Steps to Implementation - FRP-BC Standards of Practice 


FRP-BC will provide the following support for implementation

· These Steps for Implementation have been written to provide a step by step process for all FRPs, accredited or not, to follow.

· In the first year of the implementation, March 2009 through to December 2009, consultants Diana Ellis and Elizabeth Barbeau contacted all FRP-BC program members by phone and e-mail to offer one-on-one coaching and mentoring support to assist FRPs in working through the implementation process. 
· In 2010 – 2011, FRP-BC will move forward with the recommendations from the first year, and we are pleased that both Diana and Elizabeth will provide consultation support when needed.
· It is recommended that Family Resource Programs begin the standards implementation work by first reading these Steps to Implementation and complete the Basic Steps on pages 4-6 of this document.
· All documents related to the Provincial Standards of Practice are linked on FRP-BC’s website.  You are also welcome to contact FRP-BC at any time in your implementation process.  
“Tools” your team needs to implement the FRP-BC Standards

· The BC Association of Family Resource Programs (FRP-BC) Provincial Standards of Practice (your binder).
· Copies of all your program’s existing written policies/procedures and descriptions presently in use. 

· Keep in mind that about 2/3 of the FRP Standards do not require a policy.  Instead the standard asks for descriptions/statements of what your FRP does, related to that standard.  Refer to the Provincial Standards of Practice: Guide to Writing Non-policy Descriptions.
· Before you begin, gather the following documents:
1. FRP-BC Provincial Standards of Practice (your binder)
2. Appendix 3: Developing Policy to Meet Standards, located in your FRP-BC Standards binder
3. Appendix 4: Policy/Standards Assessment Worksheet, located in your FRP-BC Standards binder
4. Provincial Standards of Practice: List of Standards that Require a Written Policy

5. Sample Policies for BC Family Resource Programs 
6. Provincial Standards of Practice: Guide to Writing Non-policy Descriptions
· Other useful resources include:

1. Provincial Standards of Practice: Frequently Asked Questions

2. Provincial Standards of Practice: Tips for Implementation

3. Provincial Standards of Practice: Glossary of Terms
All Documents Related to the FRP Provincial Standards of Practice are linked on FRP-BC’s website at www.frpbc.ca     
Click on Projects and select Standards of Practice

To start, you need to make two important decisions
First  
Decide who needs to be involved in the work of implementing standards in your Family Resource Program
· Development of agency policies or changes to existing policies requires involvement and endorsement of board and senior management, but responsibility for overseeing the implementation process can be shared with others in the organization.
· Whether your FRP is a stand-alone Family Resource Program or an FRP housed within a multi service organization, this process will need to be reviewed and endorsed by the board and senior staff.  Although other staff can and should be involved in this process, it is advisable that the project is coordinated by a senior staff and/or board person.  They must recommend who should be involved in the work and what approval and support is required.
· If your Family Resource Program is part of a CARF or COA accredited multi service agency, it is likely you already meet all or most of the FRP-BC Standards. We ask that you read these Steps to Implementation and the detailed Basic Steps beginning on page 4.  Once you have completed all the steps, then complete the Standards of Practice for BC Family Resource Programs Final Self-Assessment.  You may also contact our office to discuss an alternative review process.
Second 
After you assemble your team, and your “tools”, decide how to implement FRP-BC 
Standards within your Family Resource Program 
· Have everyone review Steps to Implementation. Tools are noted on page 1 and Basic Steps are outlined on pages 4 – 6.
· Bring your team together for a first meeting. Try to set aside 2-3 hours for this meeting. 

· Make decisions about who will work on what tasks. 

· Develop a timeline for your standards implementation process, and the senior staff and /or board person who will oversee the process of tracking the tasks completed and where you are on the timeline. 

Basic Steps for implementing FRP-BC Standards into your Family Resource Program

The chart on pages 4-6 provides more details
Learn what needs to be done
1. Read the Standards in full (ideally, several times). The Standards are found on pages 1-24 of the FRP-BC Standards Binder.

2. Gather and read over the existing policies/procedures and descriptions that now govern your Family Resource Program. 

Compare what’s needed with what you have in place now
3. Compare the required FRP-BC Standards with your existing policies/procedures and descriptions to identify what you do or don’t have in place.  Doing this helps you see what is needed for your Family Resource Program to meet the standards.  Use Appendix 4: Policy/Standards Assessment Worksheet to indicate how you have covered the standard and/or what else needs to be included to meet the standard.  This is a worksheet for your own use and not a final document.  While doing the above step, also identify existing written policies/procedures and descriptions that need revision to better reflect your work and meet the FRP-BC standards.

Develop your policy/procedure or descriptions to meet the FRP-BC standards
4. About 2/3 of the FRP Standards of Practice do not require a policy.  Instead the standard asks for descriptions/statements of what your FRP does, related to that standard.  Refer to the Provincial Standards of Practice: Guide to Writing Non-policy Descriptions.
5. Using Provincial Standards of Practice: List of Standards that Require a Written Policy, develop new policy/procedures or revise existing policy/procedure to meet the Standards. To do this, refer to Appendix 3: Developing Policy to Meet Standards. 
Ensure any new or revised policy/procedures are approved by your organization
6. New or revised policy/procedure must be reviewed and approved by the board of directors. 

