the right to evaluate the Talking Together/Program
Manager at any tmé during the course' of ‘this Agreement if it is deemed 10 be
necessary,

FINANCIAL ARRANGEMENTS

Contmc‘tsmnoqnt . .
The Talking "Together/ Program Manager shall be paid a fixed salary of $55,000.00
per year, and such salary shall be paid bi-weekly, with, dedlucrions made for El,

CP.P., and Income Tax, ifapplicable,

Benefits
Nishnawbe ~Aski Legal -Services Corporation shall. provide the Talking
Together/Program Manager with;

1) Vacation Leave {pursuant to the NALSC Personnel Policies. and Procedures Manual).
2). Eamed'Sick Leave pursuanl to the:NALSC Personnel Policies and Procedurcs Manual.
3) Greai West-Life Group Benefils-(pursuant to the NALSC.Group Plan).

4) Great West Life RRSP Plan,

[
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Travel Expenses’ _

The Talking Together/Program Manager “will be retmbursed forall the travel
expenses necessanly incurred in carrying out the duties and responsibilities of
employmeny; provided that advance approval for such expense is provided by his
supervisors or Executive Director. Reimbursernent will be limited o the following
tems:

a) Hotel (room and 1ax only)

b)  Meals

) Economy Aitfare

d) Taxis (receipts required). |

€) Mileage (pursuant to NALSC Mileage Policy and limited to equivalent. of one
econony round trip fare) .

TERMINATION

This Agreement maybe terminated by NALSC:at, anytime for any reasori without
notice:

In addition to the reasons hereinbefore, NALSC may terminate this ‘Agreement
without just cause given:with two wecks’ notice or by the payment to the Talking
Together/ Program Manager of two weeks’ payin lieu of notice, inclusive of benefits,

The Talking Together/Program ‘Minager hereby acknowledges the unique
circumstanices of NALSC as a not-for-profir corporation dependerit on public:funds
to operate,  As such the programs/projects under which the Talking
‘Togethier/ Program Manager's services are provided are dependent on'the proyisiori
of continued funding by the Ministry of Children and Youth Seivices or any other
agency or Ministry thar may contribute 1o the continuation of the projects at
NALSC. In the event that funding for the programs is ended, then this Agreémen
will be terminated.

‘CONFIDENTIALITY

The Talking Together/Progiam Manager shall treat as private and confidential, both
during as well as after this Agreement, any“information concerning the affairs of
NALSC, any information related to clients of NALSC to which the Talking
Together/Program Manager becomes privy during the course of this Agreement,
and agrees not 1o divulge aiiy such information to.any other'person. In addition to
the foregoing, the Talking Together/Program Manager shall ensure thar any
information relating to the idéntity of clientele. will be kept absolutely and siriccly
confidential and shall not be divulged to any person or organization not entitled to
this information whatsoever or howsoever, '
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Failure 10 keep all inforimation .confidential -constitutes a breach of this contract

entiding NAILSC to terminate this agreement without nofice.

CONFLICT OF INTEREST

"The Talking Together/Program Manager agrees to refrain from any dealings with
ariy: business, ‘parinership -or undertaking; which do .or which have. the potential to
conflict with any activity'of NALSC.

ASSIGNMENT OF RIGHTS

The nghts, which accrue;, to NALSC wurider this Agreement shall pass to iis
SUCCESSOTS OF assigns.

The righes of theé Talking Togethier/ Program Manager under this Agreement-are not
assignable or transferable in any manner whatsoever.

SEVERABILITY

In the event that-any provision in this Agreement:shall be deemed void or irivalid by
a court of competent jurisdiction, the remaining provisions shall be. and remain in

fll force and effect,

WAIVER

The waiver by either panty of any breach or violation of any provision of this

Agreement shall not 6perate or be construed:as a waiver of any subsequent breach or

violation of .
|

ENTIRE AGREEMENT

This Agréement constinités the entire.agreement between the parties witht respect to
the employment of the Talking Together/Program Manager and any and all previous
agrf%gment.é;, written or oral, express orimplied between the parties or.on their behalf
relating 10 the ¢ontract for services as the Talking Together/Program Manager by
NALSC are terniiniated and cancelled and each of the parties releases and forever

discharges the other of and from all manner of actio, causes of. action, clatms- or

demands under or in respect of'fanyagrgqmgm.
MODIFICATION OF AGREEMENT

Any modification of this Agreernent must be in writing, signed by the parties or it
shall have no efféct and shall be void.

GOVERNING LAW

This Agreement shall be governed by and constrired in accordance-with the laws of
the Canada or the Province of Onrario, as the case may be.
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HEADINGS

The headings utilized: 1n this Agreement-are for conveniénce onlyand ate not'to be
.conlst'rue_(i in_any way:as additions to or limitations:of the covenants and Agreements
conl::ained,;in this Agreement.

l
NC%TICES

a) 'L’my notice required or permiited to be given to the Talking Together/Program
ﬁ?ager' shall be. sufficiently given if delivered to the Talking Together/Program
Manager personally or if mailed by registered mail 1o the employee’s address last

known to- NALSC.

b) tAny notice .required or petmitied to be given to NALSC shall be sufficiently
given if mailed by registered mail to the NALSC at its address Jast known 1o the
Tallting Together/ Program Manager.

¢} .Ifsny notice given by mail shall be deemed to have been given seventytwo 72

hours after the'ume it is posted.

