
 Sample  - Policy Development and Implementation 
      
I.
PURPOSE
The purpose of this policy is to emphasize the importance of the policy-making role of the organisation and provide the means for it to continue to be an ongoing effort.

II.
GENERAL STATEMENT OF POLICY
Formal guidelines are necessary to ensure that the organisation responds to its mission and operates in an effective, efficient and consistent manner.  A set of written policy statements shall be maintained and modified as needed.  Policies should define the desire and intent of the organisation and should be in a form which is sufficiently explicit to guide action.

III.
DEVELOPMENT OF POLICY

A.
 The Board of Management (Board) provides the general direction as to what the organization wishes to accomplish while delegating implementation of policy to the Executive Officer (EO).


B.
Consultation will take place with employees, volunteers and tenants in the formation and review process of policies.


C.
The written policies provide guidelines and goals to the board members, employees, volunteers and tenants.  The Board shall determine the effectiveness of the policies by evaluating periodic reports from the EO.


D.
Policies may also be proposed by a board member, employees, volunteers, or tenants.  Proposed policies or ideas shall be submitted to the EO for review prior to possible placement on the Board agenda.

IV.
IMPLEMENTATION OF POLICY

A.
It shall be the responsibility of the EO to implement policies, and to develop administrative guidelines and directives to provide greater specificity and consistency in the process of implementation.  These guidelines and directives, including employee, volunteer and tenant handbooks, shall be subject to annual review and approval by the board.


B.
Each Board member, employee and volunteer shall have a copy of the policy manual, and a copy shall be placed at the reception desk.  Manuals shall be available from the Executive Officer and made available for reference purposes to other interested persons. The Manual is also available on the shared computer drive.

C.
It shall be the responsibility of the EO and employees designated by the EO to keep the policy manuals current.


D.
The board shall review policies at least once every three years.  The EO shall be responsible for developing a system of periodic review, addressing approximately one third of the policies annually.


E.
When there is no policy in existence to provide guidance on a matter, the EO is to advise the board of the need for a policy and present a recommended policy to the board for approval.
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