Guide to Writing ‘Non-policy’ Descriptions
Introduction

About 2/3 of the FRP-BC Standards of Practice do not require a policy. 
 Instead, the standard asks for descriptions of what your FRP does related to that standard.  This worksheet is designed to guide FRP-BC members into writing those descriptions.  

A helpful way to write these descriptions is to think of them as an opportunity to formally and consistently tell others (new staff person, a volunteer, or a board member), about “how we do things at our FRP, and why.”
The descriptions, under the headings below, could/should be included in, or become the core of, your FRP Program Manual.  Such a manual is used for orienting and training staff and volunteers, as well as a regular reference for everyday use. 
How to use this worksheet
The worksheet is laid out following the standards as they are listed in the Standards of Practice Manual.  The italicized inserts provide you with guidance for what to write.  

Keep the FRP-BC Standards of  Practice Manual nearby as you go through this worksheet so that you can easily review the backgrounders, examples and Appendix Six (Six Valued Practices), which do not appear in this worksheet, but are referred to. 
If your FRP already has a Program Manual, check its content against what this worksheet calls for. Your present Program Manual content may already meet or exceed what is asked for in these standards, and that’s just fine.  Or, what’s asked for here may make a useful addition to the content of your existing Program Manual. 

If you have questions or need further guidance about this worksheet, contact your Standards Consultant, either Elizabeth Barbeau |(ebarbeau@shaw.ca) or Diana Ellis, (di@intergate.ca).  
A. Participant/Client Rights and Ethical Practice

Family Resource Programs protect the legal and ethical rights of all participants/clients through informing families of their rights and ensuring fair and equitable treatment for all who use these programs, particularly vulnerable populations.

A.1 Family Focussed

Family Resource Programs offer family, parenting and child focussed programming.

A.1.1
Family Resource Program services build on family strengths and use language that emphasizes strengths rather than problems. 

A.1.3
Family Resource Program staff engage in positive interactions on an individual level, recognizing the unique strengths and needs of each family.

Standards A.1.1 and A.1.3 can be grouped together for one written response if you wish. 

Briefly, but completely, describe what you do to ensure your FRP maintains, and makes visible, and active, a strengths-based family focus. Feel free to use the words in the standard or the words in the examples if they match what you already do.  You can also refer to the Six Valued Practices listed on pages 59-76 of the Standards of Practice manual, and use the words and concepts there. See particularly (3) Valued Practices that Promote and Build Relationships, page 63. 
A.1.2
Family Resource Programs use positive approaches to guide group interaction and individual behaviour. Family Resource Programs prohibit the following:

a) corporal punishment; 

b) interventions that involve withholding nutrition or hydration, or that inflict physical or psychological pain;

c) isolation; 

d) ignoring the child; 

e) group punishment for individual behaviour; 

f) labelling a child ‘good’ or ‘bad’; 

g) the use of demeaning, shaming or degrading language or activities; 

h) punitive overuse of time outs. 

Standard A.1.2, in saying (a) to (h) are prohibited, first means that FRP staff do not engage in behaviours (a) to (h).  Second, by inference, it means that your FRP does not promote or support use of (a) to (h) in the FRP site by parents/caregivers.  Some FRP’s have chosen to turn this list, or something similar, into a poster that is put on the wall for easy reference, and/or a handout for participants. It could be titled something like “At our FRP, the staff will not engage in any of the following approaches with children.” 
Here’s an example of what one FRP decided to add to the above list:  “We would like to encourage you to discuss any of these points with staff for clarification or further discussion.  Staff will also be available to help with appropriate discipline to encourage learning and co-operation in children.”

So, briefly, but completely, describe what positive methods you use to guide group interaction and individual behaviour, especially that between staff and children, and participants/clients and children. Feel free to use the words in the standard or the words in the examples if they match what you already do.  You can also refer to the Six Valued Practices listed on pages 59-76 of the Standards of Practice manual, and use the words and concepts there. See particularly (4A), Encourage Family Interaction, page 65. 
A.2 Stakeholder Input

Family Resource Programs gather input from all stakeholder groups and use this information to improve service delivery and the service environment. 

A.2.1
Family Resource Programs identify stakeholder groups and make plans to include them in all areas of planning and providing service. 

A.2.2
Family Resource Programs gather stakeholder input on an ongoing basis using a variety of mechanisms. 

A.2.3
Family Resource Programs analyse stakeholder input on a regular schedule (such as annually) and use this information to plan. 

Standards A.2.1, A.2.2 and A.2.3 can be grouped together for one written response if you wish.

Briefly, but completely, describe what you do to engage stakeholders in helping to plan and provide their insights to your services. NOTE:  Stakeholders include all those with an interest in your program, including other community professionals (IDP, public health nurse, schools, other program providers) etc as well as program participants.  You can also include any community committees or ECD tables you are involved in. 

Feel free to use the words in the standard or the words in the examples if they match what you already do.  You can also refer to the Six Valued Practices listed on pages 59-76 and use the words and concepts there.  See particularly 6 D and 6E, pages 75-76. 