"I'NI'E)EPENDENT LEGAL ADVICE

The| Talking Togethei/Program Manager acknowledges that she has read and
x;ndt':rstands this Agreement, and acknowledges that she has had the opportunity 10
obtain independent legal advice with respect.1o it.

-~ “IN WITN ESS WHEREOF the Parties have duly executed this Agreemerit thié,}?f“/cgy- of
Qsmbe&ZOiIQ in the City'of Thunder Bay; in the Province of Qntario.

) Jrosian? 2

l
SIGNED, SEALED AND DELIVERED

In the presence of:

(\e of«uQ B@b@«:«;ﬁjm >

WITNESS| CAROL KAKEGABON

NISHNAWBE-ASKI LEGAL
SERVICES CORPORATION

PﬁFZ : //{-”“*)
“Marf  Jean Robinson, Acting
Executive Director

I have authority to bind the
cotporation. '
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Malling Address:

86 5. Cumbetland Strest
Thunder Bay, Ontarlo
P7B 2v3

Tel: {807) 622-1413
Foot: (B07) 622-3024

E-mall
info@nanlegat.on.ca

Website
www.nanlegal.on.ca

Head Office:

150 Clly Rood
Fort Wiliarn Flist Natlon
Thunder Bay, Ontario
P7J 1J7

d | O

Nishnawbe-Aski Legal Services
Corporation

dodaV <4"P N<do3A -AlA-V-Ad
LPCLA-A

November 22, 2012

VIA EMAIL (ckakegabon@nanlegal.on.ca)
Original to Follow by Mail

Carol Kakegabon

Talking Together Manager

c/o Nishnawbe-Aski Legal Services Corporation
86 S. Cumberland Street South

Thunder Bay, ON P7B 2V3

Dear Carol:

RE: SALARY INCREASE

This will confirm that your salary has been increased from $54,000.00 to
$55,000.00 per year in recognition of exemplary job performance.

Your salary increase is effective starting on payroll #24, November 3, 2012.

If you have any questions regarding this increase please do not hesitate to contact
me,

Yours very truly,

(AT

Celina Reitberger
Executive Director




Mailing Address:

86 S, Cumberland Skeet
Thunder Bay, Ontarlo
P78 2v3

Tel: (807) 622-1413
Fax: {807) 622-3024

E-mafll
info@nanlegal.on.ca

Website
www.nanlegal.on.ca

Head Office:

150 City Road
Fort William First Nation
Thunder Bay, Ontaro
P7J 147

j
i

O Nishnawbe-Asxi Legal Services
Corporation

dofaV 4"P N<daFA APAV-Ad
LPCLA-A

November 19, 2014

Carol Kakegabon

1935 Fredrica Street West
Thunder Bay, ON

P7E 615

s Sal Increase

Talking Together has approved a 1.35 % increase to those staff who are employed
full time and under the Talking Together Program budget.

NALSC is pleased to inform you that you will be receiving an increase retroactive
to April 1, 2014.

You will receive your retro pay on Payroll #24, and the following payrolls will be
adjusted accordingly. Your base salary was increased from $56,640.00 to
$57,404.64 per annum.

For those of you registered in the Retirement Savings plan, there will be an
adjustment as well.

Sineerely,
R A

Mary Bird
Area Director

CC PerSiNNE- FlLz
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Nishnawbe-Aski Legal Services
150 City Road

Fort William First Nation

Thunder Bay, ON P7J 1J7

KAKEGABON, CAROL
1935 FREDRICA STREET WEST
Thunder Bay, ON P7E 675

Direct Deposit Payment Advice

Period : Nov 1, 2014 to Nov 14, 2014  Payment Date : Nov 20, 2014 bD427-013

Paycode Straight oT 1.5 oT 2.0 Pay Rate Current YearTcDate Paycode Current YearToData

Salary . . . . 66.50 . . . . . s s e e e e 31,8411 2,097.48 . 50,708.76 Benefits

Retro Pay. . . . . . v e s e e e e e e s e e e e . 470.55 . . 470.55 FAAR Ben. . . 125.85 . 2,548.97
2,568.03 51,179.31 TOTAL. . . 125.85 . 2,948.97

Accrual Cpening Bccrued Released Balance Deductions

-------------------------------------------------- FAA. . . . . 125.85 . 2,848.97

BEREAVEMNT . =-14.00 . . . . « . + . « & -14.00 HOURS Travel Adv . . 5.99 . . 989.21

Mgmt Leave ., . 42.00 . . . . . s e e e e e 42,00 Hours PayAdvance . 250,00 . 1,000.00

sick Time. . . 74.50 . . . . . . . . . . . . 74.50 Hours MESC . .. . . 0.00. . 256.88

VacDays . . . 6,13 . . . . . . .. . . . . 0.13 Days TOTAL, ., . 381.84 . 5,195.06

Government Deductions YearTcDate Cheque Totals YearToDate

CEPP. . . . . . 32.80 . 2,425.50 Wages, ., . . 2,568.03 . 51,179.31

EI . « v v v« 0.00 . . B913.68 Deductions . . 381.84 . 5,185.06

Tax. . . - . . « 0,00 .. . 0,00 Government . . 32.80 . 3,339.18

TQTAL. . ., . 32.80 . 3,339.18 NET PAY. . . 2,153.39 . 42,645.07
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Carol Kakegabon

From: Jennifer McKenzie <jmckenzie@nanlegal.on.ca>
Sent: Wednesday, October 17, 2012 4:40 PM

To: Carol Kakegabon

Cc: Celina Reitberger

Subject: Your Contract 2012-2013

Attachments: Contract Carol Kakegabon 2012-2013.doc

Hi Carol:

| have your contract here signed by Mary Jean, now all we need is your signature.

