Mental Health Policies & Procedures: A Manager’s Toolkit

Policy Reviews & Updates

Source: Family Service Toronto, “Policy & Procedure Manual” (2009)
Policies are developed to create shared understanding amongst staff, management, volunteers and students of the organization’s position on particular topics (i.e., policies), to whom the policies apply (i.e., scope) and how to carry out the work in relation to these topics (i.e., procedures). Some policies will also include limitations which describe the limits of authority in relation to the policies.

Policies are created in response to a need which may be organization-related, issue-oriented, or in response to government or legislative requirements. Organization’s name is committed to keeping its policies up-to-date and ensuring compliance with legislation. The Board approves governance policies and core organizational policies. The Strategy Team approves all other Organization’s name organizational policies.

Policy development, reviews and update apply to Board, staff, management, students and volunteers who may propose changes to existing policies or the creation of new organization-wide policies. Specific managers/directors have responsibility for ensuring policies and procedures are reviewed regularly, revisions completed or new policies created when required (see assignment of responsibility table below).
Strategy Team policy review/revision responsibilities are as follows:

	Management Team Member
	Policy Topic

	Director, Finance
	Financial 

	Manager, Human Resources
	Human Resources

Volunteers

Occupational Health and Safety

	Director, Research, Evaluation and Planning
	Core

Governance

Students

Research

	Privacy Officer
	Privacy 

	Directors of Programs and Services
	Service

	Manager, Information Technology
	Information Technology

	Manager, Development
	Fundraising

Membership

	Manager, Marketing and Communications
	Marketing & communications


PROCEDURES
1. New policies or revisions to existing policies may be proposed by an individual, team or committee.

2. These new policies or revisions must be reviewed by the manager responsible, who will then seek input from relevant managers and staff.

3. Once relevant managers and staff have been consulted, the new or revised policy will be presented to the Strategy Team for approval.

4. Managers are responsible for ensuring the policies for programs reporting to him/her are consistent and current with the organization’s policies.

5. Managers will review the policies for which they are responsible every three years to ensure they continue to be current, unless a policy requires a review prior to the established cycle based on legislative or organizational requirements.

6. In developing or reviewing policies, questions to consider include:

· Is the policy consistent with Board policy?

· Are there trends or anticipated changes in the environment that could impact this policy?

· Does this policy meet current accreditation, legal or funding requirements?

· Does this policy reflect best practices or standards within the sector?

· Is this policy needed?

· Is the policy consistent with other policies?

· Can the policy be simplified or consolidated with another policy?

· Have any conflicts, issues or problems been experienced that should be considered with regard to possible change of the policy?

7. Policies will indicate the date of last review and the date of approval or revision.

8. The [title of staff] shall be responsible for overseeing the review, revision and creation of organization-wide policies and procedures including ensuring compliance with legislation and accreditation requirements.

9. The [title of staff] shall be responsible for maintaining Organization’s name policy manual and ensuring the most current version is stored in the public folders.

Is it time to update your Policies & Procedures?
Source: Teresa Ierullo, Just the Facts!
If you answer “yes” to any of these statements, it’s time to take a look at your Policies & Procedures manual!

	Answer yes/no to each of the following:
	Yes
	No

	I find myself telling staff “the manual says ‘this’ but we do it another way.”
	
	

	We haven’t reviewed the manual in more than one year.
	
	

	A change in legislation has happened that affects our organization/clients/staff, etc.
	
	

	A change in funding/programming has happened that affects our organization/clients/staff, etc.
	
	

	We haven’t communicated with staff/management about the Policies & Procedures (how they are working, if they have referred to them, etc.) in more than six months.
	
	

	Suggestions have been made by clients/staff/volunteers/students/etc. 
	
	

	I find staff is asking me the same kinds of questions over and over (benefits, sick time, dealing with clients, etc.)
	
	


Important points to consider when making changes to your Policies & Procedures Manual:
· Have it reviewed by an attorney.

· Review it at regular intervals to ensure policies are current and up-to-date.
· Have a plan in place to address updates to policies. How will the updates be communicated to staff and other stakeholders?
· Ensure the communication of all policies to everyone in the organization.

· Provide training to supervisors and company leaders on the importance of consistently following all policies.
· Keep a log of all updates and changes to all policies.
· Don’t lock yourself into consequences you don’t want to enforce. Doing so, will encourage non-compliance and get you into trouble.
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