


	[Sample] First Nation

	Policies, Procedures and Directions Policy

	Approved by Council on ___________________



	Statement of Policy and Procedure

	Policy No.
	

	Department Ownership
	

	Issue/Effective Date
	






NOTICE TO USERSSample Policy:		No. 02
Issue Date:		April 1, 20XX
Implementation Note:    
Visit our website at http://www.fnfmb.com to ensure the SPP issue date shown above is the most recent version.
                                                           



This document is intended for use by first nations in Canada. It provides a sample statement of policy and procedures (“SPP”) that meet requirements contained in both the Financial Management Systems\ Standards and Financial Administration Law Standards established by the First Nations Financial Management Board (“the FMB”) under the First Nations Fiscal Management Act (“the FNFMA”). The policy and procedures are also consistent with the provisions of the Sample Financial Administration Law issued by the FMB.   It should be adapted to fit the specific circumstances of your First Nation as it provides scope and flexibility for implementation.  For this reason, it is recommended that professional advice or assistance be obtained in order to conform to your First Nation’s financial administration laws, culture and operating environment.
This SPP is part of a collection of sample policies developed by the FMB to assist first nations with compliance with laws respecting financial administration.  These and other sample documents are available for download at no cost from the FMB’s website. For access and more information visit the “Core Documents” page at http://www.fnfmb.com/core-documents.
FORMAT AND STRUCTURE 
The sample policies and procedures developed by the FMB are based on a standard format.  Users should customize this content using language and procedures that fit their First Nation’s needs and is consistent with the First Nation’s Financial Administration Law. 
1. Policy – A clear statement that indicates the first nation’s protocol or rule affecting the specific area. 
1. Purpose – The reason or rationale underlying the policy and procedure.
1. Scope – The areas, functions, individuals, or departments affected by the policy.
1. Definitions –  Any specialized terms that are not otherwise defined
1. Responsibilities – Describes who, using generic titles or positions which are used in the FMB’s Standards, is responsible for implementing or maintaining the policy and procedures.
1. Procedures – Describes the steps, details, or methods to be used to implement and maintain the policy and procedures.
1. References – List of applicable documents, policies, laws, and regulations etc. that are used to develop or have influence on policy.
1. Attachments – The forms, reports, or records that are generated from policy. 

DISCLAIMER 
While the FMB has used its best efforts in developing a sample policy that can be used by a broad range of first nations, it makes no express or implied representations or warranties with respect to the accuracy or completeness of the contents of the sample policy or its suitability for a particular First Nation. This SPP has been developed to conform to the requirements of the FMB’s Financial Management System Standards and Financial Administration Law Standards as of the issue date shown on the cover of this policy. Users accept that the FMB’s Standards and the FNFMA, under which those Standards are made, may be revised from time to time and therefore it is advised that users check the FMB’s website for the most updated version when considering the adoption of this sample SPP. 
This SPP is a sample only. The FMB accepts no liability whatsoever for any damages caused by, or arising from, the use, adaption or implementation of this SPP. First nation users of this SPP retain full responsibility for ensuring that their own policies and procedures meet the needs and requirements of the first nation. 
1. 
Policy
It is Council’s policy to create, revise, and issue policies and procedures that reflect the First Nation’s accepted practices as well as meet law and regulatory requirements that affect the First Nation’s financial administration processes.
2. Purpose
The purpose of this policy is to ensure that there is a standardized method of preparation, review, issuance, maintenance and revision of all policies and procedures in relation to the First Nation’s financial management system.
3. Scope
This policy and procedure applies to the Council, committees of Council and all employees and any other persons with authority to conduct activities in connection with the financial administration of the First Nation. 

4. Definitions
“PSAS” means Public Sector Accounting Standards established and issued by the Public Sector Accounting Board, as amended or replaced from time to time.
5. Responsibilities
All persons affected by this policy are required to understand and comply with the policies and procedures appropriate to their responsibility and interaction. 
Any employee or department (document initiator) can recommend a policy and procedure.