A.3 Value in Diversity

Family Resource Programs have a written plan that enables staff and volunteers to promote an environment valuing diversity in all its forms. This plan describes practices that encourage tolerance, honesty, respect, and openness.

A.3.1
The leadership of the agency and the Family Resource Program board reflect the diversity of the population and the community served. 

A.3.2
Family Resource Programs take diverse groups into account when planning programs, and develop specific strategies to reach out to and engage diverse groups.

A.3.3
Family Resource Programs offer programs and services in languages that reflect those preferred by the families who participate. 

A.3.4
Family Resource Programs utilize resources and decor that reflect cultural diversity. 

Standards A.3.1 to A.3.4 can be grouped together for one written response if you wish. 

Briefly, but completely, describe what your FRP does to embrace, accept, and build on the diversity of your particular community. Remember that diversity can mean a range of things including age, socio-economic status, ethnicity, lone/two parent families, culture, same sex parents, etc. 

Feel free to use the words in the standard or the words in the examples if they match what you already do.  You can also refer to the Six Valued Practices listed on pages 59-76 of the Standards of Practice manual and use the words and concepts there.   See particularly 5C, page 70.

A.4 Ethical Conduct

Family Resource Program board members, staff and volunteers operate in a manner that is ethical, professional, and transparent. 

A.4.1
Family Resource Program staff maintain appropriate professional boundaries in their relationships with participants/clients. 

Briefly, but completely, describe how your FRP staff and volunteers keep, (and are encouraged to keep,) appropriate professional boundaries with participants/clients.  Use words in the standard or the words in the examples if they match what you already do.  You can also refer to the Six Valued Practices listed on pages 59-76 of the Standards of Practice manual.  See particularly (3) Promoting and Building Relationships, page 63.  

A.4.2
Family Resource Programs maintain a written summary of participant/client rights and responsibilities which is communicated to participants/clients on their first visit in a manner that is meaningful to them. A written summary of participant/client rights and responsibilities is posted in the program or reception area. 

Briefly, but completely, write a summary of the participant rights and responsibilities you share with participant/clients.  Appendix One of this worksheet provides an example of a Participant Rights and Responsibilities summary. You can use it to create or revise your own. 

Standards A.4.3 to A.4.8 require specific policies.  See “Sample FRP Policies” on the FRP-BC website for examples. 

A.4.3
Family Resource Programs have a formal participant/client complaint process which is communicated to participants/clients in a manner that is meaningful to them. 

A.4.4
Family Resource Programs have a confidentiality policy which is communicated to participants/clients including the limits thereof. 

A.4.5
Family Resource Programs have policy regarding the release of participant/client information with their consent. 

A.4.6
Family Resource Programs develop and follow a Code of Conduct for the board of directors, staff and volunteers that:

a) addresses both confidentiality and conflict of interest;

b) includes procedures to deal with violations; and,

c) provides for educating staff and volunteers, including directors, regarding the Code of Conduct. 

A.4.7
Family Resource Programs that participate in or permit research involving participants/clients have written procedures that:

a) govern the review and acceptance of research proposals; and, 

b) safeguard the privacy and the voluntariness of participants/clients in the research. 

A.4.8
Family Resource Programs that raise funds by individual solicitation from the general public do so following written procedures that ensure ethical, fiscally responsible practice. 

A.4.9
Family Resource Programs provide the public with clear, timely, and accurate information about the Family Resource Programs’ activities, programs, and finances. 
Briefly, but completely, describe how your FRP keeps the public aware of what the FRP does.  Feel free to use the words in the standard or the words in the examples if they match what you already do.  You can also refer to the Six Valued Practices listed on pages.  See particularly (6E), page 76. 

B. Program Planning and Delivery 

Family Resource Programs plan and deliver programming that strengthens parenting, promotes participant/client engagement, nurtures relationships between and among staff and participants/clients, and supports child and family development.

B.1 Flexibility in Programming

Family Resource Programs design their program offerings to be flexible and responsive to participant/client needs. 

Briefly, but completely, describe how your FRP is responsive and flexible in its programming.  Feel free to use the words in the standard or the words in the examples if they match what you already do.  You can also refer to the Six Valued Practices listed on pages 59-76 of the Standards of Practice manual, and use the words and concepts there. See especially (2) Valued Practices that Promote Engagement, pages 61 and 62.
B.2 Facilitating Engagement 

Family Resource Programs plan their environment and programs to facilitate engagement with participants/clients. 

B.2.1
Family Resource Program staff or volunteers greet participants/clients and assist them in feeling welcome, taking into account the varying needs of each family. 

B.2.2
Family Resource Program staff use a variety of additional supports and concrete resources to encourage engagement. 

Standards B.2.1 and B.2.2 can be grouped together for one written response if you wish. 

Briefly, but completely, describe what your FRP staff and volunteers do to welcome and connect with participants/clients, and how your FRP provides other specific supports to encourage participant involvement.   Feel free to use the words in the standard or the words in the examples if they match what you already do.  You can also refer to the Six Valued Practices listed on pages 59-76 of the Standards of Practice manual, and use the words and concepts there. See particularly (2) Valued Practices that Promote Engagement, pages 61 and 62. 

