Ladysmith Family & Friends (LaFF)
GOVERNANCE AND ADMINISTRATION

<Agency Name>
Operational Governance Manual - Generic Template
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MISSION
D.2.2

	


PRINCIPLES
	


CONSTITUTION AND BY-LAWS
	


NETWORKING AND COMMUNITY INVOLVEMENT

D. 1.1 / D.1.2 / D.1.3 / D.1.4 / D.2.3 

A.2.1 / A.2.2 / A.2.3 / A.3.2 / A.3.4
Description 
	Write an overarching statement describing how your agency meets this Standard.  Each Standard has been broken down but you can group some of these Standards if that is what works for your Agency.


A. Collaborate with Community Members

D.1.1
Description
	


Procedures
	


B. Involve Community Members in Program Planning and Evaluation

D.1.2
Description
	


Procedures
	


C. Conduct Community Education Programs
D.1.3

Description
	


Procedures
	


D. Build Relationships with Community Stakeholders

D.1.4

Description
	


Procedures
	


E. Involve Participants / Clients in Organizational Governance

D.2.3
Description
	


Procedures
	


F. 
Stakeholder Input
A.2.1 / A.2.2 / A.2.3

Description
	


Procedures
	1. Stakeholders are Included (A.2.1)
2. Stakeholder Input is Gathered (A.2.2)
3. Stakeholder Input is Analyzed (A.2.3)



G. 
Value in Diversity

A.3.2 / A.3.4
Description
	


Procedures
	1. Diverse Groups are Engaged (A.3.2)
2. Cultural Diversity (A.3.4)



GOVERNANCE

D.2

A. 
Board of Directors
D.2.1 
Policy 

	


Procedures
	 


B.
Board: Role and Responsibilities
D.2.9 / D.2.10 / D.2.11
Policy
	


Procedures

	1. Board Meetings (D.2.9)
2. Performance Review of the Executive Director (D.2.10)
3. Board Self Assessment (D.2.11)



C.
Board Policies Meet Legal Requirements
D.2.4


Policy

	


Procedure

	


D.
Executive Officers

	


E.
Board Committees
D.2.5 
Policy

	


Procedures
	


F.
Membership in the Society 
D.2.6   
Policy

	


Procedures
	


G.
Communication and Delegation of Authority
D.2.7 & D.2.8

Policy

	


Procedures
	1. Communication between Board and Staff (D.2.7)
2. Delegation of Authority (D.2.8) 


PLANNING AND ADMINISTRATION
D.3    
A. Strategic Planning
D. 3.1 / D.3.2

Description
	


Procedure

	1. Strategic Plan (D.3.1)
2. Planning Involves Stakeholders (D.3.2)


B.
Program Planning
D.3.3 

Description
	


Procedure

	


C.
Legal and Regulatory Requirements
D.3.4
Policy

	


Procedure
	


FINANCE
D.4

D.4.1/ D.4.2 / D.4.3 / D.4.4 / D.4.5/ D.4.6 / D.4.8 / D.4.9

A. Financial Management
Policy

	 


1. Business Plan
D.4.1

Policy

	


Procedures

	


2. Financial Challenges and Opportunities
D.4.2

Policy

	


Procedures

	


3. Budget
D.4.3

Policy

	


Procedures

	


4. Fiscal Policies / Procedures


D.4.4
Policy

	


Procedures

	


5. Financial Audit
D.4.5
Policy

	


Procedures

	


6. Response to Management Letter

D.4.6
Policy

	


Procedures

	


7. Insurance

D.4.8
Policy

	


Procedures

	


8. Investments

D.4.9

Policy

	


Procedures

	


B. Financial Guidelines
Policy
	


Procedures
	


C.
Risk Management 

D.4.7 
Policy

	


Procedure
	


HUMAN RESOURCES
D.5 & A.3
A. 
Personnel Policies and Procedures
D.5.1 through D.5.18

	Most agency’s Personnel Policies and Procedures fall under Human Resources.  Ensure the topics outlined below are included.
1. No Discrimination (D.5.1)
2. No Preferential Treatment (D.5.2)
3. Hiring Procedures (D.5.3)
4. Background Checks (D.5.4)
5. Job Descriptions (D.5.5)
6. Adequate Staff Complement (D.5.6)
7. Aggregate Skill Set of Staff (D.5.7)
8. Staff are Knowledgeable About the Community (D.5.8)
9. Staff Have Appropriate Education and Experience (D.5.9)
10. Personnel Records (D.5.10)
11. Performance Reviews (D.5.11)
12. Performance Reviews Use Measurable Criteria & Emphasize Growth (D.5.12)
13. Personnel Review and Signed Performance Evaluations (D.5.13)
14. Volunteers (D.5.14)
15. Students (D.5.15)
16. Staff Orientation and Training (D.5.16)
17. Professional Development (D.5.17)
18. Supervision (D.5.18)



A. Value in Diversity
A.3.1 & A.3.3

Description
	


Procedures

	1. Diversity of Leadership (A.3.1)
2. Languages Used (A.3.3)



INFORMATION MANAGEMENT

D.6

D.6.1 through D.6.6

Policy

	


A. 
Confidential Information is Secure 

(D.6.1)

Policy

	


Procedures

	


B. 
Training on Security Procedures 

(D.6.2)

Policy

	


Procedures

	


C. 
Electronic Information 

(D.6.3)

Policy

	


Procedures

	


D. 
Paper Information 

(D.6.4)

Policy

	


Procedures

	


E. 
Privacy Legislation 

(D.6.5)

Policy

	


Procedures

	


F. 
Retention and Destruction of Records 

(D.6.6)

Policy

	


Procedures

	


Ethical Conduct

A.4.1 through A.4.9  
Policy

	Standards A.4.1 through A.4.9 can either be separated as outlined below or you can group these Standards with an overarching Policy and Procedures for each.


