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A. Introduction 

 

1. Purpose and Scope of the Manual 

 

The primary purpose of this Policy and Procedure Manual is to establish a comprehensive 

framework for us at [COMPANY NAME]to deliver high-quality care and support services to 

individuals with developmental disabilities and complex mental health challenges. This 

manual outlines our operational guidelines, standards of practice, and regulatory 

requirements. 

The policies and procedures hereby apply to all staff members, volunteers, and contractors 

working with us, and cover the following operational areas: 

● Direct care, therapeutic interventions, and support services 

● Human resources, finance, and legal compliance 

● Monitoring, evaluation, and continuous improvement 

● Identifying, assessing, and mitigating risks, and 

● Planning and response to emergencies 

Our policies and procedures adhere to regulatory standards set by the Commission on 

Accreditation of Rehabilitation Facilities (CARF). 

 

2. Commitment to Quality Care  

 

At [COMPANY NAME], we are dedicated to providing the highest quality care and support 

services to individuals with developmental disabilities and complex mental health 

challenges.  

We remain committed to delivering person-centred care by:  

● Adhering to ethical principles in all aspects of care 

● Prioritizing the safety and well-being of individuals 

● Treating all individuals with dignity and respect, regardless of their abilities or 

disabilities 

● Developing and implementing personalized support plans that address each 

individual's unique needs, preferences, and goals Copyrig
ht –
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● Empowering individuals to make informed choices about their care and support, and

fostering a sense of autonomy and independence

● Creating a safe and supportive environment where individuals feel comfortable

expressing their thoughts and feelings

● Actively listening to individuals, demonstrating empathy and understanding for their

experiences

● Ensuring staff are qualified, well-trained, and experienced in providing person-

centred care

● Working collaboratively with other professionals to develop and implement

comprehensive support plans

● Involving individuals and their families in decision-making processes to the best of

their abilities

● Regularly evaluating our services to identify areas for improvement, and adopting

evidence-based practices to ensure the effectiveness of our interventions, and

● Actively seeking feedback from individuals, families, and staff to inform our

continuous improvement efforts.

3. Commitment to CARF Regulatory Compliance

At [COMPANY NAME], we are committed to providing the highest quality care and support 

services to individuals with developmental disabilities and complex mental health challenges 

as mandated by the regulatory standards set by the Commission on Accreditation of 

Rehabilitation Facilities (CARF)..  

CARF accreditation signifies our dedication to: 

● Meeting or exceeding internationally recognized standards of care

● Regularly assessing and enhancing our services

● Providing support that is tailored to the unique needs and preferences of each

individual, and

● Ensuring transparency and compliance with all relevant regulations.

These policies and procedures have been developed to align with CARF standards. By 

adhering to the compliance procedures at [COMPANY NAME], we are demonstrating our 

commitment to providing exceptional care and support to the individuals we serve. 

All staff will receive up-to-date training on CARF standards and regulations relevant to their 

roles, and the standards and regulations will be reviewed routinely to ensure compliance. 

We are committed to maintaining accurate and timely documentation to demonstrate 

compliance, and implementing ongoing quality assurance activities to identify areas for 

improvement. Copyrig
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We will also actively prepare for CARF surveys by conducting regular self-assessments to 

identify strengths and weaknesses, ensuring all required documentation is up-to-date and 

accurate, providing specific training to staff on survey expectations and roles. 

4. Staff Adherence to Policies and Procedures

All our staff members are expected to: 

● Thoroughly review and familiarize themselves with all the applicable policies and

procedures

● Adhere to all policies and procedures in their daily work with other staff and clients

● Participate in required training sessions and training updates to stay informed on

policy and procedure changes

● If unsure about any policy or procedure, seek clarification from the appropriate

supervisor or department head, and

● Report any observed non-compliance with policies and procedures to the appropriate

supervisor or department head.

Non-compliance with policies and procedures may result in disciplinary action, up to and 

including termination of employment. 

This Policies and Procedures Manual will be periodically reviewed to ensure the policies and 

procedures remain current and effective. Staff will be notified of any changes, and provided 

with training as needed. 
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B. Leadership and Governance 

 

1. Philosophy, Mission, Vision 

 

PHILOSOPHY 

We have founded [COMPANY NAME]on the belief that every individual, regardless 

of their abilities or challenges, deserves a fulfilling life. As such, our philosophy is to 

remain committed to providing compassionate, person-centered care that empowers 

individuals to reach their full potential. 

