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How to Use These Sample Policies
About 1/3 of the FRP-BC Standards of Practice require the agency to implement policy. 
 This document provides a set of sample policies which agencies may adapt to suit their own individual situation. 

In the binder containing the Provincial Standards of Practice, there is an appendix that discusses in some detail how to approach policy writing. If you are undertaking policy work for the first time, we recommend that you consult that appendix or a similar document to help you plan and create your policies. 

The policies contained here are rough samples only. They will only come to life in your agency when you have adapted them to represent your lived practice, and when you have trained all staff on them so that they can be fully implemented. In some cases the procedure has been left blank to allow you to describe your own process. In other cases we have included examples only to guide your own work.
You should undertake your policy development with the Provincial Standards of Practice in one hand and your own organizational wisdom in the other. You policies are the bridge between the two. We hope that the samples you will find in this document help make your policy writing more efficient, but you and your team will still have to make the important decisions about how these province-wide standards can be operationalized in your own unique way within your agency.
If you have questions or need further guidance about adapting these sample policies, contact your Standards Consultant, either Elizabeth Barbeau |(ebarbeau@shaw.ca) or Diana Ellis, (di@intergate.ca). 

Sample Policies
Prohibited Practices
This policy complies with Standard A.1.2

Purpose

Society XXX promotes the use of positive approaches in guiding group interaction and individual behaviour. To protect the Society, it is important to be clear about specific activities that are prohibited for staff and participants in the programs.

Policy

Society XXX prohibits 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. 

Participant Rights

This policy complies with Standard A.4.2

Policy:

1. The Society provides all program participants with information about their rights while participating in the Society's programs. 

2. The Society ensures that program participants have information about their rights provided in writing and verbally, and that the information is conveyed in a language and manner appropriate to the program participant. 
Procedure:

1. The Society posts copies of the Participant Bill of Rights on the wall in the program area. 
2. Staff ensure that when a participant visits the program for the first time, the participant is made aware of her/his rights. 

3. As appropriate, the Society translates the Participant Bill of Rights into the major languages spoken by its participants. 

4. Staff will make modifications or adjustments to the written material, or presentation will be made as needed to ensure its appropriateness for program participants. 
Participant Complaints
This policy complies with Standard A.4.3.
Purpose:

Society XXX recognizes a participant's right to complain and takes responsibility for communicating this right to all participants. Society XXX treats complaints with fairness and with respect and takes responsibility to ensure a satisfactory resolution. 

Policy:

1. Participants have the right to complain about any aspect of their service at Society XXX. The Society will respond to participant complaints quickly and fairly and with respect for the participant's right to privacy. 

2. Participants have the right to request that an advocate assist them in the complaint process.

3. The Society assumes responsibility for informing participants of their right to complain and for supporting a participant through the complaint process.

Procedure:

1. Staff inform all participants of the Society's complaint policy at the beginning of service and again if they initiate a complaint.

2. A participant may make a complaint in writing to a direct service provider, a supervisor, or the Executive Director. A participant may also request that someone in the organization assist with writing the complaint. The staff person who receives the complaint will remind the participant of the following steps in the complaint process: 

a. The participant should first discuss the complaint with the employee who is directly involved and seek resolution at that level unless they are not comfortable doing so. 

b. If the participant is not satisfied after meeting with the employee who is directly involved, or if they choose to skip this step, the participant may request to meet with that person's supervisor. The supervisor will meet with the participant and attempt to seek resolution.

c. If the participant remains unsatisfied, they may continue to request meetings with more senior supervisors until the level of the Executive Director. Each senior supervisor will meet with the participant and attempt to seek resolution. 

3. The participant may skip any of these steps and meet immediately with a senior manager or the Executive Director if that is their wish.

4. The program supervisor will ensure that all parties involved in the complaint, including personnel, supervisors, participants and the Executive Director are informed of the proceedings at each step.

5. The program supervisor will ensure that the complaint is documented, including any corresponding action taken by the organization in response to the complaint.

