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DEVELOPMENT AND REVIEW OF POLICIES AND PROCEDURES
— AD-IV-1

POLICY:

The development and review of the policies and procedures of each Department shall be the
responsibility of the Director.

All policies and procedures, upon initiation or following revision, shall be approved and
signed by the Executive Director prior to distribution.

All policies and procedures shall be developed following the format outlined in Appendix A.

All policies and procedures reviewed and not requiring revision shall be reissued with a new
effective date and signed by the Executive Director prior to distribution.

PURPOSE:

To provide a means by which policies and procedures can be developed and reviewed in a
manner that will be consistent throughout the organization.

PROCEDURE:

A. New Policy Development:

1. The Director of the department will evaluate the daily activities of that department and
identify those activities which require a policy/procedure i.e. general communication
to others, in order that the activity can be carried out in an acceptable manner

throughout the organization.
2. The Director shall research the activity identified in order to:

Define what the agency's expectation is, with regard to the particular activity.
Define a clear statement of purpose.

Develop a procedure for implementation of the policy.

Develop any appropriate appendices, as required

Circulate the new policy for comment, as appropriate.

Identify any other policy affected by this new policy.
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A. New Policy Development (continued):

3. All policies and procedures shall be developed following the format outlined in
Appendix A.

4. The policy and procedure will be submitted to the Executive Director for approval and
signature.

5. New policies will be distributed as per Policy AD-IV-2.

B. Policy Review:

Policy updates/changes shall be made as required by each department. Revisions to
policies and procedures for that department shall be made with regard to:

The agency’s expectation with regard to the particular activity
A clear statement of purpose

A procedure for implementation of revisions to the policy

Any appropriate appendices, as required

Circulate the revised policy for comment, as appropriate
Identify any other policy affected by this revision

"0 o0 oo

NOTE: Appendix B will outline those policies requiring a specific renewal period.

1. Review with NO Revisions:

When a policy and procedure has been reviewed and no changes are required, the
Director of the department shall forward a written notice to the Administrative Assistant:

see Appendix C, indicating such.

The Administrative Assistant shall re-issue the policy with a new Effective Date and
forward to the Executive Director for review and signature.

Upon approval, the policy and procedure shall be distributed and processed as per policy
AD-IV-2.
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B. Policy Review: (cont'd)

2. Review WITH Revisions:

When a policy and procedure requires revisions, the responsible Director shall ensure all
changes are made and initial the final draft as complete for the Administrative Assistant.

The Administrative Assistant shall reissue the revised policy with a new Effective Date
and forward to the Executive Director for review, approval and signature.

Upon approval, the policy and procedure shall be distributed and processed as per policy
AD-IV-2,

NOTE: Electronic copies of all policies and procedures are to be maintained by the
Administrative Assistant consistent with the original hard copy binder.

RECOMMENDED BY: Administration APPENDICES: 3
OPERATIONAL ACCOUNTABILITY: Administration, Finance, Human Resources,
Personal Support Services Administration, Personal Support Services, Community
Resource Team

DATE: November 1991

AUTHORIZED BY: Executive Director
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POLICY FORMAT - Appendix A of AD-IV-1

NOTE:
All policies and procedures shall begin with a “Policy” statement, which will be followed by a
“Purpose” statement and an outline of the accepted “Procedure”.

POLICY:

A statement indicating what the Agency’s minimum expectation is, with respect to the activity.
For example, “An up-to-date record shall be kept of each recipient’s daily activities, including
time, date and location.” or “All employees shall receive appropriate credit for all hours they
have worked.”

PURPOSE:

A statement indicating why this procedure/activity is required. For example, “To ensure
recipient activities are accounted for” or “To ensure employees receive appropriate pay for all
hours worked.

PROCEDURE:

A set of clear, concise and unambiguous instructions designed to guide the reader through the
particular process being discussed. The instructions should be a series of statements defining
the logical steps in the process. Always assume the reader is new to the organization and has
no understanding of how it operates. Do not leave out information that you think is obvious.

NUMBERING:

The letter prefix is that which is approved for your area/department. The first number(s)
(Roman numeral) is the Section (Category). The second number is the consecutive policy and
procedure number and will be assigned by the Receptionist/Secretary for new policies, unless
otherwise instructed by the Director of the area. Deleted policy numbers shall not be reissued
for a period of 15 years.

RECOMMENDED BY: Department APPENDICES:
OPERATIONAL ACCOUNTABILITY: Listing of Sections

ORIGINAL POLICY DATE:

AUTHORIZED BY: Executive Director SIGN
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POLICY: AD-IV-1
APPENDIX C

OPTIONS

— northwest

Personal Support Services

Policy & Procedure Manual

POLICY REVIEW ACKNOWLEDGEMENT

MEMO TO: Administrative Assistant

FROM:

DATE:

Please be advised that:
Policy and Procedure No:

Titled:

has been reviewed by:

on and

there are no changes to this policy.

Please re-issue for approval and signature of Executive Director.

Thank you,