B.3 Building Relationships 

Family Resource Programs promote the development of relationships between and among staff and participating families. 

B.3.1
Family Resource Program staff nurture trusting, respectful relationships with participants/clients based on equal and respectful partnerships.

Briefly, but completely, describe what your FRP staff do to build and encourage a good relationship between themselves and participant/clients.  You can refer to the Six Valued Practices listed on pages 59-76 of the Standards of Practice manual, and use the words and concepts there. See particularly (3) Valued Practices that Promote and Build Relationships, page 63. 

B.3.2
Family Resource Programs create environments and programs designed to strengthen relationships between participants/clients and staff. 

Briefly, but completely, describe what your FRP staff and volunteers do to encourage and develop relationships and connections between participant/clients. Feel free to use the words in the standard or the words in the examples if they match what you already do.  You can also refer to the Six Valued Practices listed on pages 59-76 of the Standards of Practice manual, and use the words and concepts there. See particularly the last point on page 63.  

B.3.3
Group programs provide participants/clients with opportunities to: 

a) contribute by asking questions and sharing their experiences; 

b) listen to and learn from those who are similar to and different from themselves; 

c) develop positive relationships with others; 

d) assume responsibilities and develop leadership capacities; 

e) participate in activities of interest.

Briefly, but completely, describe what you do to ensure that your FRP participants/clients have, (and feel they have), opportunities for being involved in your FRP in ways that are comfortable for them.  Feel free to use the words in the standard or the words in the examples if they match what you already do. See particularly (5A) Involve Parents, pages 69 and 70.  

B.4 Supporting Healthy Child Development

Family Resource Programs plan and deliver programs that promote child development and ensure that children with a variety of abilities are able to take part in all activities. 

B.4.1
Family Resource Programs provide opportunities for children to learn through creative and imaginative play. 

B.4.2
Family Resource Programs assist participants/clients in understanding the relationship between children’s play and learning.

B.4.3
Family Resource Programs provide a wide variety of developmentally appropriate activities. 

B.4.4
Family Resource Programs promote child cognitive and creative development. 

B.4.5
Family Resource Programs provide activities and materials for children that involve the development of fine and gross motor control and promote physical development. 

B.4.6
Family Resource Programs provide activities for children that allow choice, and promote social, emotional, cognitive and physical growth. 

Standards B.4.1 to B.4.6 can be grouped together for one written response if you wish. 

Briefly, but completely, describe how your FRP promotes child development through programs, activities, play, and resources, and, how your FRP promotes understanding of the relationship between children’s play and learning.  Feel free to use the words in the standard or the words in the examples if they match what you already do.  You can also refer to the Six Valued Practices listed on pages 59-76 of the Standards of Practice manual, and use the words and concepts there. See particularly (4D) Promote Child Development, page 68. 

B.4.7
Family Resource Programs provide structured, predictable routines that support a child's ability to focus on activities and anticipate transitions. 

Briefly, but completely, describe what your FRP does to build child-focussed routines into your FRP activities and schedule.  Feel free to use the words in the standard or the words in the examples if they match what you already do.  You can also refer to the Six Valued Practices listed on pages 59-76 of the Standards of Practice manual, and use the words and concepts there. See particularly (4D), Promote Child Development, page 68. 
B.4.8
Family Resource Programs provide Canadian Standards Association (CSA) approved developmentally appropriate, high quality, toys, supplies and resources for children and parents/caregivers. 

B.4.9
Family Resource Programs provide an appropriate range and number of toys, supplies and resources that are rotated periodically. 

Standards B.4.8 and B.4.9 can be grouped together for one written response if you wish. 

Briefly, but completely, describe what you do to make sure your toys and equipment are developmentally appropriate, effectively provided, and CSA approved. Feel free to use the words in the standard or the words in the examples if they match what you already do.  You can also refer to the Six Valued Practices listed on pages 59-76 of the Standards of Practice manual, and use the words and concepts there. See particularly (1) Valued Practices in Physical Space and Design, page 59, and (4D) Promote Child Development, page 68.

B.4.10
Family Resource Program staff and volunteers promote and provide opportunities for the inclusion of children with all abilities to take part in all activities. 

Briefly, but completely, describe WHAT you do to make your FRP comfortable for participation by children of all abilities.  Feel free to use the words in the standard or the words in the examples if they match what you already do.  You can also refer to the Six Valued Practices listed on pages 59-76 of the Standards of Practice manual, and use the words and concepts there.

B.5 Encouraging Family Development

Family Resource Programs plan and deliver programs that promote family development.

B.5.1
Family Resource Programs create environments and programs designed to promote family development and encourage healthy family interaction.

Briefly, but completely, describe how your FRP environment and programs strive to focus on healthy family development and interaction. Feel free to use the words in the standard or the words in the examples if they match what you already do.  You can also refer to the Six Valued Practices listed on pages 59-76 of the Standards of Practice manual, and use the words and concepts there.  See particularly (4A) Encourage Family Interaction, page 65. 