JENNIFER McKENZIE | Executive Assistant | Tel: 807-622-1413 | Fax: 807-622-3024| E-mail: jmckenzie@nanlegal.on.ca
NISHNAWBE-ASKI LEGAL SERVICES CORPORATION | 86 S. Cumberland Street, Thunder Bay, Ontario, P7B 2V3 | 1-800-
465-5581 | www.nanlegal.on.ca

b% Please ~ print this email only when necessary.

This communication is intended for use by the individual(s) to whom it is specifically addressed and should not be read by, or delivered to, any other
person. Such communication may contain privileged or confidential information. If you have received this communication in error, please notify the
sender and permanently delete the communication. Thank you for your cooperation.
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TALK PROGRAM
SALARY INCREASE RETRO TO APRIL 2014:
Total Retro Pay
CAROL KAKEGABON P mcf::::’m Satary "”‘;‘a‘[‘:"“‘" April 1/14t0
Increasa l$l i Februaryslls

r - «wt-,»—ws-ww m—n—ww—wwg—%ﬂ ) @ ﬁ;r*’ ,.
gmp ?gﬁnsce;}rsn ocroasa’zofqg Pl f* ) 315.3555% “3754 545 yﬂ’f «{*"““T“—m f"% 8 (gfuéssg:
SALARY INCREASE - FEBRUARY 2014 $  56,640.00 $ 3,360.00 6000000  $ 2,972.31

LESS: PREVIQUS RETRO RECEIVED (ABOVE)
T AERS Bay s APl 150 2014 10 February BHh,a018] o o, e e st 2 s0LTe]

Approved: , {
Date: A,/ ng / ( S
i |
S I e TSI e Sl e N SRR e NRRIEEETL e T R T A TR R T A S o ST . T R A

O

@

NISHNAWBE-ASKI LEGAL SERV. CORP.
PROPOSED SALARY INCREASE - TALK MANAGER

2/24{2015 12:31 PM




CCCN transfer to TALK
Administrative Assistant [ 3,000.00
Coordinator 8,290.00
s 11,290,00
—— . ——————————1
TO BE EXPENSED AS LISTED BELOW: *
geids, T $500,00
Garol .. e - 31000:00;
TALK Training . £,790.00
s 11,290.00
= T R it e e 1 "d—‘—ﬁ_v'—“]
AMOUNT/PP  RETROTO/ARRA/16 |I” ReTROPAVEpRELaT
JA5%58;  SPAVIPERIGDS 8 7l

In addition, NALSC will receive $11,900.00in Management Fees from the CCCN Program for 2016/17 - It is
being recommended that $6,000.00 of this be transferred to LAO Wages to cover the cost for staff time that is
spent onp CCCN program. This amount would then be paid to staff as a one-time payment in December for the

additional work that is done In administering the CCCN Program.

CCEN Managemerlxt Fees transfer to LAD Wages s 4,000.08

One-Time salary payout for 2016/17 for administering the CCCN Program ]
inance Clerk. | 1,666.00 "¥+70 Bt PAIDIRRAZA- DECT /16
ravel-Clafk 1;000,00; **TO!BEPAID:PRE24- DEC.11/16

finangialiGontroflar ,000.0¢ **TOIBE SAIDPRHOY - DEC.1/16
xequtive Diredtos, 1,00000 _ _“*TGIBE PAIDIRRIZA.DEC 116 -
) s 4,000.00
- - s R SETE s M S i et~ S S e

T o g
Cee TR LS e ST L S
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CCCN PROGRAM - 2015/16 SURPLUS

The CCCN program has an estimated a surplus of about $18,500,00 at March 31, 2016 {income Statement
attached). In discussions with Tammy Giesler, Program Manger for the CCCN program, she advised that it
would be ok for this surplus was used to pay staff for administering the CCCN program.
In discussion with the Auditors, NALSC was advised to move the surplus into NALSC's "Unrestricted” budget as
additional Management Fees and be paid out to staff as one-time salary payments for administering the

program, Listed below is the calculation that is being recommended for payment.

$2,500.00 - 2015/16 Wage Accrual per audit.
$7,000.00 - to be transferred to 2016/17 TALK budget to assist with wages for Trainer
$9,000.00 - to be paid out to staff for administering the CCCN program

2015/2016 Estimated Suplus - CCCN:
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Mailing Address:

1805 Arthur §t. East
Unit 100
Thunder Bay, ON
P7E 2Ré

Tel: (807) 622-1413
Fax: (807) 622-3024

Email: info@nanlegal.on.ca

Website:
Http://www.nanlegal.on.ca

Head Office:

109 Mission Rd, Fort Wiliam
First Nation, ON P7J 1K7
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Nishnawbe-Aski Legal Services

Corporation
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ORIGINAL

Carol Buswa
114 Mission Rd, FWFN
Thunder Bay, ON P7J 1KS

Private and Confidential

Dear Carol,

This letter is to recognize the addition of Office Manager duties to your Talking
Together Manager role. Along with the change in your role, Nishnawbe-Aski Legal
Services Corporation will be increasing your yearly salary by $5000. This change
will be effective January 31, 2020.

