


 Step by step process to develop a policy:

1) Plan / Outline

2) Policy

3) Scope

4) Writing



 Why are we creating this policy?
◦ To address operational need?

◦ To correct an issue/risk identified?

◦ To improve the processes?

◦ To clarify requirements / obligations?

◦ What is required to be included in your policy?



 Who needs to be involved in drafting this 
policy?
◦ Housing Committee?

◦ Chief & Council

◦ Lands / Finance / Public Works / Governance?

◦ General Public?

◦ Is there need for collaboration with other 
departments?



 Brain storm ideas for the policy in a group 
setting

 Develop flowcharts to map the process / 
Policy

 Flowcharts can be on flip charts so this 
ensures there is a logical flow 

 Flowcharts help you flush out and find better 
ways of doing things















 Policy – Establishes the overarching 
framework for organizational requirements, 
standards of expectations and decision-
making.
◦ Address the who, what and when

 Who is responsible for administering this policy 
and overseeing its procedures? 

 Always use Department/Office names and/or titles.

 What is the policy?

 When does this policy apply?

 Reference FN Bylaws never quote them.





 Policy language should be broadly and generally 
drafted. Policies should not require frequent 
updates.

◦ Purpose - Why do we have this policy?

 What is the goal of this policy?



◦ Procedure – Describes the action items, 
processes, or workflows to inform the reader how 
to comply with the policy.

 Address the how, when or who
 How – Describe the detailed activities or processes in 

place to comply with the policy

 When – It is important to include specific time frames, 
deadlines, important dates, etc.

 Who – Include relevant departments/individuals (by 
title) who is responsible for any step of the process or 
can be contacted for additional guidance



 Determine who this policy applies to?
◦ Use the following standardized language unless 

there is a group of individuals not included in the 
definition:

 “This policy applies to all FN members as 
defined below”

 Everyone employed by or associated with FN 
(employees, students)

◦ Consider who will read this policy for guidance. 
Our policies are used for FN owned housing

◦ Is the policy geared more toward FN or staff?









 Clear – Avoid ambiguity. Aim to convey the 
message in such way where there is little 
room for misinterpretation.
◦ Mandatory (must, shall) vs. optional (may, should, 

could) language

 “should” implies that an action may not be 
necessary or required

 “shall” imposes an obligation

 “must” is obligatory or requires action



 Concise – Refrain from frequent use of 
jargon, qualifiers and long sentences.
◦ Consistent – When writing a policy, cross 

reference other similar policies and policies 
within the same group to make sure there are no 
inconsistencies.

 Spell out acronyms the first time they are used 
with the acronym in parentheses

 Ex. Assembly of First Nations (AFN)



 Keep it simple. Policies should be written in 
plain language

 Keep it general. Policies cannot contemplate 
all possible situations

 Ensure policy can be enforced

 Ensure actionable items can be done. For 
example, report to credit bureau for bad 
debts or court action – really??



 Do NOT read policy to Chief & Council. You 
will lose them.  They are not required to be 
subject experts.  You are!

 Keep presentation to 1 hour

 Housing Policy – Big picture items – tenant 
selection,  maintenance responsibilities, 
evictions

 Use flowchart where possible.  I have used 
flowcharts to get policies approved for home 
ownership.  Council can visualize process



 Provide door prizes / meal, if possible

 Ask open ended questions.  For example, do 
you think the eviction policy is too strict?

 Keep presentation to 1 hour to 1.5 hours

 Be prepared and anticipate questions

 Explain purpose of policy clearly in your 
opening remarks to ensure there is not doubt 
of its purpose.
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