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Human Resources Toolkit - Introduction 

  September 19, 2015 

The Aboriginal Housing Management Association (AHMA) is pleased to introduce this Human Resources Toolkit, 

which has been created with the goal of providing a strong foundation for creating or enhancing your own Human 

Resource functions within your organizations. AHMA is pleased to have partnered with the Jouta Performance 

Group in creating this HR Toolkit.  

As an introduction to Human Resources, here is how Jouta describes the components of an effective HR program: 

A solid HR function should have systems in place that 1) cultivate the organization’s 

culture, 2) protect the organization, and 3) increase employee productivity.  

When working well, this leads to Organizational Performance. 

1. Culture 

Workplace culture reflects everything from recruitment to termination, and 

everything in between — including vision, mission, purpose, values, roles, 

responsibilities, work environment, and symbolism, all of which must align to create an ideal structure. 

Every organization’s culture is different; the key is to define yours and align everything to it. 

2. Protection 

Just as you insure your business against external threats, developing a solid HR program can help protect 

you (and your employees) against threats that are within your control. These include legislative threats 

related to the employment of people. 

3. Productivity 

Performance is the goal! The role of HR is to put systems in place that increase productivity to enhance 

overall performance. This is only possible when the right structure is in place and everything done within 

the organization aligns to that structure. 

The creation of this toolkit was driven by two priorities: AHMA’s need to enhance our own internal Human 

Resource policies, procedures, and templates, as well as AHMA’s desire to respond to requests for guidance from 

our various organizations. In honouring the spirit of our Strategic Plan and commitment to transparency with our 

Members, the sample documents contained within this toolkit are actual documents used by AHMA at the time of 

release of this toolkit.  
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For each of the following Human Resource items, the toolkit contains a Guide Sheet (best practices, tips, 

recommendations, etc.) and sample templates or examples: 

 Recruitment and Orientation Process 
 Managing Employees 
 Employee Files 
 Performance Management Program 

 
This toolkit has been developed specifically for the use of our CBOs. We do ask that this information be used to 
support your organization and not shared outside of the AHMA portfolio of funded organizations.  

Some of AHMA’s finalized Human Resource documents have been provided as samples within this toolkit. They 

have been created to meet AHMA’s functional needs using the guides and templates included within this toolkit. 

We welcome you to use our sample documents as an example and encourage you to develop your own 

documents to meet the unique needs of your organization and its employees. 

Please don’t hesitate to get in touch with your Aboriginal Portfolio Advisor at AHMA if you have any questions, 

need assistance, or have feedback that may assist with future updates of this Human Resources Toolkit. 

 

 

Hoy-chewx-a Siyam. (Squamish for “Thank you, respected one.”) 

 

   

Ray Gerow, Chief Executive Officer 

 
www.jouta.com 

AHMA would especially like to recognize and appreciate the partnership and support The Jouta 

Performance Group provided us in enhancing AHMA’s own Human Resource program and the 

creation of this toolkit.  

 

The information included within the toolkit is based on Jouta’s expertise as an HR Consulting 

Company. The Jouta Performance Group is not a legal counsel or practitioner of law. Nothing it 

provides constitutes legal advice. Where applicable, it is encouraged that you consult with your 

own legal counsel and/or Jouta can provide recommendations on appropriate counsel. For more 

information on The Jouta Performance Group, please feel free to reach them at 604-488-8885, 

info@jouta.com, or at www.jouta.com. 
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