6. The agency summarizes all participant complaints and reviews them annually to determine if there are any trends.

Confidentiality

This policy complies with Standards A.4.4 and A.4.5.
Purpose:

Society XXX respects and upholds an individual’s right and the right of the organization to privacy and to protection of confidential information. The Society is committed to collecting, using, disclosing and retaining the personal information of its participants, staff, and volunteers in a manner that complies with applicable privacy legislation.

Policy:

1. Information relating to a participant of the organization, a volunteer or employee, or the affairs of the organization is privileged and confidential. 

2. Employees and volunteers will only transmit personal information with the informed, written consent of the individual, except as required by law. Written consent is obtained through the organization's Consent to Release Information form. 

3. Employees and volunteers who have access to confidential information related to the affairs of the organization will only transmit this information when authorized to do so by the Executive Director or designate. 

Procedure:

1. When it is necessary to share personal information regarding a participant with a third party, an employee will invite the participant to complete the Consent to Release Information form. The employee will take reasonable steps to ensure that the participant understands this policy and understand the form before signing it. 

2. If a participant gives verbal consent but is unable to sign the form (for example, when a participant is not literate) the employee will sign their own name and indicate on the form that the participant has understood the form and has given verbal consent.

3. When an employee is required by law to release personal information, for example in reporting child abuse or neglect, or in responding to a court order, the employee will consult with a supervisor before releasing the information or making the report.

4. The agency will only release personal information relating to employees and volunteers after obtaining informed, written consent, except as required by law. During their orientation, the agency will ask employees and volunteers to designate an emergency contact and to give consent for release of personal information during an emergency.

5. The agency will ensure the security of all documents and records that contain personal information, including electronic records. The agency will ensure that documents containing personal information are destroyed before disposal.

Code of Conduct for a Board of Directors

This Code of Conduct partially complies with Standard A.4.6

All members of the Board of Directors will read and sign this Code of Conduct as part of their orientation to the Board.

As a member of this Board, I will:

· Represent the interests of all people served by Society XXX, and not favour special interests inside or outside of the Society.

· Not use my service on this Board for my own personal advantage or for the advantage of my friends, family or associates.

· Protect the confidentiality of all information acquired in my role as a Board member or otherwise in keeping with the Confidentiality Policy of Community Services, the Federal Privacy Act, and other government acts and regulations.

· Disclose to the Board of Directors any conflict of interest, whether real or perceived, and abide by the Board's decision in response to my disclosure.

· Respect and support the majority decisions of the Board.

· Approach all Board issues with an open mind, prepared to make the best decisions for everyone involved.

· Do nothing to violate the trust of those who elected or appointed me to the Board, or of those we serve.

· Focus my efforts on the mission of the Society and not on my personal goals.

· Never exercise authority as a Board member except when acting in a meeting with the full Board or as I am delegated by the Board.

· Consider myself a “trustee” of the Society and do my best to ensure that it is well maintained, financially secure, growing and always operating in the best interests of those we serve.

I understand that if I am found by the Board of Directors to be in breach of this Code of Conduct, the Board will take action as appropriate which may include my dismissal from the Board.

_______________________________

Printed Name of Board Member

_______________________________

Signature of Board Member

______________________________

Date

Code of Conduct for Staff, Volunteers, and Students
This Code of Conduct partially complies with Standard A.4.6

Purpose:

This Code of Conduct applies to all Society personnel, including employees, volunteers, contractors, and students. Its intention is to guide the conduct of all personnel in order to preserve public confidence in the reputation of the Society and its personnel for fairness and integrity in the delivery of high quality services to the public. All Society personnel will read and sign this Code of Conduct as part of their orientation to their duties.

Code of Conduct
I understand that all Society personnel agree:

· to uphold the highest standard of ethical performance, adhering to appropriate behaviour in accordance with the Society's Code of Ethics and , if applicable, their professional code of ethics;
· to promote families and community as the primary sources of nurture and development of individuals, and to promote high quality services which strengthen families and communities.