B.5.2
Family Resource Program staff model effective ways to engage with children. 

Briefly, but completely, describe ways that your staff interact and work with children, and how they might model that to parents/caregivers.  Feel free to use the words in the standard or the words in the examples if they match what you already do.  You can also refer to the Six Valued Practices listed on pages 59-76 of the Standards of Practice manual, and use the words and concepts there. See particularly (4A) Encourage Family Interaction, page 65.

B.5.3
Family Resource Programs offer participants/clients the opportunity to participate together through activities that involve both children and their parents/caregivers. 

Briefly, but completely, describe what your FRP staff and volunteers do to encourage and support parent/caregivers and their children to do activities together.   Feel free to use the words in the standard or the words in the examples if they match what you already do.  You can also refer to the Six Valued Practices listed on pages 59-76 of the Standards of Practice manual, and use the words and concepts there. See particularly (4A) Encourage Family Interaction, page 65.

B.6 Supporting Families

Family Resource Programs support families in addressing their needs. 

B.6.1
Family Resource Programs promote self-sufficiency and self-efficacy by building on family strengths and addressing topics appropriate to the needs of participants/clients. 

B.6.2
Family Resource Programs provide programs and services that promote and assist in the development of lifeskills. 

B.6.3
Family Resource Programs promote access to affordable, healthy food. 

Standards B.6.1, B.6.2 and B.6.3 can be grouped together for one written response if you wish. 

Briefly, but completely, describe what you do to promote the self sufficiency, lifeskills and access to food of participant/clients who come to your FRP.   Feel free to use the words in the standard or the words in the examples if they match what you already do.  You can also refer to the Six Valued Practices listed on pages 59-76 of the Standards of Practice manual, and use the words and concepts there. See particularly (4C), Support Families in Addressing their Needs, page 67.

B.6.4
Family Resource Programs maintain a resource library of family support-related information and materials for loan. 

Briefly, but completely, describe what resources (books, DVD’s, toys, pamphlets etc) your FRP has available for participant/clients to read/view or borrow, and the process for participant use. Feel free to use the words in the standard or the words in the examples if they match what you already do. 

B.6.5
Family Resource Programs help participants/clients to identify, develop and expand their informal networks, including connections within their family, with friends, neighbours, and community members. 

Briefly, but completely, describe how you facilitate the connection of participants/clients with other people inside and outside of your FRP.  Feel free to use the words in the standard or the words in the examples if they match what you already do.  You can also refer to the Six Valued Practices listed on pages 59-76 of the Standards of Practice manual, and use the words and concepts there. See particularly (2) Valued Practices that Promote Engagement, page 61, (3) Valued Practices that Promote and Build Relationships, page 63, and (5A) Involve Parents, page 69. 

B.6.6
Family Resource Programs assist participants/clients to access community services and supports that meet child and family basic needs, as appropriate. 

B.6.7
Family Resource Programs help participants/clients recognize child development or behaviour issues that may require additional services.

Standards B.6.6 and B.6.7 can be grouped together for one written response if you wish. 

Briefly, but completely, describe the way(s) that your FRP staff would suggest, encourage or bring a participant/client’s attention to community services and supports that could be useful to them.  Feel free to use the words in the standard or the words in the examples if they match what you already do.  You can also refer to the Six Valued Practices listed on pages 59-76 of the Standards of Practice manual, and use the words and concepts there. See particularly (4C) Support Families in Addressing Their Needs, page 67.

B.7 Educational Programming

Family Resource Programs offer high quality educational programs aimed at both children and parents/caregivers.

B.7.1
Family Resource Programs promote parenting education that focuses on the following:

a) child growth and development, including physical, cognitive and social development;

b) parenting skills;

c) a variety of topics related to child rearing. 

Briefly, but completely, describe the types of educational programming your FRP provides to promote learning about parenting, child growth and development and other child rearing topics. Feel free to use the words in the standard or the words in the examples if they match what you already do.  You can also refer to the Six Valued Practices listed on pages 59-76 of the Standards of Practice manual, and use the words and concepts there. See particularly (4B) Promote Parent Education, page 66. 

B.7.2
Family Resource Programs provide educational programs that are culturally relevant and appropriate for a wide range of participants/clients. 

B.7.3
Family Resource Programs consider child and family characteristics when choosing or designing educational intervention, materials and curricula. 

B.7.4
Family Resource Programs promote attendance at their educational programs through provision of additional concrete resources.

Standards B.7.2, B.7.3 and B.7.4 can be grouped together for one written response if you wish. 

Briefly, but completely, describe how your FRP takes into account different individual and family characteristics and needs when planning educational programs.  These could include needs such as transportation food, accessible program timing, language level translation, childcare, etc. Feel free to use the words in the standard or the words in the examples if they match what you already do.  You can also refer to the Six Valued Practices listed on pages 59-76 of the Standards of Practice manual, and use the words and concepts there. See particularly (3B), Promote Parent Education, page 66. 

B.7.5
When parent education is provided in a group setting, services: 

a) emphasize group learning and sharing, especially parent-to-parent modelling;

b) respond flexibly to changing needs of group members; and

c) are scheduled with participants/clients time commitments in mind. 