This addition of these duties is subject to a six-month probationary period, at
which time the Executive Director will review and decide whether there is a need
to extend.

Carol, please review your newly assigned duties with your Manager to ensure you
are aware of your new responsiblilities. Attached is your revised Job description
for your review.

Congratulations on your new duties!

Sincerely,
Nishnawbe-Aski Legal Serwces Corporation

ol

Colette Shwetz
Human Resource Manager
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TITLE: Talking Together Program/Office - | DEPT: Talking Together Program &
Manager Administration
REFERENCE: JD-TTP/ADM-01 PAGES: 2
DEVELOPED: Jan 13, 2020 APPROVED: Pending
revised — Jan 30, 2020

TALKING TOGETHER PROGRAM/OFFICE - MANAGER — JOB DESCRIPTION

Summary

Under the supervision of the Executive Director, the Talking Together Program/Office - Manager
is responsible for the administration and management of the Talking Together Program and its
development, and the planning and overseeing of Office Management and services for the
corporation. This includes coordinating and communicating Office Management functions,
Thunder Bay reception support duties, shipping and receiving, supplies and stationery, and
facilities and building management.

Duties & Responsibilities — Talking Together Program

* Supervise the day to day activities of the Talking Together Program staff

* Lead in the further development of the Program

* Provide and submit quarterly reports and stats to the Ministry of Children & Youth
Services

Provide ongoing training opportunities for the Talking Together Facilitators
Implement a comprehensive evaluation of the Talking Together Program

Manage and supervise the budgetary expenditures

Organize and chair bi-monthly meetings/conference calls of the Talking Together
Program Advisory Committee

Organize and review client files of all Talking Together Facilitators bi-monthly

Work with and assist communities in projects geared to Talking Together initiatives
Travel to communities to promote and evaluate the Talking Together Program
Supervise the development of promotional materials and oversee their distributions
Promote the Talking Together Program through news articles and radio broadcasts
Report to the Executive Director and participate as a member of the Management team
Report to the Board of Directors quarterly and the NAN Chiefs in Assembly annually
Such other duties as may be requested from time to time to further the Program.

e @& o o o o o e @ & @

Administration and Supervision

* Assist with the review and administration of Funding Agreements
* Obtain and input program budget information and datum
* Review Program (s) budgets for financial management purposes




Verify program financial data reports prepared

Maintain a suitable filing system for the program(s) and individual expense staff records
Supervise appropriate file management procedures, file closure and document shredding
in compliance with appropriate policy and/or statutory requirements

Provide supervision and support to Program staff

Financial Responsibility and Decision Making

Program administration ensuring the timely processing of timesheets, confirming and
verifying travel claims and schedules, ensuring the completion of all reporting
requirements (both Program and financial) statistics; conducts case supervisions and
reviews and liaises with collateral service providers

Program management assuring personnel management and administration; provides
supervision and quality assurance (Program evaluations and reviews) | arranges for all
facilitation training and certification; develops and effectuates all Program protocols; and
liaises with funding agents;

Such other duties as may be requested from time to time to further the Program

Duties and Responsibilities - Office Management

Carries out administrative activities associated with day to day Office Management
operations and services of the corporation

Works with Managers to plan, organize and develop office management procedures
Co-ordinates and plan for office services, such as equipment, supplies, disposal of assets,
parking, maintenance and security services

Supports the Executive Director with building maintenance as needed

Provides oversight of inbound/outbound mail, including priority post, packages, courier
services, and other correspondence

Manages telephone systems, messages and inquiries as needed

Coordinates with A/P Clerk to ensure office has adequate supplies of office stationery,
general office supplies, office furniture, and other equipment

Assists in the management of building security, such as the assignment of keys and
alarm codes for approved personnel

Works with JHSC in ensuring the office facilities are in compliance with safety
regulations, such as local fire codes, handicap access, other laws together with Health &
Safety Committee.

All other duties as may be requested from time to time to support Office management

Accountability and Supervision

Accountable to the Executive Director
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Carol Buswa

114 MissierRd, FWFN <4-10SS  Chgpaws KD,
Thunder Bay, ON P7J 1KS

Private and Confidential

Dear Carol,

This letter is to extend the current addition of Office Manager duties to your
Talking Together Manager role for the next 4 months, ending October 31, 2020.

We thank you for your work to date, and will re-evaluate the Office Manager
position at that time.

If you have any questions about the extension, please contact me to discuss.

Sincerely,
Nishnawbe-Aski Legal Services Corporation

lastn St

Colette Shwetz
Human Resource Manager
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Colette Shwetz
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From: Carol Buswa
Sent: July 8, 2020 3:15 PM
To: Colette Shwetz
Cc: Irene Linklater
Subject: Re: Office Manager Position - Extension

Good Day.

Please find this email as an acceptance to the Office Manager extension.
Thank You,

Carol Buswa

P.s. my address is 4-1055 Chippewa Rd Tbay P7J 1]1

Get Qutlook for 108

From: Colette Shwetz <cshwetz@nanlegal.on.ca>
Sent: Wednesday, July 8, 2020 12:46:11 PM

To: Carol Buswa <chuswa@nanlegal.on.ca>

Cc: Irene Linklater <llinklater@nanlegal.on.ca>
Subject: Office Manager Position - Extension

Hello Carol,

Please see the attached letter offering you a 4-month extension to your added duties as Office Manager in the Thunder
Bay Office. Please let me know if you agree to the proposed extension and | will proceed with filing the letter in your
personnel file and notifying finance.

