
 
 
 
 
 
 

Policy Development 

by: Romeo Crow Chief 



Guidelines 

• Cell phones will be shut off during workshops 

• We will respect all comments and opinions 

• No shoulding on self and others 

• One person speaks at a time 

• We will work together to accomplish our goals 
and objectives – No Dream Slayers 

• No side conversations 

• Stay positive and focused  

 



And  

• Keep your  

Muscles in 

your shirt or 

blouse 
 



Why Develop Policy? 

• Policies enable a organization to support a 

desired direction and provide clarity so that 

consistent and logical decisions can be made. 

• You want to have the necessary policies and 

procedures to ensure, a safe, organized, 

empowering workplace.  

• Policy development is for many employees not 

a few.  



Objectives of Workshop 

• Administration Personnel Policies and 

Procedures should ensure each and every 

employee of the Administration is provided 

with a safe, fair and equitable working 

environment. 

 



Defining Policy and Procedure 

• A Policy is a formal statement of a principle or 

rule that members of an organization must 

follow. Each policy addresses an issue 

important to the First Nation’s mission or 

operation. 

• A procedure tells employees of the First 

Nation how to carry out or implement policy.  

• Policy is the “what” and procedure is the “how 

to”  



Key Steps 

1. Define the question or problem requiring a policy statement. 

2. Analyze the alternative solutions looking at resources, timing 
and strategy. 

3. Select the most reasonable alternative that will work in your 
organization 

4. Develop the policy that speaks to the intended audience 

5. Develop procedures that will implement the policies 

6. Evaluate the results to identify the need for change 

 



An HR Policy is necessary: 

• If the actions of employees indicate confusion about the most 

appropriate way to behave (dress code, email and Internet 

policies, cell phone etc.) 

• If guidance is needed about the most suitable way to handle 

various situations ( standards of conduct, travel expenditures, 

purchase of organization merchandise), 

• When needed to protect the First Nation legally (consistent 

investigation of charges of harassment, non-discriminatory 

hiring and promotion) 

• To keep the First Nation in compliance with government 

policies and laws ( FOIP, Human Rights Act) 

• To establish consistent work standards, rules and regulations 

(progressive discipline, safety rules, break rules 

 



Essential HR Policy Topics 

• Performance Management 

• Hiring 

• Holidays 

• Hours of Work 

• Leave of Absence  

• Overtime 

• Termination 

• Vacation 

 



Content of a Practical Policy 

• A good policy should include: 
  Policy name 

 Effective date and date of revisions 

 Purpose of policy  

 Main policy statement 

 Definitions of key concepts or terms used in policy 

 Eligibility of scope (what group of employees are covered by 

the policy) 

 Positions in the First Nation responsible for the 

implementation and monitoring the policy. 



Common Features in Policy 

• Good Organization and layout 
Policy is logically divided into numbered 

sections, which is clearly labeled 

  Pages are numbered and total number of 

pages given i.e.. Page 6 of 8 

  Policy and section name appear on each 

page 

• Relevant Content 
Addresses an issue that is current and 

relevant to the First Nation 

Purpose of the policy is clearly stated 
 RE 

 R 
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Common Features in Policy 

(Cont’d) 
• Clear Language 
Language is easy to understand and free of 

jargon 

Terms are used consistently (for example 

“payment” is used in one section and 

“remuneration” in another” 

Special forms are defined 

Sentences are paragraphs are short 

• Fairness and Flexibility 
Policy statement leaves room for Managers 

to be flexible and respond to individual 

circumstances 



Common Features in Policy 

(cont’d) 

• Legal compliance 
Complies with employment standards and 

other federal and provincial legislation 

 Is consistent with terms of any collective 

agreements 

 



 

How to write HR Policies and 

Procedures 

 1.  Identify the important policy issues for the 

First Nation 

2. Collect information 

3. Draft the Policy 

4. Circulate and revise Policy 

5. Get approvals need to put policy into effect 

(Chief and Council or Board of Directors) 



Important Points 
• Employees should be given access to the 

published policies and procedures  

• Develop and Employee Handbook – it 

provides general information  

• Policy and Procedures should be easy to 

understand  with little interpretation and added 

communication to explain important parts. 

• A “ Procedure” for revising policies should be 

in place (review at least once a year) 

• Forms referenced in the policy should be 

attached or be easily accessible. 

 



Diversity 

•  In working within an Indigenous 

communities. The organization needs to 

understand the culture and tradition of the 

partners they are working with. There are 

similarities in certain aspects of their tradition 

and custom, yet there are differences which to 

distinguish each community. 



Diversity 

“DO AN ENVIORNMENTAL SCAN ON THE FIRST 

NATION AND FIND OUT WHO THEY ARE AND WHAT 

THIER ECONOMIC, SOCIAL AND EDUCATION 

INFLUENCES ARE” 



Spirituality 

• In First Nation communities, “Spirituality” is 

considered a gift. The gift of spirituality is honored 

and revered in the day or event through prayer or 

ceremony. 

• Gratitude for the gifts from the earth can be heard in 

our legends and seen in our symbols. Animal, plant 

life and the earth are possessed of Spirit and interact 

with humans. 



Spirituality 

RESPECT OTHER PEOPLES BELIEFS  



Setting 

• If you have worked with First Nation people, rituals 

and ceremonies are done in a circle. This is because 

the Power of the World always works in circles, the 

four season, the day, life itself, we start as children 

and we leave as children. It is also a symbol of 

equality, everyone has a voice and we respect each 

other. 

• The circle represents responsibility for my actions; It 

will come back to me. 



Setting  

CREATE A SETTING WHERE PEOPLE 

WILL BE COMFORTABLE AND 

POSITIVE 

 



Protocol 

• As First Nation people, we are polite people. 

We can be boisterous people but the general 

rule is behavior is to be solemn and courteous. 

• In the presence of guests a careless attitude are 

not permitted. Rigid decorum and respectful 

silence are observed. 



Protocol 

IN PREPERATION FOR NEGOTIATION FIND OUT 

WHAT THE PROTOCOL OR TRADITION IS OF THE 

RESPECTED PARTIES” 

 



The Power of Silence 

•  Be careful when speaking. “ You create the world 
around you with words”. From the elders. 

• Conversation is never begun at once, nor in a hurried. 
No one is quick with a question, no matter how 
important: no one is pressed for answers.  

• A pause giving time for thought was truly courteous 
way of beginning and conducting a conversation. 

• “ Thought comes before speech.” 



Power of Silence 

“REMEMBER SILENCE CAN BE A TOOL 

FOR RESPECT, SELF CONTROL, 

DIGINITY AND REVERENCE” 



Symbols 

• The symbolism of First Nation People is 

characterized by the reverence of the environment. 

Everything in the natural world has its own spirit, its 

own life. Our clothing and artifacts are symbolically 

significant because they take on the qualities of the 

animal. 

• You can tell what people or community are about by 

the symbols they use in their homes and communities. 



Sacred Symbols 

“IN THE PROCESS LOOK FOR SYMBOLS 

THAT WILL BRING POSITIVE ENERGY” 



Humor 

• The humor of First Nations, which always 

seems to surface at the right time and place  

• Humor has always been a source of good 

medicine  

• Humor is a mixture of the “here and now”  



Humor 

CREATE AN ATMOSPHERE OF 

OPENNESS  AND VULNERABILITY” 

SHOW YOUR HUMAN SIDE  