Briefly, but completely, describe how the group-oriented parent education that your FRP provides has a focus on sharing and flexibility (as compared to ‘top down’ learning methods). Feel free to use the words in the standard or the words in the examples if they match what you already do.  You can also refer to the Six Valued Practices listed on pages 59-76 of the Standards of Practice manual, and use the words and concepts there. See particularly (3B) Promote Parent Education, page 66. 

B.8 Program Evaluation and Quality Improvement

Family Resource Programs regularly gather appropriate evaluation information and use it to assess and improve their programs.

B.8.1
Family Resource Programs have a method for regularly evaluating program effectiveness that includes assessing the outcomes (results) for participants/clients attending the program. 

B.8.2
Family Resource Programs use collected evaluation data to inform the planning of program improvements. 

B.8.3
Family Resource Programs collect data with respect to the needs of all stakeholders and the organization. 

B.8.4
Family Resource Programs use the information they gather to improve the quality of programs, ensure accountability, and facilitate organizational decision making and strategic planning.

B.8.5
Family Resource Programs share improvement efforts that flow from evaluation findings with all stakeholders. 

Standards B.8 1 to B.8.5 can be grouped together for one response if you wish. 

Briefly, but completely, describe how you evaluate ongoing FRP work and programming, including where the data comes from and how it is used. Feel free to use the words in the standard or the words in the examples if they match what you already do.  You can also refer to the Six Valued Practices listed on pages 59-76 of the Standards of Practice manual, and use the words and concepts there. See particularly (6B), Planning, Monitoring and Evaluation on page 75, and Appendix 5, Basic Evaluation Guidelines, page 52.  NOTE:  If any of your funders already require your FRP to use a specific evaluation process just say that, i.e. “We use the CAPC/Success by Six (etc) evaluation processes.”
C. Design and Function of the Physical Environment

Family Resource Programs provide their programs in an environment that is safe, accessible, family-friendly and child-centred.

C.1 Accessible

Family Resource Programs plan for services that are accessible and inviting.

C.1.1
Family Resource Programs design their programs and facilities to promote accessibility for all stakeholders and to facilitate engagement with families who attend. 

C.1.2
Family Resource Programs plan their physical location in consideration of accessibility for participants/clients. 

Standards C.1.1 and C.1.2 can be grouped together for one written response if you wish. 

Briefly, but completely, describe how you make your FRP as accessible as possible to the participants/clients who attend.  Feel free to use the words in the standard or the words in the examples if they match what you already do.  You can also refer to the Six Valued Practices listed on pages 59-76 of the Standards of Practice manual, and use the words and concepts there. See particularly (1) Valued Practices in Physical Space and Design, pages 59 and 60. 

C.2 Child-Centred Environment

Family Resource Programs provide services in an environment that is designed for the use of children and their parents/caregivers.

C.2.1
Family Resource Programs create a physical environment that is inviting and comfortable for the children and families it serves. 

C.2.2
Family Resource Programs design their physical space to allow for a number of different areas within the environment 

C.2.3
Family Resource Programs include a variety of areas for children's play. 

C.2.4
Family Resource Programs arrange their children's play areas so as to encourage developmentally appropriate free play and meet a wide range of developmental needs. 

Standards C.2.1 to C.2.4 can be grouped together for one written response if you wish. 

Briefly, but completely, describe what your FRP does to ensure a child-centred physical environment.  Feel free to use the words in the standard or the words in the examples if they match what you already do.  You can also refer to the Six Valued Practices listed on pages 59-76 of the Standards of Practice manual, and use the words and concepts there. See particularly (1) Valued Practices in Physical Space and Design, page 59-60, and (4D) Promote Child Development, page 68.  

C.3 Safe, Hygienic Environment

Family Resource Programs maintain safe, hygienic environments.

Standards C.3.1 to C.3.14 require specific policies and procedures.  See “Sample FRP Policies” on the FRP-BC website for examples.

C.3.1
Family Resource Programs have written emergency procedures including evacuation procedures. Staff are trained on emergency procedures and evacuation procedures are rehearsed. Both the training and the rehearsals are documented. 

C.3.2
Family Resource Programs have written procedures related to universal precautions and infection control. All staff are trained on these procedures.

Participants/clients are informed about these procedures. 

C.3.3
Family Resource Programs conduct regular inspections of their equipment and environment to ensure safe and hygienic conditions. 

C.3.4
Family Resource Programs have written procedures for maintaining safety and consistent cleanliness of toys and play equipment. 

C.3.5
Family Resource Programs have written procedures regarding smoking in and around the building. 

C.3.6
Family Resource Programs have written procedures regarding the presence of animals in and around the building.

C.3.7
Family Resource Programs have written procedures regarding handling, storing and disposing of hazardous materials and responding to exposure to hazardous materials.

C.3.8
Family Resource Programs have written procedures regarding the transportation of participants/clients in agency vehicles and staff's personal vehicles as appropriate. 