Let me know if you have any questions or concerns. | look forward to hearing from you.

Thanks,

Colette Shwetz

Human Resource Manager

Nishnawbe-Aski Legal Services Corporation

Unit 100, 1805 Arthur St E, Thunder Bay, ON, P7E 2R6
Tel: (807) 622-1413 Ext 7714

Toll Free: 1-800-465-5581

Fax: (807) 622-3024

Email: cshwetz@nanlegal.on.ca

DISCLAIMER: The information transmitted by this email is intended only for the person or entity to which it is addressed. This
email may contain proprietary, business-confidential andy/or privileged material. If you are not the intended recipient of this



4 r'n'ésas%ge, be aware that any use, review, retransmission, distribution, reproduction or any action taken in reliance upon this
message is strictly prohibited. If you received this in error, please contact the sender and delete the material from all computers.



Colette Shwetz

e i e e o o e o T M e s R I e e L e P

From: Irene Linklater

Sent: December 11, 2019 9:59 AM

To: Tara Thompson

Cc: Colette Shwetz

Subject: Board decisions December 10, 2019

Hi Tara and Colette (HR):
There were 2 IN CAMERA agenda items on the BOARD Meeting December 10, 2019.
The Board review, discussion and decisions:

On proposed Program Manager salary increase submissions for staff that have recently been presented to the Board of
Directors for consideration in accordance with the NALSC policies that salary increases is a decision of the Board, the
Board affirmed that since the Board has approved the annual NALSC Funder Program Budgets that includes the staff
wages, that this be implemented from the start of the fiscal year.

Decision by Consensus. (only this section will be in the MINUTES)

Talking Together Program:

Carol Buswa  to increase from $60, 000 to $65, 000
Heather Napash to increase from $45,000 to $49,000
Zelsa Watt to increase from 44, 386 to 47, 000

Indigenous Bail Worker — (now IB Coordinators)
To realign compensation for Indigenous Bail Workers (now IB Coordinators) in Timmins and Sioux Lookout with and
annual salary increase from $50, 000 to $51,000.

MOTION:

The Board approves the positon titles and job descriptions changes to the following NALSC Programs;
The Talking Together Program - Program Administrative Assistant to that of Talking Together Program
Assistant/Coordinator; and

The Indigenous Bail Worker to Indigenous Bail Coordinator.
(only this section will be in the MINUTES)

Miigwetch

Irene
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Oct 19, 2021

Ry

C/o Nishnawbe-Aski Legal Services Corp.

Thunder Bay, ON

P7E 2R6

RE: Salary Increase

Dear Carol,

We are pleased to advise you that you are receiving an annual salary increase of
$3,550 effective April 1, 2021. Your new annual salary will be $68,550. You will
receive your increase beginning the next pay period along with any retro-active

pay owing to you.

Carol, we thank you for your dedication and hard work at Nishnawbe-Aski Legal
Services Corporation.

If you have nay questions, please contact your manager to discuss.

Sincerely,

laste. STES

Colette Shwetz
HR Manager

Cc: Finance Department
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REQUEST FOR FLEXIBLE SUMMER HOURS

NISHNAWBE-ASKI LEGAL SERVICES CORPORATION E i AILE
¥

Name of Employee: C}A > | :/Z))LLSL J A
Position: —7 7

T

Date of Request:

Flexible Hours Period:

! 9

FROM H A1 ol TO 30 1Y 201

¥ -

Day Month Year Day Month Year

Flexible Hour Work Schedule (from June 17 - August 30).

(Hours of work must be the same for the entire summer). Employees must work Monday to Friday for a total
of 35 hours per week. This schedule is available for full-time and contract staff only.

The hours of work for the Receptionist and the summer students shall remain from 9:00 a.m. to 5:00 p.m.
Monday to Friday.

All staff must have this request approved by your immediate manager/supervisor prior to commencing flexible
hours. Each department manager/supervisor shall ensure that there is someone available to answer any inquiries
during the regular business hours (2:00 a.m. to 5:00 p.m. daily).

Option Selection Below Please / (one option only)
Option #1 8:00 a.m. — 4:00 p.m. (1 hour lunch)
Option #2 8:30 a.m. — 4:00 p.m. (1/2 hour lunch) vV

Option #3 8:30 a.m. — 4:30 p.m. (1 hour lunch)

Option #4 9:00 a.m. — 4:30 p.m. (1/2 hour lunch)

Option #5 9:00 a.m. — 5:00 p.m. (1 hour lunch)

e o
\_- f\}t( AV [ =< )
Employee's Signature Date

Approval by Manager (Approval by Executive Date
Director for Management Submissions)

Updated 27/06/2016



o O O

P
caroi buswa

From: Celina Reitberger «<creitberger@nanlegal.on.ca>
Sent: Monday, June 27, 2016 4:42 PM

To: ‘Jeff Robert'

Cc ‘carol buswa '

Subject: FW: Request for Flex Summer Hrs
Attachments: Request for Flex Summer Hrs.pdf

Approved.