A. 
Professional Boundaries

A.4.1
Policy

	


Procedures

	


B. 
Rights and Responsibilities

A.4.2
Policy

	


Procedures

	


C.
Complaint Process 

A.4.3
Policy

	


Procedures

	


D.
Confidentiality 

A.4.4

Policy

	


Procedures

	


E.
Release of Information 

A.4.5

Policy

	


Procedures

	


F.
Code of Conduct 

A.4.6

Policy

	


Procedures

	


G.
Research 

A.4.7

Policy

	


Procedures

	


H.
Fundraising 

A.4.8

Policy

	


Procedures

	


I.
Information to Public 

A.4.9

Description
	


Procedures

	


PROGRAM PLANNING AND DELIVERY
A.1 & B.1
A. 
Family Focused
A.1.1 / A.1.2 / A.1.3

Description

	


Procedures

	1. Build on Family Strengths (A.1.1)
2. Positive Approaches (A.1.2)
3. Positive Interactions (A.1.3)



B.
Flexibility in Programming
B.1
Description

	


Procedures
	


C.
Facilitating Engagement
B.2.1 – B.2.2

Description

	


Procedures

	1. Welcoming (B.2.1)
2. Additional Supports (B.2.2)


D.
Building Relationships

B.3.1 / B.3.2 / B.3.3


Description
	


Procedures

	1. Relationships (B.3.1)
2. Strengthen Relationships (B.3.2)
3. Group Programs (B.3.3)



E. 
Supporting Healthy Child Development

B.4.1 through B.4.10 
Description

	


Procedures

	1. Creative and Imaginative Play (B.4.1)

2. Children’s Play and Learning (B.4.2)

3. Developmentally Appropriate Activities (B.4.3)

4. Cognitive and Creative Development (B.4.4)

5. Development of Fine and Gross Motor Control (B.4.5)

6. Social, Emotional, Cognitive and Physical Growth (B.4.6)

7. Structured, Predictable Routines (B.4.7)
8. High Quality, Toys, Supplies and Resources (B.4.8)
9. Appropriate Range and Number of Toys, Supplies and Resources (B.4.9)
10. Inclusion of Children with all Abilities (B.4.10)



F. 
Encouraging Family Development

B. 5.1 / B.5.2 / B.5.3
Description

	


Procedures

	1. Family Development and Interaction (B.5.1)
2. Engaging with Children (B.5.2)
3. Activities for Both Children and Parents/Caregivers (B.5.3)



G. 
Supporting Families

B.6
B.6.1 through B.6.7

Description

	


Procedures
	1. Self Sufficiency and Self Efficacy (B.6.1)
2. Development of Life Skills (B.6.2)
3. Access to Food (B.6.3)
4. Resource Library (B.6.4)
5. Information Networks (B.6.5)
6. Community Services and Supports (B.6.6)
7. Child Development and Behaviour Issues (B.6.7)



H. 
Educational Programming
B.7.1 – B.7.5

Description

	


Procedures
	1. Parenting Education (B.7.1)
2. Culturally Relevant Programming (B.7.2)
3. Child and Family Characteristics (B.7.3)

4. Concrete Resources (B.7.4)

5. Group Setting (B.7.5)



I. 
Program Evaluation and Quality Improvement
B.8.1– B.8.5


Description

	


Procedures

	1. Evaluating Program Effectiveness (B.8.1)
2. Use Collected Evaluation Data (B.8.2)
3. Collect Data (B.8.3)
4. Use Data (B.8.4)
5. Share Improvement Efforts with all Stakeholders (B.8.5)


DESIGN AND FUNCTION
C 

A. 
Accessible 

C.1 & C.1.2
Description

	


Procedures

	1. Accessibility for all Stakeholders (C.1.1)
2. Physical Location (C.1.2)



B. 
Child-Centred Environment 


C.2
C.2.1 through C.2.4
Description

	


Procedures

	1. Inviting and Comfortable (C.2.1)
2. Different Physical Areas (C.2.2)
3. Variety of Areas for Children’s Play (C.2.3)
4. Play Areas Encourage Free Play (C.2.4)



C. 
Safe, Hygienic Environment

C.3.1 through C.3.14
1. Emergency Procedures (C.3.1)
Policy

	a) 
Emergency Evacuation
b)
Temporary Closure of the Building


Procedures

	


2.
Universal Precautions and Infection Control (C.3.2)
Policy
	


Procedures
	


3.
Inspections (C.3.3)
Policy
	


Procedures
	


4. 
Cleanliness of Toys and Equipment (C.3.4)
Policy
	


Procedures
	


5.
Smoking (C.3.5)
Policy
	


Procedures

	


6.
Presence of Animals (C.3.6)
Policy

	


Procedures

	


7.
Hazardous Materials (C.3.7)
Policy

	


Procedures
	


8. 
Transportation of Participants (C.3.8)
Policy

	


Procedures

	


9. 
First Aid Training (C.3.9)
Policy

	


Procedures

	


10.
Incident Reporting (C.3.10)
Policy

	


Procedures

	


11.
Diapering and Toileting Facilities (C.3.11)
Policy

	


Procedures

	


12.
Emergency and First Aid Equipment (C.3.12)
Policy

	


Procedures

	


13.
Training for Staff/Participants (C.3.13 & C.3.14)
Policy

	


Procedures
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