Mental Health Policies & Procedures: A Manager’s Toolkit

10 Steps to Developing Mental Health Policies & Procedures

Adapted from: 
· “The Eight Steps to Developing a Health Promotion Policy” (pgs 147-48), http://www.thcu.ca/resource_db/pubs/164711338.pdf 

· “Inclusive Community Organizations: A Tool Kit” (pgs 23-40), http://www.ohcc-ccso.ca/en/inclusive-community-organizations-a-tool-kit 
Once you have decided there is an important need to develop and implement Mental Health Policies & Procedures, it’s time to take action. Assuming you have already gathered some information about the subject (using this Toolkit and from other means), you can begin the process using these 10 steps.
	1. Create a Mental Health Policy & Procedures Task Team
	Notes

	· Select staff, volunteers, Board members, etc. with a variety of knowledge and skill; don’t select staff in management positions only

· Include clients, especially those with mental health concerns (be inclusive)

· Consider inviting a partner/expert from the mental health field (as a member or in an advisory capacity)

· Ensure task team members are committed to success
· Communicate with all staff regarding the development of the Task Team and when the team is selected

	· 

	2. Describe the Problem
	Notes

	· Brainstorm problems associated with a lack of mental health policies and procedures in your organization

· Ask frontline staff, management, clients, etc. for their points of view

· Review client feedback forms (if applicable)

· Describe the possible perception of others (funders, community, clients, etc.) of a lack of policies/procedures
· Invite all staff to participate in the discussion

	· 

	3. Assess the Organization’s Readiness
	Notes

	· Is your organization ready for mental health policies/procedures?

· Who will be supportive? 

· Who will oppose this action? Why? What barriers do you foresee to successful implementation? 

· Are management and Board members fully committed? 


	· 

	4. Develop a Vision, Objectives & Success Measures
	Notes

	· Be sure your vision, objectives and measures for mental health policies/procedures are in alignment with your overall organizational mandate

· Create specific objectives which can be measured; include targets and timelines

· See the samples in this Toolkit


	· 

	5. Identify Decision Makers & Influencers
	Notes

	· Who in your organization is most respected and can lead the way? Consider selecting these key staff, volunteers, etc. to implement policies/procedures (use peer influence/trust)

· Brainstorm key stakeholders, community groups, influential individuals, etc. who may be able to develop/implement and/or influence staff


	· 


	6. Build Support 
	Notes

	· Communicate with staff, volunteers, Board members, etc. from the very beginning stages of policy development

	· 

	7. Write/Revise Policies & Procedures 
	Notes

	· Use the policies and procedures in this Toolkit

· Revise to fit your mandate, community, etc.
· Invite all staff to participate in the process

	

	8. Implement Policies & Procedures 
	Notes

	· Determine if all or only parts of the Policies and Procedures will be implemented at one time. Will you pilot the changes in one department or organization-wide? Will it be implemented in all locations?
· Determine if staff/volunteers/students/etc. affected by the Policies & Procedures require skill training

· Choose a methodology for implementation. Will staff each be given a copy? Expected to read on their own via the organization’s website or Intranet? Will an orientation process coincide with the distribution of the Policies & Procedures?

· Create an implementation plan with actions and timelines to fit your chosen methodology

	

	9. Evaluate & Monitor Policies & Procedures 
	Notes

	· Schedule assessments of the Policies & Procedures at regular intervals for the first year
· Develop a process for ongoing feedback and concerns and a system of open, honest communication

	

	10. Update Policies & Procedures 
	Notes

	· Create a schedule (yearly) to review and update the Policies & Procedures 
· Create a process to update/change the Policies & Procedures in the event of changes to legislation, funding, etc.

	


Measuring Outcomes: Indicators of Success
Source: Teresa Ierullo, Just the Facts!
Any type of organizational change must be measured in order to ensure success and determine if the reasons for making the changes in the first place were warranted. Below are a few examples of outcomes and indicators of success you might consider using as part of your overall change management plan.
	Outcome
	
(
Sample) Indicators of Success
(Add numerical targets where applicable)
	Timeline

	Organization has an up-to-date Mental Health Policies & Procedures manual.


	· A Mental Health Policies & Procedures manual has been developed
	· By April 1, 2011

	Organization is in compliance with legislation.
	· Policies and procedures are in line with current legislation
· All staff, volunteers, students have been oriented to the policies and procedures

· Policies and procedures are updated and communicated to staff in conjunction with any changes to legislation, funding, etc.

	· By April 1, 2011
· By May 30, 2011 

· Annually, or as needed

	Organization is managing and decreasing risk to its operation.
	· Policies and procedures to assist clients with mental health/addiction concerns have been developed and implemented

· Policies and procedures are monitored to ensure compliance
· Policies and procedures are reviewed and updated regularly
	

	Organization is prepared for emergencies.
	· First Aid kits are accessible and well stocked

· Emergency numbers are posted by every phone
· Current emergency contact information for every staff and volunteer is on file
· Drills and mock scenarios have been used to train staff, volunteers, students

· Minimum one staff person per floor/site has First Aid and CPR training


	

	Organization is participating in the protection of vulnerable people
	· Human rights of persons with mental health & addictions concerns are protected via staff compliance with policies and procedures

· Staff/managers are collaborating with mental health/addiction agencies

	

	Staff is knowledgeable of crisis intervention techniques.
	· Frontline staff and managers have been trained in Crisis Prevention and Conflict Resolution
· Staff procedures are in place for handling a crisis situation 

	


	Staff is knowledgeable of the organization’s Mental Health Policies & Procedures.
	· Staff has been trained/oriented 

· Staff is implementing the procedures in accordance with the organization’s policies

· Policies and Procedures are stored in an accessible location for easy reference including incident/accident report forms

	

	Staff feel more confident to discuss mental health and addiction issues with clients.
	· Increased skills and knowledge via training and orientation

· Increased number of referrals to mental health & addiction services
· Decreased number of concerns and questions regarding “what to do” and where to refer

	

	Increase in participation of clients with mental health and addiction concerns.
	· Increased number of clients with mental health and addiction concerns are involved in the planning, delivery and evaluation of the organization’s services/programs

	

	Clients are more aware of mental health and addiction concerns.
	· Posters/flyers in multiple languages have been developed and distributed (internally/externally)

· Increase in referrals to mental health & addiction concerns

· Increase in willingness to discuss mental health & addiction concerns with frontline staff 
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