· to treat all individuals with respect, and without discrimination based on race, ethnicity, language, religion, marital status, gender, age, ability, sexual orientation or political affiliation, economic status or national ancestry;
· to represent the interest of all persons served by the Society and not favour special interests inside or outside of the Society nor use their position for personal advantage or for the advantage of friends, families or associates;
· to do nothing to violate the trust of those served and to protect the confidentiality of all information acquired professionally or otherwise, in keeping with the Society's Confidentiality policies and government laws and regulations;
· to act to ensure that the difference between professional and personal relationships is explicitly understood and respected and that behaviour is appropriate to this distinction;
· to treat one another and all persons served in such a way as to preserve their dignity and communicate respect.
I understand that if I am found by the Society to be in breach of this Code of Conduct, the Society will take action as appropriate, within the limits of the law and the Society's policies. 

_______________________________


_________________________
Signature of Employee, Volunteer or Student

Date
_______________________________

Printed Name of Employee, Volunteer or Student

Research Involving Participants (1)

This policy complies with Standard A.4.7. 
Policy:

The organization does not participate in or support research involving participants, except for the following:

a) internal program evaluation and outcomes research;

b) educational projects performed by students and interns that are part of their professional training.

Research Involving Participants (2)

This policy complies with Standard A.4.7.
Purpose:

The Society will only participate in or support research that is in keeping with its mission and values. The Society has a responsibility to ensure that if and when it agrees to take part in research involving its participants, it does so in a manner that is ethical and protects participant rights.

Policy:

1. The agency will not participate in or support research that:

a) conflicts with its values, particularly those involving the dignity or rights of participants;

b) conflicts with its policies, particularly those relating to confidentiality; or,

c) lacks ethical or methodological clarity.

2. No participant will participate in research conducted by or with the cooperation of the agency unless they have provided informed written consent.

3. The agency will safeguard the identity and the privacy of all participants who participate in research by or with the cooperation of the agency. 

Procedure:

1. The Management Team will review all requests for involvement in research. 

2. The Society will take reasonable steps to ensure that participants who participate in research conducted by or with the cooperation of the agency understand:

a) the nature and the purpose of the research;

b) any possible risks or discomfort associate with the research;

c) that their participation is voluntary;

d) that if they decline to participate in the research there will be no reprisals and service will not be withheld from them; and,

e) that they may withdraw from the research at any time.

3. While the agency will not provide personal information without the explicit consent of the participant, it may, at its discretion, provide aggregate data to researchers provided that:

a) the data does not include any identifiable information; and,

b) the research meets the criteria listed in Policy 1 above.

4. All approved research programs will be reviewed annually by the Management Team.

Acceptance of Gifts/Donations

This policy complies with Standard A.4.8

Policy:

1. Society XXX actively solicits donations from individuals as well as organizations.  

2. Society XXX will not solicit or accept contributions from organizations if the contribution may put some of the Society's staff in the position of a conflict of interest or the perception of a conflict of interest. The Society will not solicit or accept contributions from organizations whose operations include practices that are not in keeping with the Society's mission and values.

3. In keeping with (2) above, the following are some activities that would make an organization unacceptable as a donor to REACH:

· [here you may make a list of activities that are unacceptable to your Society]

4.
The Society has identified the following activities that it would like to see in potential corporate donors:

· [here you may make a list of the types of organizations or activities that are particularly in keeping with your mission/values]

Procedure:

1. All contributions and all solicitations for contribution (i.e. grant proposals, etc.) will be reviewed by the Director of Fund Development.

2. The Director of Fund Development will prepare a monthly report for the Board of Directors listing all active donors and all current solicitations for contributions.

3. The report will be distributed to Board Members with the monthly Board Package, so that Board Members can review it in advance of the monthly Board meeting.

4. The Board of Directors will discuss any concerns at the monthly Board meetings and the Board of Directors may vote to refuse a contribution or to withdraw a solicitation for contribution.