-----Original Message-----

From: carol buswa [mailto:cbuswa@nanlegal.on.ca]
Sent: Monday, June 27, 2016 4:35 PM

To: 'Celina Reitberger' <creitberger@nanlegal.on.ca>
Subject: FW: Request for Flex Summer Hrs

-----Original Message--—-

From: carol buswa [mailto:cbuswa@nanlegal.on.ca]
Sent: Monday, June 27, 2016 3:03 PM

To: 'Celina Reitberger' <creitberger@nanlegal.on.ca>
Subject: FW: Request for Flex Summer Hrs

For approval.

cb

----- Original Message-----

From: xerox@nanlegal.on.ca [mailto:xerox@nanlegal.on.ca]
Sent: Monday, June 27, 2016 2:43 PM

To: Buswa, Carol <cbuswa@nanlegal.on.ca>

Subject: Request for Flex Summer Hrs

Please open the attached document.
Attachment File Type: pdf, Multi-Page
Multifunction Device Location:

Device Name: XRX9C934E50FB61

For more information on Xerox products and solutions, please visit
http://www.xerox.com
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Carol Kakegabon

From: Mary Jane <mjmetatawabin@nanlegal.on.ca>
Sent: Tuesday, December 17, 2013 4:31 PM

To: Carol Kakegabon

Subject: Re: Taking Together Case Approval

Request for leave. | have accumulated overtime hours from travel from the past justice conference Nov 18-22, 2013.1
have at least 23 hrs. left and my personal matter. | need an apt. | have provided notice of my apt. in chapleau. | thought i
had an apt. here in timmins now i am in limbo. Then i have to be back here right after the new year and i just do not feel
comfortable floating homeless in Timmins for two weeks all the family homes are full. | have my luggage so lam
requesting if | can leave tomorrow. evelyn Boissoneault is leaving for chapleau to morrow morning at 7 am. | could catch
a ride with her and spent the day in court with her.These are my thoughts. | have to store my belongings if i cannot get
the apt or if it is not rented yet. That is my request.

For your inforamtion | have an upcming IAP Hearing in Brantford ON on January 28, 2014,

So many things happening. It feels like | went and opened the pandora box and met the pendulum shift!
Wachay and thank you.

---- Original Message ----

From: "Carol Kakegabon" <ckakegabon@nanlegal.on.ca>

Sent: 12/17/2013 12:57:26 PM

To: mjmetatawabin@nanlegal.on.ca, zwatt@nanlegal.on.ca
Subject: RE: Taking Together Case Approval

TTR#424 David Tookate-Approved December 17, 2013

CK

P.S Please follow up with referral and fill in missing information
Miigwech/Thanks

----- Original Message--—-

From: mimetatawabin@nanlegal.on.ca [mailto:mjmetatawabin@nanlegal.on.ca]
Sent: Tuesday, December 17, 2013 12:33 PM

To: ckakegabon@nanlegal.on.ca; zwatt@nanlegal.on.ca
Subject: Taking Together Case Approval

Please approve Case number: 424

Details: HN - Morgan Tookate is the child of David Tookate and step-mother of Lucy Solomon. Currently Morgan isin
care with her grandmother. NEOFACS

(Timmins) has an open file with this family and Grandmotbher, Stella, has contacted NEOFACS for support. Stella is
requesting a TTC. I tried to call Stella at #705 221 7445, and wasn't successful. | wanted to follow up to answer the
following questions like the child's DOB and the CAS Workers name. Stella has provided a list of community

resources/participants for the TTC.

http://nandata.ca/TTP/approve.php?UserlD=10&CaselD=424
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Carol Kakegabon

From: Mary Jane <mjmetatawabin@nanlegal.on.ca>
Sent: Tuesday, December 17, 2013 4:14 PM

To: Carol Kakegabon

Subject: request for leave

wachay | have ovetime hours accumulated from travel to thunder Bay from Nov.18-22, 2013 and | would like to use
them. | have a personal matter to attend to. i had given notice of my apt. and now | do not have an apt. to rent here in
Timmins. | really need to move my belongings elsewhere. It is really stressful. 1 feel totally homeless unless i talk to the
landlord directly. So there that is my reasoning. Homeless in Timmins, Ontario. And no, | do want to be in the womens
crisis center. So please respond to the request.

Wachay and thank you. | have approx. 23 hours.

| used the other ones for one day for beareavement and one for a sick day. Then the residential school IAP hearing.
<wachay

ps.! can catch a ride with evelyn she is leaving for chapleau in the morning for court i could even work that day with her
and stay after. | cannot get a car rental my address is still in chapleau. thanx for listening!

---- Original Message ----

From: "Carol Kakegabon" <ckakegabon@nanlegal.on.ca>
Sent: 12/17/2013 12:57:26 PM

To: mimetatawabin@nanlegal.on.ca, zwatt@nanlegal.on.ca
Subject: RE: Taking Together Case Approval

TTR#424 David Tookate-Approved December 17, 2013

CK

P.S Please follow up with referral and fill in missing information
Miigwech/Thanks

----- Original Message---—

From; mjmetatawabin@nanlegal.on.ca imailto:mjmetatawabin@nanlegal.on.ca]
Sent: Tuesday, December 17, 2013 12:33 PM

To: ckakegabon@nanlegal.on.ca; zwatt@nanlegal.on.ca
Subject: Taking Together Case Approval

Please approve Case number: 424

Details: HN - Morgan Tookate is the child of David Tookate and step-mother of Lucy Solomon. Currently Morgan is in
care with her grandmother. NEOFACS

{Timmins) has an open file with this family and Grandmother, Stella, has contacted NEOFACS for support. Stellais
requesting a TTC. 1tried to call Stella at #705 221 7445, and wasn't successful. | wanted to follow up to answer the
following questions like the child's DOB and the CAS Workers name. Stella has provided a list of community
resources/participants for the TTC.

http://nandata.ca/TTP/approve.php?UseriD=10&CaselD=424




Carol Kakeggbon

From: MaryJane Metatawabin <maryjanemetatawabin@gmail.com>
Sent: Friday, December 20, 2013 1__2_‘1_] PM

To: Carol Kakegabon

Subject: Re: Request for Leave for Dec 19-20, 2013

I am off sick today fell down day before yesterday and inured my back by
my tailbone. Just taking it easy.