MISSION 

Our mission is to enhance the quality of life for individuals with developmental 

disabilities and complex mental health challenges through innovative, evidence-

based services. 

VISION 

We have a vision of a world where individuals with developmental disabilities and 

complex mental health challenges are valued, respected, and fully integrated into 

their communities. 

 

2. Governance 

 

Our organization employs CEO, COO, and Directors who are responsible for overseeing our 

organizational strategic direction, financial health, and operational effectiveness.   

Individuals in these roles have diverse expertise in the field, including: 

● Finance, law, and business administration 

● Healthcare law and nonprofit law, and 

● Physical and mental medical healthcare. 

 

The CEO, COO, Directors, Program Managers, and Supervisors at [COMPANY NAME]are 

tasked with: 

● Developing and approving the organization's strategic plan 

● Ensuring the organization's financial stability and responsible use of resources Copyrig
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● Approving and reviewing organizational policies and procedures 

● Monitoring the effectiveness of programs and services 

● Overseeing the recruitment and retention of qualified staff 

● Ensuring compliance with all relevant regulations and accreditation standards, and 

● Securing funding to support the organization's mission. 

 

By maintaining the following strong governance practices at [COMPANY NAME], we can 

ensure that our mission and vision are upheld and that the best interests of the individuals 

we serve are always prioritized: 

● Holding regular meetings of the governing body to discuss organizational matters   

● Establishing policies and procedures to manage conflicts of interest 

● Maintaining transparency in financial matters and ensuring accountability for 

decisions made, and 

● Adhering to high ethical standards in all organizational activities. 

 

3. Community Involvement 

 

At [COMPANY NAME], we are committed to fostering strong relationships within the 

community and actively engaging with stakeholders to promote understanding, support, and 

advocacy for individuals with developmental disabilities and complex mental health 

challenges. 

We practice the following community involvement activities: 

● Collaborating with local organizations, schools, and businesses to create inclusive 

communities 

● Raising awareness about developmental disabilities and mental health challenges 

through public education campaigns 

● Engaging volunteers to support various organizational activities, such as fundraising, 

event planning, and direct care 

● Advocating for policies and legislation that support the rights and needs of individuals 

with disabilities 

● Participating in community events and festivals to connect with the community and 

raise awareness, and 

● Providing support and resources to families of individuals with disabilities. 

  Copyrig
ht –

 The W
rit

e D
ire

ctio
n In

c.

© 2025 The Write Direction Inc. All rights reserved.



 

 
10 

 

 
[COMPANY NAME] 

|     POLICIES AND PROCEDURES MANUAL 

 

 

C. Ethics and Accountability 

 

1. Ethical Conduct 

 

At [COMPANY NAME], we are committed to upholding the highest ethical standards in all 

aspects of its operations. All our staff, volunteers, and contractors are expected to adhere to 

the following ethical principles: 

● Treating all individuals with dignity, respect, and compassion 

● Protecting the privacy and confidentiality of individuals' personal information 

● Acting with honesty, integrity, and transparency 

● Maintaining a high level of professionalism in all interactions 

● Providing services without discrimination based on race, ethnicity, religion, gender, 

sexual orientation, age, or disability 

● Taking responsibility for their actions and decisions 

● Avoiding conflicts of interest and fully disclosing any potential conflicts, and 

● Adhering to all relevant laws, regulations, and professional standards. 

 

Any violation of these ethical principles will be investigated and may result in disciplinary 

action, up to and including termination of employment. 

Staff, volunteers, and contractors are always encouraged to report any ethical concerns to 

their supervisor or the organization's designated ethics officer. 

 

2. Conflict of Interest 

 

In the context of our organization, a conflict of interest may arise when a superior, staff 

member, or volunteer has a personal or financial interest that could influence their judgment 

or actions related to the organization's work. 

Examples of potential conflicts of interest include: 

● Owning stock in a company that does business with the organization 

● Having a family member who is a client or vendor of the organization 

● Having a personal relationship with a client or vendor, and/or Copyrig
ht –
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● Working for a competitor or a company that could benefit from information obtained 

through work at the organization. 