Let us know what you have done

7. Complete the Standards of Practice for BC Family Resource Programs Final Self-Assessment and return with required documents to FRP-BC where it will undergo a review process by the Advisory Committee. Completed assessments will be reviewed quarterly.

 Basic Steps for Implementation of Standards in your Family Resource Program
	Detailed Basic Steps 
	Time involved
	Why do this?
	Advice from FRP-BC

	1. Read the BC Association of Family Resource Programs Provincial Standards of Practice in full (pages 1-24 of your binder).
	1 hour
	This will orient you to the standards and remind you about your existing policies and procedures or descriptions. 
	If you have trouble understanding the difference between written policies/ procedures, and descriptions contact us for help. 

	2. 
Find and read your program’s existing written policies/procedures.  Your FRP will also have written or unwritten descriptions (ways of doing things) that guide how you do things.  Well written descriptions are often all you need to address a standard.
	1 hour to find the policies, procedures and descriptions, 

an hour or two to read them through.
	
	

	3. Compare your existing policies/procedures and descriptions with the required FRP-BC Standards. 
a. Use the Appendix 4 worksheet provided for this purpose. Follow the worksheet instructions.  Remember this sheet is for your own use and is not a final document.  The notes you make should guide you in making the final changes to your agencies Policies and Procedures.
b.  Start by looking carefully at one overarching standard and accompanying standards. Read any associated examples and make sure you understand what this standard is asking for.  For most Family Resource Programs it is advisable to complete one set of standards before moving on the next set.  This is an individual decision based on what makes sense for your agency.
c. Now compare the standard with your existing written policy/procedure or description that relates to this standard. Do this for every standard listed in the worksheet.   Use Provincial Standards of Practice: List of Standards that Require a Written Policy to assist you in identifying which standards require a policy.  The other standards can be addressed through written descriptions.
	We recommend doing Step 3 in 2-3 hour sessions. The total number of hours required will depend on the number of standards that need to be addressed through either new or revised policies or written descriptions. 
	This helps you see what you already have in place, and what’s needed.

When the worksheet is finished you will know how much policy writing is ahead of you. Remember this is a tool not a final document.  

	Your committee can start, and likely complete Step 3 on your own. 

Do contact us if you (a) have a question about what any FRP-BC standard actually means, or (b) are not sure if/how your existing policy, procedure or description meets a standard. 

Contact us if you need help seeing how your policies relate to the standards. 
It would be best to complete all of one overarching standard before moving on to the next one.


	Detailed Basic Steps 
	Time involved
	Why do this?
	Advice from FRP-BC

	4. While doing the comparison work of Step 3, also identify existing written policies/procedures and descriptions that need revision to better reflect your work and meet the FRP-BC Standards.
	The amount of time on this task depends on number of policies you have and how recently they have been brought up to date.
	This is work that many organizations need to do more often! 
	Contact us if you need help here.

	5. Once you have completed Basic Steps 1 – 4, develop/ revise policies and descriptions as required to comply with the Standards.  Some Standards can be grouped through one policy or description and fleshed out with detailed procedures
a. See and follow the instructions in Appendix 3, Developing Policy to meet Standards     -and-
b. Provincial Standards of Practice: Guide to Writing Non-policy Descriptions
	Developing policies and descriptions will take longer at first. As you become more familiar with the process you will find it speeds up. 
	This is the only way to ensure a standard comes alive and is being met. Developing polices/ procedures and descriptions provides staff with clear expectations. 

	Remember - you are the experts in knowing what must go in to your policies or descriptions. If needed, contact us for help in the how of writing. 

	6.  Arrange for approval of your new or revised policies/procedures
a.  Follow your organization’s process for getting new or revised policy/procedures and descriptions reviewed and approved. 
	The board may need a separate policy review meeting to review and approve these.
	In most organizations, policy development must be approved by the board. Every organization has its own way of approving these.
	Send the policy package to your Board well in advance of their discussion. Offer to attend the meeting(s) to answer questions. 


	Detailed Basic Steps
	Time involved
	Why do this?
	Advice from FRP-BC

	7. Let us know what you have done. 

a. Contact FRP-BC for submission requirements.  Forwarding your Governance documents and required materials is a mandatory step for all FRPs.   If appropriate, use the Operational Governance Manual – Generic Template.
b. FRP-BC’s Project Advisory Committee will meet on a quarterly basis to review and provide final approval on submissions received up to that date.
c. Once approved by our committee, FRP-BC will send you your Certificate – good for 5 years.
	
	Your completion of the Standards of Practice for BC Family Resource Programs demonstrates your commitment to standardized quality practice and helps FRP-BC promote Standards of Practice as an accreditation tool for FRPs.
	Do it.  It is important for our families.  Government and other funders require this type of reflection.
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