Emergency Evacuation

Partially complies with Standard C.3.1 (You will need a separate policy to deal with temporary service disruption and severe weather closures.) 

Purpose:

The purpose of this policy is to clarify who is responsible for emergency preparedness in this organization and to describe the procedure followed in the event of an emergency that requires evacuation of the program.

Policy:


1. In the event of an emergency that requires evacuation of the program, staff will follow the procedures outlined below.

2. The agency will designate a program supervisor to be the Emergency Coordinator. This person will coordinate planning and rehearsal of emergency evacuation. The Emergency Coordinator will take charge in the event of an emergency evacuation.

3. The Emergency Coordinator or designate will conduct evacuation drills quarterly and will record the results. 

4. The agency trains all staff on emergency response, including emergency evacuation.

Procedure:

1. The agency posts an Emergency Exit Plan in each work area. Staff follow this plan in the event of an evacuation.

2. Staff assist participants in evacuating the building. Staff search the building prior to exiting, following the pre-arranged plan. If any part of the building cannot be searched for any reason, staff will note the area and report this to the Emergency Coordinator who will alert attending Emergency Response personnel. As possible, and with due regard for the safety of all staff and participants, doors and windows will be closed and lights turned off before exiting. 

3. Evacuees meet on the grass across the parking lot from the front of the building and remain until they have been accounted for. The Emergency Coordinator or designate will confirm that the program site has been searched and will let staff and participants know when they may re-enter the building. Staff will remain at the program until the safety of their participants is assured.
Temporary Closure of the Building 

This description partially complies with Standard C. 3.1. You will need a separate policy to describe emergency evacuation procedures. 

Policy

The Society has a plan for alerting participants when the program must be temporarily closed due to severe weather or other unusual conditions leading to service disruption. 

Procedure
[Here you will describe the procedure in your facility. Describe who makes the decision to close the building and how you alert staff, volunteers, and participants.]

Maintaining a Safe and Hygienic Environment

This policy complies with Standards C.3.2, C.3.3, C.3.4, C.3.11, C.3.13 and C.3.14 as noted below)
Policy:
The Society maintains a safe, and hygienic environment.

Procedures:
1. Society personnel on each program site conduct monthly inspections to ensure the safety of the premises, using the Health and Safety Checklist. Compliance and/or remedial measures are documented and reported. (C.3.3)

2. Buildings are maintained and the Building Maintenance Checklist is reviewed annually to ensure a hazard-free environment. (C.3.3)

3. All toys and program equipment are cleaned and sanitized on a regular basis, as appropriate. (C.3.4)

4. Washrooms, kitchens, and diaper changing stations are sanitized regularly as appropriate. A record of such cleaning is kept in each program site. (C.3.11)

5. Society personnel follow universal precautions to reduce the risk of spread of infectious disease. Anti-bacterial soap is available at all sinks. Latex gloves are available at all diaper changing stations and in all program areas for routine as well as emergency use. (C.3.2)

6. Food preparation areas are cleaned daily with a bleach solution. Cooks use anti-bacterial soap and wash hands frequently. (C.3.2)

7. Staff are trained upon hire and again annually by way of a one-page handout, in the Society's procedures for maintaining a safe, hygienic and sanitary environment. (C.3.13)

8. Posters in each washrooms and general reminders from staff ensure that all participants are aware of the Society's procedures for maintaining a safe and hygienic environment. (C.3.14)

Smoking Policy

This policy complies with Standard C.3.5.

Policy

[Here you should describe your smoking policy which may include a complete ban on smoking inside and around the buildings or may allow for some designated smoking areas, as appropriate for your situation.]

Animals in the Building
This policy complies with Standard C.3.6

Policy

[Here you should describe your policy regarding the presence of animals in and around the building. Describe whether participants or staff pets are allowed inside the building and whether the program cares for any pets.] 

Hazardous Materials
This policy complies with Standard C.3.7.

Policy

1. The Society ensures that all cleaning products, pest control agents, and other potentially hazardous materials are stored in an area that is not accessible to program participants and incompliance with WCB regulations. 