C.3.9
Family Resource Program staff are trained in first aid procedures following WCB regulations. 

C.3.10
Family Resource Programs have procedures related to incident reporting. 

C.3.11
Family Resource Programs have appropriate diapering and toileting facilities 

C.3.12
Family Resource Programs maintain appropriate emergency and first aid equipment as required by WCB. 

C.3.13
Family Resource Program staff are trained upon hire and annually thereafter regarding the maintenance of a safe and hygienic environment. 

C.3.14
Family Resource Programs provide participants/clients with information and training as appropriate to reduce identified physical risks. 

D. Governance and Administration

The governing bodies and senior management of Family Resource Programs are sufficiently active, capable and diverse to ensure excellence in governance and administration.

D.1 Networking and Community Involvement

Family Resource Programs network with community partners to ensure the best possible service delivery environment.

D.1.1
Family Resource Programs collaborate with community members to identify gaps and redundancies in community service delivery to the shared population they serve and to advocate for issues of mutual concern. 

D.1.2
Family Resource Programs involve community members in program design, planning, implementation and evaluation. 

D.1.3
Family Resource Programs conduct ongoing community outreach and education to promote services provided and the needs of the service population. 

D.1.4
Family Resource Programs build relationships and partnerships with social agencies, other non-profit organizations, government officials, funding sources, and other community stakeholders.

Standards D.1.1 to D.1.4 can be grouped together for one written response if you wish.

Briefly, but completely, describe the range and type of networking, outreach and relationship-building your FRP does in the community.   Feel free to use the words in the standard or the words in the examples if they match what you already do.  You can also refer to the Six Valued Practices listed on pages 59-76 of the Standards of Practice manual, and use the words and concepts there. See particularly (6E) Partnerships, page 76. 

D.2 Governance

Family Resource Programs maintain excellent practices in the governance of their programs. 

D.2.1
Family Resource Programs are governed by a board of directors that is accountable to the participants/clients and to the community served.

Briefly, but completely describe who your FRP is accountable to in terms of overall governance.  Feel free to use the words in the standard or the words in the examples if they match what you already do.  You can also refer to the Six Valued Practices listed on pages 59-76 of the Standards of Practice manual, and use the words and concepts there. See especially (6B) Governance, page 74. 

D.2.2
Family Resource Programs have a mission statement that is responsive to the needs of the community served and guides administration and delivery of services. 

Insert the mission statement of your FRP here. 

D.2.3
Family Resource Programs involve participants/clients in organizational governance. 

Briefly, but completely, how your participants/clients are involved in the operations and/or governance of your FRP.  Feel free to use the words in the standard or the words in the examples if they match what you already do.  You can also refer to the Six Valued Practices listed on pages 59-76 of the Standards of Practice manual, and use the words and concepts there. See particularly (5) Valued Practices that Strengthen Communities, page 69. 

Standards D.2.4 to D.2.8 require specific policies.  See “Sample FRP Policies” on the FRP website for examples. 

D.2.4
The board of directors has policies that meet all legal requirements and include:

a) composition of the board of directors;

b) number of directors;

c) provision for participant/client representation and input;

d) responsibilities of directors;

e) eligibility requirements for directors;

f) orientation, training, and exit of a director;

g) protocols to govern the removal of a director; and,

h) decision-making processes. 

D.2.5
The board of directors has policies that address the need for additional committees. 

D.2.6
The board of directors establishes guidelines for membership in the society. 

D.2.7
Family Resource Programs have policies that clarify lines of communication between the board of directors and staff.

D.2.8
Board policies include delegation of authority to senior management of the organization.

D.2.9
Family Resource Programs hold regular board meetings of which formal written minutes are kept. 

Briefly, but completely, describe how often your FRP board meets and who keeps the minutes. If you are not a stand-alone FRP (i.e. your FRP is nested within a larger agency) describe who makes decisions about FRP operations, how those decisions are acted on, and, how/who carries FRP issues forward to the agency board or management.  Feel free to use the words in the standard or the words in the examples if they match what you already do.  You can also refer to the Six Valued Practices listed on pages 59-76 of the Standards of Practice manual, and use the words and concepts there.

D.2.10
The board of directors conducts an annual performance review of the Executive Director.

Briefly, but completely, describe the performance review process for the FRP Executive Director or, if there is not a named Executive Director, for whoever is responsible for FRP oversight.  Feel free to use the words in the standard or the words in the examples if they match what you already do.  You can also refer to the Six Valued Practices listed on pages 59-76 of the Standards of Practice manual, and use the words and concepts there. See particularly (6B) Governance, page 74. 
D.2.11
The board of directors conducts an annual self-assessment. 

Briefly, but completely, describe how your FRP board reviews its own work and operations. Feel free to use the words in the standard or the words in the examples if they match what you already do.  You can also refer to the Six Valued Practices listed on pages 59-76 of the Standards of Practice manual, and use the words and concepts there.

D.3 Planning and Administration

Family Resource Programs devote sufficient resources to planning and administration to ensure their programs are appropriately supported.

D.3.1
Family Resource Programs create a long term, strategic plan at least every 5 years. 

