MR 10

Agencies are required to develop and maintain an up-to-date administration or procedures manual, which would list the policies and procedures to guide their program and administrative activities, 

Application

All funded agencies

Rationale

Without written policies and procedures to guide them, staff and Board would be required to make ad hoc decisions about every issue, every time that it came to their attention. Adherence to carefully articulated policies and procedures can ensure consistency, guard against bias or favoritism, enhance efficiency, and contribute significantly to the smooth operation of the organization. 

Discussion

The MOHLTC sets out the following minimum content requirements for agency policy and procedure manuals:

· Admission and discharge policy

· Waiting list policy

· Code of ethics

· Policy on client and family involvement

· Client complaint procedure

· Client information

· Record keeping and disclosure policies

· Child abuse reporting protocol

· Procedure for police reporting (when required)

· Statistics gathering

· Serious incident reporting form

· Disaster plans

· Monitoring and evaluation policies and procedures

· Communications plan.

Most agencies develop policies and procedures on a far greater list of subjects than that specified by the Ministry. Many create two or more manuals – the first, for staff, deals with administrative and program requirements. The second – the governance manual – guides the work of the Board. Agencies that operate a variety of diverse programs may choose to develop separate manuals, containing detailed program-specific policies, for each of them. 

All manuals should be reviewed regularly and revised as necessary to reflect changes in agency operations, legislation and best practices. The date of approval, date reviewed and/or revised, and the signature of the Board Chair (for the governance manual) and the senior executive (for the staff manual) should be clearly noted on each policy/procedure.

To ensure that the agency’s policies and procedures guide its day-to-day operations, staff must be familiar with them. Most organizations include a general review of the manual as part of the orientation process, and ensure that copies are readily available for consultation whenever necessary.

Resources

The following resources are included:

· Sample Face Sheet: Policy and Procedures Manual

Sample Policies

The following sample policies are available on the Accountability Supports section of the Federation website at www.ofcmhap.on.ca:

· Alpha Court Community Mental Health Services:

· Policies and Procedures Manual Index

· Management of Policies and Procedures 

· CMHA Ontario:

· CMHA, Ontario Board Manual: Table of Contents

· CMHA, Ontario Board Manual: Face Sheet

· CMHA Toronto:
· Draft Policies and Procedures: Table of Contents  

· Muskoka Parry Sound Community Mental Health Services:

· Agencies Policies and Procedures: Table of Contents

· Program Policies and Procedures

· Waterloo Regional Homes for Mental Health:

· Administration Manual: Table of Contents 

Related Mandatory Requirements

See:

· MR 49: Administrative Policies and Procedures

Sample Face Sheet – P & P Manual
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	#
	NAME
	DATE APPROVED
	DATE REVISED
	STATUS
	APPROVAL
	NEXT SCHEDULED REVIEW
	RELATED P&P

	1
	Aaaaaaaaaaaaaaa
	Jan. 3/02
	Jan. 3/04

Jan. 3/05
	Current
	Executive Director
	Jan./06
	Bbbbbbbbbbbbb

	2
	Bbbbbbbbbbbbbb
	June 3/03
	June 3/04

June 3/05
	Current
	Executive

Director
	June/06
	Aaaaaaaaaaaaa

	3
	Ccccccccccccccc
	June 3/03
	June 3/04
	Current
	Executive

Director
	June/06
	

	4
	Dddddddddddddd
	Sept. 1/02
	Sept 1/03

Sept 1/04


	Under Review
	HR Committee
	Sept 1/06
	

	5
	Eeeeeeeeeeeeee
	
	
	
	
	
	

	6
	Ffffffffffffffffffffffffffff
	
	
	
	
	
	

	7
	Gggggggggggggg
	
	
	
	
	
	

	8
	Hhhhhhhhhhhhhh
	
	
	
	
	
	

	9
	Iiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiii
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