2. Staff dispose of all such hazardous materials in an appropriate manner, consistent with WCB regulations. 
3. In the event of unsafe exposure to a hazardous material, staff will follow appropriate first aid procedures. 
Transportation of Participants in Society Vehicles

This policy partially complies with Standard C.3.8.
Policy:
Society XXX follows appropriate safety procedures when transporting participants in its vehicles. Specifically:

1. Staff ensure that all Society vehicles are inspected and maintained on a regular basis and are properly registered and insured. All vehicles are equipped with appropriate passenger restraint systems.

2. Whenever Society personnel transport more than one participant family at a time, there will be two staff members in the vehicle to ensure adequate supervision.

3. Staff who drive Society vehicles have a valid Class IV Driver's License. Copies of driver's licenses are kept in the appropriate personnel file.

4. Society personnel complete pre-trip inspections of all vehicles before the first trip of the day.

Procedures:
Procedures related to passenger supervision:

1. Whenever more than one family is transported in a Society vehicle, two staff members attend; one to drive the vehicle and the other to supervise the participants.

2. The driving staff member is responsible for providing a safe, comfortable ride for staff and participants.

3. The supervising staff member is responsible for ensuring that all passengers are restrained for the entire trip using age appropriate passenger restraint systems.

4. The supervising staff member is responsible for monitoring participant safety, for ensuring that the trip is pleasant, and for encouraging learning opportunities as they arise en route.

5. The supervising staff member is responsible for notifying the driving staff member when a situation requires that the vehicle stop in order to resolve a situation involving a participant.

Procedures related to maintenance of the vehicles:

1. Certified mechanics inspect and maintain all Society vehicles as required by licensing regulations. The maintenance schedule is kept in the Vehicle Maintenance Binder in the Vehicle. Safety inspections are completed every six months.

2. The Society's Comptroller is responsible for renewing vehicle insurance.

3. Regular and emergency maintenance is documented on the Vehicle Maintenance Form, which is kept in the Vehicle Maintenance Binder in the vehicle. The work order is attached to the Vehicle Maintenance Form and a copy of the work order is kept in the program office.

Procedures related to pre-trip inspections:

1. Pre-trip inspections are completed using the appropriate form, signed and dated by the person completing the inspection.

2. Any concerns arising from the pre-trip inspection are assessed and reported to the person responsible for vehicle maintenance. Safety concerns may require that the vehicle is withdrawn from use until the concern is remedied.

Transportation of Participants in a Staff Person's Vehicle

This policy partially complies with Standard C.3.8.
Policy:
1. All staff who transport participants in the staff person's vehicle have a valid driver's licenses and adequate insurance.

Procedures:
[Here you should describe the method of ensuring that your staff person carries the appropriate type and amount of liability insurance. What follows is an example only]

1. Staff are responsible for purchasing basic insurance annually. Proof of a valid driver's license and of adequate insurance are provided annually to the Supervisor. A copy is kept in the personnel record.

2. Proof of Society-purchased insurance for third-party liability is kept on file.

3. Staff who transport participants in the staff member's own vehicle are responsible for ensuring that all passengers are restrained using age-appropriate passenger restraint systems.

First Aid Training
This policy complies with Standard C.3.9 and C.3.12
Policy

1. Society XXX ensures that whenever programs are in session there is an adequate number of staff members on site who are trained in First Aid, as required by WCB regulations.

2. Society XXX ensures that appropriate emergency and first aid equipment are available on-site, as required by WCB.
Critical Incident Reporting
This policy complies with Standard C.3.10

Policy

Critical Incidents and Accidents that involve any participant or staff member while at work are reported on the Critical Incident Report. Staff also report the information verbally to all required authorities and forward the completed report to the Society's Executive Director.