Yet i can come in on dec.23, 2013 on Monday for the day if its is agreeable
with you. Let me know. thank you have a good day wachay

ps
resend the evaluation cannot open.

On 18 December 2013 16:11, Carol Kakegabon <ckakegabon@nanlegal.on.ca> wrote:

Dear Mary Jane,

This email is in regard to your request for leave where you indicated that you have 23 hours O.T. accumulated.
Our records indicate an accumulation of 4.5 hours and as per the attached memo from Marceline Muckuck
Travel Clerk Over time hours were not applicable during the Summit Conference in November.

Therefore, if you should take an absence from your workplace it will have to be without pay.

Please Advise.

Carol K.
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Print This Page

Revise Employee - Confirmation

Policy: 1068730
Employee ID: 120
Effective Date: OCT 15 2012

The following enroliment information for Carol Kakegabon has been successfully updated.

Employee Information:

Earnings/Frequency: $54,000.00 Annually
Tax Exempt? Yes

Dependant Name on Drug Card: NARCISSE KAKEGABON

If an "Employee Change Form™ was completed for reasons other than a beneficiary change, keep the original signed form in
a secure location. It may be required to support future benefit payments under your plan.

If the "Employee Change Form” includes a change in beneficiary the form must be signed and dated in ink and mailed to
Great-West's Head Office. It may be required to support future benefit payments under your plan.

If the Beneficiary Information maintained on Great-West's system differs from the "Application for Group Coverage Form" or
"Employee Change Form", the information on the forms will prevail.

fenssnas Retuin toMaintain/nguire.on,Employee Pages e
e sRetumito. Enrollment Home Page s

wmsaneaviewindEorce Premium;and Taxe S macms

[Help]

This site contains confidential information. It is intended for plan administration purposes only and may be viewed only by authorized
persannel,

For inquiries on GroupNet, email us at GROUPNET Help Desk or call 1-800-665-2648.

@ The Greaf-West Life Assurance Company 1998 - 2012

Privacy Policy | Legal | Internet Security | Accessibility

https://groupnet-pa.greatwestlife.com/secureGnR TE/english/Enroll/GRCC.asp 10/10/2012
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Corporation
oSV 4P N<do- A ArAV-Ac
[ ] JAD
April 24, 2023 L*rCLA-A
Carol Buswa,
C/o Nishnawbe-Aski Legal Services Corp. CONFIDENTIAL
Thunder Bay, ON
P7E 2R6

Dear Carol Buswa,

This letter is to notify you that your annual salary has been increased from $68,550 to

Mdung Address: 580,712, EffECtiVE MBrCh 26, 2023.

108 ﬁﬁ?‘f&" ot All salary adjustments are based on the outcome of a compensation study conducted by

Thung;rEr gg;/ ON Equity and More at the request of the NALSC Board of Directors and Legal Aid Ontario.
' This study was done using pay equity tools and methodology to ensure that positions

Tal: (B07) £22-1413 throughout the organization were compared to each other without regard for the

Fax: (807) 622-3024 . 25 :
! source of funding- each position was rated based on different factors such as

complexity, physical aspects, responsibility, and working conditions and was placed in a
Website: pay band with a salary range. Each employee moves through the range based on years
itp:/ /www.nanlegal.on.ca z Ao . .
of service per position — starting at 0 and reaching the top of the band after 5 yrs. of
service in that role.

‘mail; info@naniegal.on.ca

Your position “Manager of Talking Together Program” has been placed in Pay Band (H)
and your Grid Position is (5) based on your years of service.

In addition, to ensure general fairness in wages across the organization, the NALSC

" Ctane o< Board of Directors approved a lump sum pay increase for eligible staff whose 22/23

compensation fell below the new Pay Bands. If you did not receive a retroactive pay or a

Head Office: salary increase, it means that your position is already at or above the Pay Band

T mm— established for your position. As explained at the last All Staff meeting, not all salaries
william First Notion, ON P7. would be increased.

K7
More work will continue to implement the new Pay Band system which may include job
description and performance reviews. Your patience is very much appreciated while we
work to ensure that NALSC remains a great place to work with competitive salary and
benefit packages for our employees. As this work continues, updates will be provided
at All Staff meetings.

Sincerely,

Lni by SQQ"

Colette Shwetz
Human Resources Manager

Cc: Finance Department
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February 07, 2020

Carol Buswa
114 Mission Rd, FWFN
Thunder Bay, ON P7J 1KS

Private and Confidential

Dear Carol,

This letter is to recognize the addition of Office Manager duties to your Talking
Together Manager role. Along with the change in your role, Nishnawbe-Aski Legal
Services Corporation will be increasing your yearly salary by $5000. This change
will be effective January 31, 2020.

This addition of these duties is subject to a six-month probationary period, at
which time the Executive Director will review and decide whether there is a need
to extend.

Carol, please review your newly assigned duties with your Manager to ensure you
are aware of your new responsibilities. Attached is your revised Job description
for your review.

Congratulations on your new duties!