D.3.2
Strategic planning involves stakeholders in the process as appropriate. 

D.3.3
Family Resource Programs develop a program planning cycle, typically annually that includes:

a) appropriate program goals and objectives;

b) a method of monitoring the plan;

c) evaluation of program goals and objectives. 

Standards D.3.1 to D.3.3 can be grouped together for one written response if you wish.

Briefly, but completely, describe the planning process of your FRP. Feel free to use the words in the standard or the words in the examples if they match what you already do.  You can also refer to the Six Valued Practices listed on pages 59-76 of the Standards of Practice manual, and feel free to use the words and concepts there.  See particularly (6D), Planning, Monitoring and Evaluation, page 75. 

Standard D.3.4 requires a formal procedure.  See “Sample FRP Policies” on the FRP-BC website for examples. 

D.3.4
Family Resource Programs have written procedures for complying with legal and regulatory requirements in all appropriate areas. 

D.4 Finance

Family Resource Programs plan and manage finances to provide a balance between internal stability and adaptability to the external environment. 

D.4.1
Family Resource Programs establish a 3-5 year business plan and monitor progress over time. The plan includes provision for achieving stable funding and financial support. 

D.4.2
Family Resource Programs identify and review revenues and expenses, financial trends, challenges, opportunities. 

D.4.3
Family Resource Programs develop an annual budget. The budget is monitored by the board of directors following agency policy, and is available for review by society members. 

D.4.4
Family Resource Programs maintain written fiscal policies and procedures including internal control practices. 

D.4.5
Family Resource Programs conduct an annual financial audit, employing an independent chartered accountant. 

D.4.6
If an audit generates a management letter, the Family Resource Program corrects material matters or documents reasons why the material matters will not be corrected. 

D.4.8
Family Resource Programs review their insurance annually, including property c
overage, liability coverage, and other coverage as appropriate. 

Standards D.4.1 to D.4.8 can be grouped together for one written response if you wish. 

Briefly, but completely, describe what your FRP does to maintain financial accountability.   Feel free to use the words in the standard or the words in the examples if they match what you already do.  You can also refer to the Six Valued Practices listed on pages 59-76 of the Standards of Practice manual, and feel free to use the words and concepts there.  See particularly (6C) Financial Management, page 75. 
Standards D.4.7 and D.4.9 require specific policies/procedures.  See “Sample FRP Policies” on the FRP-BC website for examples. 

D.4.7
Family Resource Programs develop a risk management plan including evaluation and analysis of risk, implementation of actions to reduce risk and reporting on risk reduction activities. 

D.4.9
Family Resource Programs maintain written procedures regarding investment of its resources and funds. 

D.5 Human Resources

Family Resource Programs develop and use human resources practices that promote an excellent work environment. 

Standards D.5.1 to D.5.5 require specific policies and procedures.  See “Sample Policies for BC Family Resource Programs” on the FRP-BC website for examples. 

D.5.1
Family Resource Programs do not unlawfully discriminate against any persons or categories of persons. 

D.5.2
Family Resource Programs have policy that prohibits preferential treatment and nepotism with regard to hiring, supervision, and promotion of paid staff. 

D.5.3
Family Resource Programs recruit and hire staff and volunteers according to established procedures. 

D.5.4
Family Resource Programs have written procedures that require background checks including criminal records checks for all staff and all volunteers who work with families. 

D.5.5
Family Resource Programs have human resources policies and procedures that include job descriptions for all staff including the Executive Director, members of the board of directors and other volunteers, and members of the society. 

D.5.6
Family Resource Programs maintain a staff complement that is adequate to run the program and ensure the safety of participants/clients. 

Briefly, but completely, describe how your FRP arranges to run the program effectively and safely with the staff/volunteers that it has.  Feel free to use the words in the standard or the words in the examples if they match what you already do.  You can also refer to the Six Valued Practices listed on pages 59-76 of the Standards of Practice manual, and use the words and concepts there.

D.5.7
When planning a staff complement, Family Resource Programs take into account a balanced aggregate skill set, including expertise in: 

a) working with parents, infants, and pre-schoolers; 

b) working in bilingual or multicultural settings; 

c) planning, research and evaluation. 

D.5.8
Family Resource Programs hire staff who are knowledgeable about the community and the needs of the families who participate. 

D.5.9
Family Resource Programs hire staff with an appropriate combination of post-secondary education in a relevant field and professional and life experience. 

Standards D.5.7 to D.5.9 can be grouped together for one written response if you wish. 

Briefly, but completely, describe the criteria used by your FRP in hiring staff.  Feel free to use the words in the standard or the words in the examples if they match what you already do.  You can also refer to the Six Valued Practices listed on pages 59-76 of the Standards of Practice manual, and use the words and concepts there. See particularly (6A) Staffing Practices, pages 72 and 73. 

D.5.10
Family Resource Programs maintain a personnel record for every staff person and volunteer. 

Briefly, but completely, describe who keeps staff personnel records and where they are kept.   Feel free to use the words in the standard or the words in the examples if they match what you already do.  You can also refer to the Six Valued Practices listed on pages 59-76 of the Standards of Practice manual, and use the words and concepts there.