Definition:

Critical incidents are events that are serious or unusual and affect Society staff, participants, or community partners. Examples of critical incidents include (but are not limited to):

1) 
Threats, injuries or accidents involving participants. This may include

· an act of violence such as an assault or the threat of an assault; 

· current child abuse or neglect, or the disclosure of past abuse; 

· an accident in which the participant was harmed or injured, such as a car accident or a fall;

· a concern for the safety of a participant, for example if the participant is known to be engaging in a high risk activity or if the participant discloses that they feel unsafe or threatened; or,

· a participant's death.

2) 
Threats, injuries or accidents involving staff while at work. This may include:

· an act of violence such as an assault or the threat of an assault; 

· an accident in which the staff person was harmed or injured such as a car accident or a fall; or,

· witnessing a traumatic event.

3) 
Threats to the Society such as:

· a fire, earthquake, or other natural event that threatens the building or the participants or staff;

· a serious, unusual event such as robbery, vandalism, bomb threat, or hostage taking;

· an event that may lead to concerns regarding hygiene or disease control, such as a spill of body fluid; or,

· a participant complaint.

Procedures:

1. Any accident or critical incident involving a participant or staff member is reported using a Critical Incident Report.

2. If the incident is particularly severe or unusual, it is reported immediately to the Society's Executive Director or designate. 

3. If Critical Incident Debriefing is required, this will be indicated on the Critical Incident Report and also reported verbally to the Executive Director or designate immediately.

4. As required, the staff person completing the report also informs appropriate authorities such as police or child protection.

5. After completion, the Critical Incident Report is submitted to the Society's Executive Director or designate.

6. The Executive Director or designate ensures that any resulting follow-up is carried out.
Sample Critical Incident Report

[Here you can include instructions for completing the form, including who should receive copies.]
Name of staff making the report _____________________ Job title: ___________________
Date and Time of incident: ________________ Location of incident: __________________
Participant(s) involved or affected: ______________________________________________

Witnesses (if any): __________________________________________________________
Incident reported to: (indicate all that apply)
(  911

(  Executive Director

(  Ministry of Children and Family Development (indicate name and phone number of contact)
(  Other (indicate relationship to participant and reason for reporting to this individual)
Summary of Incident: ________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

Action Taken: ________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

Follow-up Required: 

_________________________________________________________________________
_________________________________________________________________________

_________________________________________________________________________

Report submitted by: (include name, signature and date)

Witness (if any): (include name, signature and date)

Board Recruitment

This policy complies with Standard D.2.4, D.2.9, and D.2.11
Policy:

1. The board is comprised of between 9 and 12 directors who reflect a wide range of backgrounds and interests. At least one member of the board of directors is a parent who is a current or past participant in the Family Resource Program.

2. In recruiting new directors, the board will seek to bring together individuals who represent the viewpoints of participants, community members, professional disciplines and other perspectives deemed appropriate. 

3. To be eligible to serve on the board of directors, a recruit must be a member of the Society for at least three months before the Annual General Meeting at which she/he is elected. 

Procedure:

1. The board of directors establishes a nominating committee to oversee the recruiting process of directors and assemble slates for elections, as required.

2. Potential directors will have an opportunity to meet with a current director and/or the Executive Director to learn about the organization and the responsibilities associated with joining the board. 

3. The society will elect directors for two-year terms. A director may serve a maximum of three consecutive terms. 

4. A Director may be removed from office for reason, if this is the decision of a two-thirds majority of the Board.
5. The President and Vice-President of the board will orient new members to the organization and to their responsibilities as board members.

6. The board will meet at least 5 times per year and will also have an annual retreat. Formal minutes will be maintained of all Board meetings and of the retreat. 
7. Decisions of the Board will be achieved by majority vote.
8. Directors will notify the President if they are unable to attend a meeting. 

9. On an annual basis the Board will conduct a self-assessment.

Committees of the Board

This policy complies with Standard D.2.5

Policy:
1. The Board may establish Committees/Task Forces to assist it to do its job. Both standing and ad-hoc committees may be established, as the Board deems appropriate.
2. Committees/Task Forces shall not exercise authority over Staff, including the Executive Director.  However, Committees/Task Forces may request information from staff to assist them to complete the task assigned by the Board.