(1) Council is responsible for the final approval of new, revised or rescinded policies and procedures. 
(2) Finance and Audit Committee is responsible for:
(a) making  recommendations to Council for the issuance, revision or rescission of any policy and procedure document; 
(b) ensuring  policy and procedure documents being reviewed are neither contradictory to the First Nation’s Financial Administration Law nor inconsistent with PSAS; 
(c) conducting an assessment for each significant function or activity of the Nation’s financial administration to determine if a policy and procedure document is required (e.g. policies and procedures that  ensure the control and safeguarding of all the assets of the Nation);
(d) conducting an assessment of the First Nation’s Financial Administration Law to determine the policies or procedures required by the Law.
(3) The Senior Manager is responsible for:
(a) reviewing all policy and procedure document requests  and  submitted the document to the Finance and Audit Committee for review and a recommendation to Council for approval where the Senior Manager supports the request;
(b) determining if the policy and procedure document request needs to be referred to a subject matter expert for additional review;
(c) determining if the policy and procedure document  needs cross functional  review from other departments  within the Nation; 
(d) ensuring that the current list of policy and procedures are made available to all affected persons.
(4) The Senior Financial Officer is responsible for:
(a) maintaining a comprehensive list and repository of all existing policies and procedure documents; 
(b) ensuring  proposed or revised policy and procedure documents are in the standardized format; 
(c) ensuring proposed or revised policy and procedure documents incorporate the requirements of the Nation’s laws and regulatory requirements;
(d) monitoring the policy and procedure document through the draft, approval, and issuance process;
(e) serving as the policy and procedure document sponsor and providing the initial approval to the document initiator to proceed with creating a proposed document, revising an existing document or rescinding an existing policy; and 
(f) ensuring that existing policy and procedures are kept current by reviewing periodically.
(5) The document initiator is responsible for:
(a) preparing a draft policy and procedure document (for new policies) in accordance with the standardized format established by this policy;
(b) revising an issued policy and procedure document in accordance with the standardized format;
(c) preparing a written request to rescind an outdated or inaccurate policy and procedure document; 
(d) submitting all policy and procedure document requests to the Senior Financial Officer or delegated authority for review and recommendation of approval.
6. Procedures
Policy Creation
(1) The document initiator creating the policy and procedure should be the process owner or a subject area expert.
(2) Any employee or department may recommend a policy but in the first instance, the Senior Financial Officer will create a list of all policies and procedures required by the Nation’s financial administration law or required to adequately and effectively manage and control the financial management system and to safeguard the Nation’s assets. The Senior Financial Officer will then assign the responsibility of document initiator to a process owner or subject area expert for policies and procedures that do not exist or require revision.  
(3) The Senior Financial Officer and the document initiator will agree on appropriate content (iterative reviews if necessary) keeping within the following format for the policy;
(a) Policy – clear statement that indicates the protocol or rule affecting the specific area
(b) Purpose – The reason or rationale underlying the policy and procedure
(c) Scope – The areas, functions, individuals, or departments affected by the policy
(d) Definitions – Any specialized terms that are not otherwise defined
(e) Responsibilities – Describes who, using generic titles or positions, is responsible for implementing or maintaining the policy and procedure
(f) Procedures – Describes the steps, details, or methods to be used to implement and maintain the policy and procedures
(g) References (optional) – List of applicable documents, policies , laws and regulations
(h) Attachments (optional) -  forms, reports, or records that are generated from the policy
(4) The Senior Financial Officer will submit final draft policy and procedure documents to the Senior Manager for review and recommendation for submission to the Finance and Audit Committee.
(5) The Finance and Audit Committee will review the draft policy and procedure documents and may recommend them, with or without amendments, to Council the final approval.
(6) Each policy and procedure document presented to Council for approval will include a list of the persons affected by the policy and a documented record of the Finance and Audit Committee’s review and recommendation. 
Policy Revision
(1) The document initiator may recommend the revision of an issued policy and procedure following steps under “Policy Creation”. 
(2) Periodically, but at least every two years the Senior Financial Officer will review issued policies and procedures or will request process owners to validate existing policy and procedures for accuracy.
Policy Rescission
(1) A process owner may request the rescission of an issued policy and procedure, if the policy is outdated or inaccurate and approval is obtained from the Senior Manager and Senior Financial Officer. 
(2) The request to formally rescind an issued policy should be documented and provide the details of why the policy should be rescinded. 
Policy Approval
(1) Once approved by Council, a new or revised policy must be communicated and accessible to the all affected departments and persons.  
 Policy Maintenance
(1) At least every two years, all issued policy and procedures documents will be reviewed for completeness, accuracy, and relevancy and revised or rescinded accordingly. 
7. References and Related Authorities
(1) FMB’s Financial Management System Standards
(a) Standard 9.0 Policies, procedures and directions
(2) FMB’s Financial Administration Law Standards
(a) Standard 8.3  Policies, procedures and directions
8. Attachments
None
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