Sincerely,
Nishnawbe-Aski Legal Services Corporation

ok

Colette Shwetz
Human Resource Manager

:_*_Lf’li;fl‘-ﬁ ’7'/:‘ y"}_,l t.mu { Z“iu'{/ O, o0
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TITLE: Talking Together Program/Office - | DEPT: Talking Together Program &
Manager Administration
REFERENCE: JD-TTP/ADM-01 PAGES: 2
DEVELOPED: Jan 13, 2020 APPROVED: Pending
revised — Jan 30, 2020 |

TALKING TOGETHER PROGRAM/OFFICE - MANAGER — JOB DESCRIPTION

Summary

Under the supervision of the Executive Director, the Talking Together Program/Office - Manager
is responsible for the administration and management of the Talking Together Program and its
development, and the planning and overseeing of Office Management and services for the
corporation. This includes coordinating and communicating Office Management functions,
Thunder Bay reception support duties, shipping and receiving, supplies and stationery, and
facilities and building management.

Duties & Responsibilities - Talking Together Program

* Supervise the day to day activities of the Talking Together Program staff

¢ Lead in the further development of the Program

» Provide and submit quarterly reports and stats to the Ministry of Children & Youth
Services

* Provide ongoing training opportunities for the Talking Together Facilitators

* Implement a comprehensive evaluation of the Talking Together Program

* Manage and supervise the budgetary expenditures

Organize and chair bi-monthly meetings/conference calls of the Talking Together

Program Advisory Committee

* Organize and review client files of all Talking Together Facilitators bi-monthly

* Work with and assist communities in projects geared to Talking Together initiatives
* Travel to communities to promote and evaluate the Talking Together Program

* Supervise the development of promotional materials and oversee their distributions
* Promote the Talking Together Program through news articles and radio broadcasts
L]

Report to the Executive Director and participate as a member of the Management team
Report to the Board of Directors quarterly and the NAN Chiefs in Assembly annually
* Such other duties as may be requested from time to time to further the Program.

Administration and Supervision

* Assist with the review and administration of Funding Agreements
* Obtain and input program budget information and datum
* Review Program (s) budgets for financial management purposes




o, M

Verify program financial data reports prepared

Maintain a suitable filing system for the program(s) and individual expense staff records
Supervise appropriate file management procedures, file closure and document shredding
in compliance with appropriate policy and/or statutory requirements

Provide supervision and support to Program staff

Financial Responsibility and Decision Making

Program administration ensuring the timely processing of timesheets, confirming and
verifying travel claims and schedules, ensuring the completion of all reporting
requirements (both Program and financial) statistics; conducts case supervisions and
reviews and liaises with collateral service providers

Program management assuring personnel management and administration; provides
supervision and quality assurance (Program evaluations and reviews) | arranges for all
facilitation training and certification; develops and effectuates all Program protocols; and
liaises with funding agents;

Such other duties as may be requested from time to time to further the Program

Duties and Responsibilities - Office Management

Carries out administrative activities associated with day to day Office Management
operations and services of the corporation

Works with Managers to plan, organize and develop office management procedures
Co-ordinates and plan for office services, such as equipment, supplies, disposal of assets,
parking, maintenance and security services

Supports the Executive Director with building maintenance as needed

Provides oversight of inbound/outbound mail, including priority post, packages, courier
services, and other correspondence

Manages telephone systems, messages and inquiries as needed

Coordinates with A/P Clerk to ensure office has adequate supplies of office stationery,
general office supplies, office furniture, and other equipment

Assists in the management of building security, such as the assignment of keys and
alarm codes for approved personnel

Works with JHSC in ensuring the office facilities are in compliance with safety
regulations, such as local fire codes, handicap access, other laws together with Health &
Safety Committee.

All other duties as may be requested from time to time to support Office management

Accountability and Supervision

Accountable to the Executive Director
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July 7, 2020

Carol Buswa
114 Mission Rd, FWFN
Thunder Bay, ON P7J 1KS

Private and Confidential

Dear Carol,
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This letter is to extend the current addition of Office Manager duties to your
Talking Together Manager role for the next 4 months, ending October 31, 2020.

We thank you for your work to date, and will re-evaluate the Office Manager

position at that time.

If you have any questions about the extension, please contact me to discuss.

Sincerely,

Nishnawbe-Aski Legal Services Corporation

Lk G

Colette Shwetz
Human Resource Manager
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Oct 19, 2021
Carol Buswa
C/o Nishnawbe-Aski Legal Services Corp.

Thunder Bay, ON

P7E 2R6
Mailing Address:
RE: Salary Increase
1805 Arthur §t, East
Unit 100
Thunder Bay. ON
e o Dear Carol,
Tel: (807) 622-1413 _ . .
Fax: (807) 622-3024 We are pleased to advise you that you are receiving an annual salary increase of
Email: info@nanlegal.on.ca $3,550 effective April 1, 2021. Your new annual salary will be $68,550. You will
— receive your increase beginning the next pay period along with any retro-active
4Mtp:/fwww.nanlegal.on.ca pay Dwing to you.
Carol, we thank you for your dedication and hard work at Nishnawbe-Aski Legal

Services Corporation.
If you have nay questions, please contact your manager to discuss.
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Sincerely,
Head Office:
- )
138-8 Mission Rd, Fort Wiliam c/&c % ‘

First Nation, ON P7J 1K7
Colette Shwetz
HR Manager

Cc: Finance Department