3. Committees/Task Forces may not speak or act for the Board except as previously authorized by the Board.

4. Committees/Task Forces may include Staff and others who are not Directors.

Procedure:

The Board has the following Standing Committees:

[Here you should list the committees for your agency.]
Membership in the Society
This policy complies with Standard D.2.6.

Policy

1. Membership in Society XXX is open to all concerned community members. 
2. To join the Society, a community member must pay the XXX annual [or lifetime] membership fee.

3. A community member must be a member of the Society in good standing for at least 3 months prior to an Annual General Meeting in order to vote at that meeting. 

Communication and Delegation of Authority

This policy complies with Standard D.2.7 and D.2.8

Policy:

1. The Board’s official link to the Society's operations is the Executive Director.
2. The Executive Director is responsible for :

a. the performance of the organization,

b. hiring and dismissal of all staff, 

c. the performance of all staff,

d. creating operational policies and procedures in order to implement Board policies,

e. operating within the financial and operational boundaries established by the Board, and

f. conforming with all monitoring procedures set by the Board.

3. The Executive Director will inform the Board of operations and performance of the organization through regular reports.  

4. The Executive Director shall be ex-officio member of all committees and task forces, meaning she has a voice but no vote. 
Legal and Regulatory Compliance
This policy complies with Standard D.3.4

Policy:

Society XXX maintains procedures that ensure compliance with legal and regulatory requirements in all appropriate areas.

Procedure

[Here you should list the methods you use to ensure you are aware of laws and regulations that apply to your agency, and who is responsible. For example, the Finance Manager may be responsible to ensure that all accounting practices are up to date and follow appropriate regulations.]
Financial and Accounting Procedures
This Policy complies with Standards D.4.1, D.4.2, D.4.3, D.4.4, D.4,5, and D.4,6.
Policy
1. Society XXX follows appropriate financial and accounting procedures to ensure stable, consistent funding for the organization and a transparent accounting system.
2. Society XXX conducts an annual financial audit, employing an independent chartered accountant. 

3. The Board of Directors respond to any management letter generated by the auditor with a plan to remediate concerns or documentation of reasons why the concerns will not be corrected.

Procedure

1. Society XXX establishes a business plan as part of its long-term planning cycle. The business plan is monitored by the Financial Manager and includes provision for achieving stable funding and financial support. 

2. [Here you should describe your process for identifying and reviewing revenues and expenses, financial trends, challenges and opportunities. Include a description of how your budget is developed and monitored. ]
3. [Here you should describe your internal control practices.]

Risk Management
This policy complies with Standard D.4.7.

Policy

The Executive Director, with the involvement of the Board of Directors, develops a plan to evaluate and analyse risks to the agency. 
Procedures

[Here you should list the areas that your Board reviews, typically annually, to ensure a comprehensive plan to evaluate and mitigate risk. Some areas your Board may review include:

· insurance and liability;
· health and safety,
· employment practices; 

· contracting practices; 
· volunteer roles;

· security of information,
· financial risk; 

· interagency collaborations.

Review of Insurance
This policy complies with Standard D.4.8

Policy

The Executive Director reports annually to the Board of Directors regarding insurance, including property coverage, liability coverage and other coverage as appropriate. 

Investments
This procedure complies with Standard D.4.9

[Formal policy is not required in this area, but the FRP must maintain a written procedure regarding investment of its resources and funds. This may take the form of a policy or it may be housed in an operations manual used by the person responsible for managing agency investments.] 
No Discrimination, No Preferential Treatment
This policy complies with Standards D.5.1 and D.5.2

Policy
1. Society XXX does not permit unlawful discrimination of any kind. Staff, volunteers, contractors and participants will be treated with integrity and will not be discriminated against on the basis of race, ethnicity, religious belief, marital status, gender, age, ability, sexual orientation, political affiliation, national origin, economic status, or any other grounds prohibited by the Canadian Charter of Rights and Freedoms.
2. Where a bona fide employment requirement exists, the Society reserves the right to hire on a preferential basis in the best interests of its program participants. 

