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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 formally create, manage, and protect human resource records in accordance with applicable laws and First Nation policy requirements.
2. Purpose
The purpose of this policy is to provide guidance to effectively manage the creation, maintenance, and confidentiality of HR records of the First Nations.
3. Scope
This policy applies to Council, the Senior Manager[, / and] the Senior Financial Officer [and the Tax Administrator] of the First Nation.  
4. Definitions
“HR Records” are records that contain information which is directly related to an individual’s hiring, job duties, compensation, performance, and general employment history. Below are examples of documents which would be considered HR Records:
· Attendance and absence Records
· Automatic bank deposit form
· Offer and/ or confirmation of employment letters
· Disability insurance adjustment forms
· Disciplinary memos issued to employee
· Job application and any attachments
· Job descriptions
· Layoff notice issued to employee
· Performance evaluations issued to employee
· Resignation letter
· Termination notice issued to employee
· Time sheets
· Training plans
· Signed code of conduct statement
· Benefit coverage information
5. Responsibilities
(1) Council is responsible for ensuring a HR Records management system is established and implemented. 
(2) Subject to the First Nation’s Financial Administration Law, the Senior Manager is responsible for the leadership, planning, overall policy and the general oversight of the HR Records management, storage and retention system, and for ensuring the security and integrity of that system.
(3) The HR employees are responsible for the implementation and the operational management of the HR Records management, storage and retention system.
6. Procedures
(1) Management of HR Records will follow the general record management procedures of the First Nation. 
(2) Job competition files will clearly and transparently document the evaluation and selection process and will include, at a minimum, the following:
(a) approved Recruitment and Selection Plan;
(b) job advertisement;
(c) external recruitment firm agreement (if applicable);
(d) job description and required qualifications and skills;
(e) interview notes; and
(f) selection results.
(3) A confidential employee file  will be created for each new employee and will include the following HR Records:
(a) resume with experience and qualifications;
(b) results of all background checks (i.e. reference checks, criminal background check, credit check, education check);
(c) offer letter of employment or contract;
(d) performance plans and results of performance evaluations;
(e) current job description;
(f) leave and attendance records;
(g) salary adjustments; and
(h) enrolment information for benefits plans.
(4) Access to HR Records will be restricted to HR personnel in performance of their job function and the Senior Manager; however, employees can access their personal employee file upon request and in the presence of an HR person.
(5) Upon employee termination, HR Records for that employee will be retained for three years following the date of termination. In the event of litigation, the destruction of HR Records should be suspended until the investigation, audit, or litigation is complete.



7. References and Related Authorities
(1) FMB’s Financial Management System Standards
(a) Standard 12.6.1 – Records of functions, etc.
(b) Standard 12.6.2 – Maintenance procedure
(c) Standard 12.6.3 – Records of qualifications / competencies 	
(d) Standard 12.6.4 – Management of employee records 
(2) FMB’s Financial Administration Law Standards
(a) Standard 11.4.4 – HR policies / practices 
(b) Standard 21.3 – Record keeping, storage, etc.
(c) Standard 21.4 – Requirements for confidentiality, etc. 
8. Attachments
None
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