Standard D.5.11 requires specific policies/procedures.  See “Sample FRP Policies” on the FRP-BC website for examples. 

D.5.11
Family Resource Programs have human resources policies that provide for annual performance reviews for all staff. 

D.5.12
Performance reviews assess job performance based on measurable criteria and emphasize self-development and professional growth.

D.5.13
Personnel have an opportunity to review their performance evaluation with the person evaluating them, to provide written comments, and to sign and receive a copy of their performance evaluation. 

Standards D.5.12 and D.5.13 can be grouped together for one written response if you wish. 

Briefly, but completely, describe the performance review process for your FRP staff and volunteers.   Feel free to use the words in the standard or the words in the examples if they match what you already do.  

Standards D.5.14 and D.5.15 require specific written procedures. See “Sample FRP Policies” on the FRP-BC website for examples. 

D.5.14
Family Resource Programs establish and follow a plan for volunteer recruitment, orientation, initial training, retention, supervision and on-going professional development. 

D.5.15
When Family Resource Programs use students in their programs, there is a written agreement with the educational institution.

D.5.16
Family Resource Programs orient new staff and provide ongoing training and professional development opportunities for all staff. 

D.5.17
Family Resource Program staff participate in professional development opportunities in order to gain knowledge and skills. 

Briefly, but completely, describe the methods used by your FRP to ensure adequate orientation, training, and professional development for staff (and volunteers). Feel free to use the words in the standard or the words in the examples if they match what you already do.  You can also refer to the Six Valued Practices listed on pages 59-76 of the Standards of Practice manual, and use the words and concepts there. See particularly (6A) Staffing Practices, pages 72 and 73. 

D.5.18
Family Resource Programs conduct regular, on-going supervision of staff and volunteers through:

a) regular team meetings to reflect and provide feedback on work with participants/clients; and, 

b) one-to-one supportive supervision following guidelines set up by the organization. 

Briefly, but completely, describe how your FRP supervises and supports staff and volunteers in their work.  Feel free to use the words in the standard or the words in the examples if they match what you already do.  You can also refer to the Six Valued Practices listed on pages 59-76 of the Standards of Practice manual, and use the words and concepts there. See particularly (6A) Staffing Practice, pages 72 and 73. 

D.6 Information Management

Family Resource Programs ensure that electronic and print information is protected against intentional or unintentional destruction, modification, and unauthorized disclosure.

Standards D.6.1 to D.6.6 require specific policies/procedures. See “Sample FRP Policies” on the FRP-BC website for examples. 

D.6.1
Family Resource Programs keep confidential information secure, including paper and electronic information. 

D.6.2
Family Resource Programs train their staff on appropriate procedures to ensure the security of all information.

D.6.3
Family Resource Programs ensure that electronic information is backed up and secured offsite.

D.6.4
Family Resource Programs ensure that paper information is locked when not in use.

D.6.5
Family Resource Programs ensure that all staff and volunteers follow privacy legislation with respect to confidential information. 

D.6.6
Family Resource Programs develop policy regarding the retention and destruction of records. 

Appendix One – Sample - Summary of Participant/clients Rights and Responsibilities

South Vancouver Family Place – Participants Rights and Responsibilities

Rights:

· Each Family Place participant will be treated with respect by staff and volunteers

· Each Family Place participant is entitled to a safe and healthy environment at Family Place

Responsibilities:

· Each Family Place participant will treat all members, visitors, staff and volunteers with respect

· Each Family Place participant is responsible for cleaning up after themselves and caring for the toys and equipment of Family Place. 

· Each Family Place participant will respect the health and safety rules which include a sick children policy. 

Waiver:

· SVFP wishes to remind participants that it is not responsible for any loss or damage sustained by participants and guests while on its premises.  Parents and caregivers are reminded that their children must be supervised by them at all times.

· It is the responsibility of parents and caregivers to take precautions to avoid injury or loss/damage to belongings.  In the event a parent or caregiver observes any situation at South Vancouver Family Place which causes them concern, please report it to a staff member immediately. 
Overcrowding Policy

In order to provide a safe and quality program the Family Place has the number of participants restricted for many of its programs.  At the sign in/reception area of the family drop-in there will be a notice about this and staff will inform participants about this.  At some centres overcrowding is not an issue so this policy will not be put into effect.   As much as possible programs in schools will give first priority to families living within the school catchment area, families living in the community and families living in Vancouver.  Family daycare providers are limited to 5 children per visit at all sites and if too crowded will be asked to come another day. 

Thank you and your comments are appreciated.  Please put any suggestions in the comment box.  Any language is fine. 

(From South Vancouver Family Place, September 2009.  fampla@telus.net)

� About 1/3 of the FRP-BC Standards do call for a specific policy/procedure. See the FRP-BC website for the document entitled  Sample FRP Policies which provides sample policies and procedures  for FRP’s to review. Policies and procedures should eventually end up in a Policy and Procedure Manual that is usually separate from a Program Manual. 
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