3. The Society prohibits preferential treatment and nepotism with regard to hiring, supervision and promotion of paid staff.

Recruitment and Hiring

This policy complies with Standard D.5.3

Policy

The Society follows a standard process for hiring personnel.

Procedure:

1. The Society identifies a Hiring Committee to carry out the recruitment and selection process. 

2. The Hiring Committee notifies Society personnel of available positions before it advertises externally.

3. The Hiring Committee interviews applicants before hiring them, using a standard interview protocol. 
4. The Hiring Committee provides each applicant with a written job description. 
5. The Hiring Committee obtains and checks with three unrelated references prior to making an offer of employment. The interview with each reference is documented in writing. 

6. The Society maintains records for all stages of the recruitment and selection process.

Background Checks

This policy complies with Standard D.5.4

Policy

The Society requires a background check including a criminal record check for all staff and volunteers who have direct access to program participants. 
Job Descriptions

This policy complies with Standard D.5.5

Policy
Society XXX ensures a work environment that emphasizes the following:
1. Professionalism and individual autonomy within the scope and confines of the established operational procedures of the Society. Staff participation in decision making is valued. 

2. A Safe and Humane Work Environment. Staff and volunteers are treated with dignity and expected to comply with all acts and regulations, including provincial and applicable federal labour codes governing humane practices at work. All staff have written job descriptions. 
3. Staff Development. The Executive Director is responsible to the Board for staff management and attainment of performance objectives. Performance reviews shall take place annually. New employees shall undergo probationary performance review at the conclusion of six months of employment. The organization is responsible for providing professional and career development opportunity for all employees as its resources permit.
4. No Conflict of Interest. Outside activities of the staff shall not be inconsistent with the goals and objectives of the Society. 
5. Accessibility. Staff members with all abilities are reasonably accommodated. 

6. There is an avenue for staff to lodge complaints. 

Performance Reviews

This policy complies with Standard D.2.10 and D.5.11.

Policy

The Society conducts annual performance review of all staff including the Executive Director.

Volunteers
This policy complies with Standard D.5.14

Policy

Society XXX has a consistent plan for the recruitment, initial and on-going training, orientation, retention, and supervision of volunteers. 
Procedures

[Here you should describe how volunteers are utilized in your programs and include reference to the elements listed in the policy statement.]
Students

This policy complies with Standard D.5.15

Policy

Whenever the Society accepts a student intern into one of its programs, the Society ensures that there is a written agreement with the educational institution.

Security of Information

This policy complies with Standards D.6.1, D.6.2, D.6.3, and D.6.4.

Policy

Society XXX ensures that all information in its care is appropriately safeguarded to protect both the information and the privacy of the individual or the organization to whom it pertains. 

Procedure

[Here you should describe your methods for securing paper and electronic information. Include information about 

· where staff lock paper files and who has access to them
· how you ensure the security of any electronic system through password protection, anti-virus software, firewalls, etc

· how you back up your electronic information and how often and where the back-ups are stored

· how you strain staff on these procedures.]
Privacy Legislation
This policy complies with Standard D.6.5

Policy

The Society takes a protective role with regard to the release of information about its participants and employees, and operates in compliance with all federal and provincial privacy regulations including the Personal Information Protection and Electronic Documents Act (PIPEDA) and the Freedom of Information and Protection of Privacy Act (FOIPPA).
See the Confidentiality Policy for more detail.
Retention and Destruction of Records
This policy complies with Standard D.6.6

Policy:

Society XXX follows consistent procedures in the retention and destruction of records. 

Procedure

[Here you should describe how your documents are stored after they become inactive, and for how long, and your procedure for destroying them at the end of that time.]

� About 2/3 of the FRP-BC Standards do not call for a policy but require instead that the program adopt practices and, often, that these practices be recorded. For support on how to implement and record non-policy standards, see the FRP-BC website for the document titled Worksheet Non-Policy Standards. 