 

POLICY 

To ensure the integrity and impartiality of our organization, all staff members are 

expected to avoid conflicts of interest. We consider a conflict of interest when 

personal interests or obligations could interfere with professional duties or create a 

perception of bias. 

By proactively addressing potential conflicts of interest at [COMPANY NAME], we 

can ensure that all decisions are made in the best interest of the organization and the 

individuals we serve. 

 

PROCEDURES 

To mitigate potential conflicts of interest at [COMPANY NAME], we have implemented the 

following procedures: 

1. All superiors, staff members, and volunteers are required to disclose any potential 

conflicts of interest. 

2. Individuals with conflicts of interest will be barred from participating in decisions or 

activities that could be influenced by their personal interests. 

3. All potential conflicts of interest should be disclosed to the appropriate individuals, 

such as supervisors or ethics officers. 

 

This policy and procedures will be updated as necessary to reflect any changes in 

regulations, and maintain the highest standards of ethical conduct and ensure the integrity of 

our organization. 

 

This policy and procedures have been approved by: 

Name  _____________________________ 

Role   _____________________________ 

Signature _____________________________ 

Date  _____________________________ 
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3. Misconduct 

 

In the context of our organization, we consider any behaviour that violates the organization's 

policies, procedures or ethical standards to fall under the definition of 'misconduct'.  

This includes, but is not limited to: 

○ Stealing organization property or engaging in fraudulent activities 

○ Engaging in any form of harassment or discrimination based on race, 

ethnicity, religion, gender, sexual orientation, age, or disability 

○ Using or being under the influence of alcohol or drugs while on duty or on 

organization property 

○ Failing to perform assigned duties or responsibilities 

○ Refusing to follow lawful orders or instructions 

○ Engaging in violent or threatening behaviour 

○ Misusing organization resources, such as computers, phones, or vehicles. 

 

POLICY 

At [COMPANY NAME], we maintain a zero-tolerance policy for misconduct. In 

accordance with regulatory standards set by CARF, any behavior that violates 

organizational policies, ethical standards, or applicable laws will be subject to 

disciplinary action, up to and including termination of employment.  

 

PROCEDURES 

1. Misconduct will result in disciplinary action, including a first verbal warning, a second 

written warning, a suspension, and depending on the seriousness of the incident or 

its consequences, termination of employment.  

2. We believe that by addressing misconduct promptly and effectively at [COMPANY 

NAME], we can maintain a safe and respectful work environment for all staff and 

individuals we serve. 

3. All staff members are required to report any suspected misconduct to their supervisor 

or a designated reporting authority. They can rest assured that we will maintain 

confidentiality throughout the investigation process, to the extent permitted by law. 

 

This policy and procedures will be periodically reviewed and updated accordingly, to ensure 

they remain effective, aligned with best practices, and reflecting a high level of quality and 

compliance. 

 

This policy and procedures have been approved by: Copyrig
ht –

 The W
rit

e D
ire

ctio
n In

c.

© 2025 The Write Direction Inc. All rights reserved.



 

 
13 

 

 
[COMPANY NAME] 

|     POLICIES AND PROCEDURES MANUAL 

Name  _____________________________ 

Role   _____________________________ 

Signature _____________________________ 

Date  _____________________________ 

 

4. Abuse & Harassment 

 

POLICY 

At [COMPANY NAME], we have a zero-tolerance policy for abuse and harassment. 

In accordance with regulatory standards set by CARF, our staff, volunteers, and 

contractors are expected to treat all individuals with respect and dignity. 

 

DEFINITION 

We define 'abuse' and 'harassment' as any form of behaviour that is harmful, 

offensive, or threatening, which can be in the form of physical, emotional, 

psychological, or sexual abuse or harassment. 

Examples of abuse and harassment: 

○ Hitting, kicking, biting, or any other form of physical harm. 

○ Insulting, belittling, or threatening, and other forms of emotional abuse or 

harassment. 

○ Isolating, manipulating, or gaslighting as forms of psychological abuse or 

harassment 

○ Unwanted sexual advances, touching, or assault. 

Any form of repeated and unwelcome behaviour that contributes to a person or persons 

feeling that they are in a hostile or offensive environment. 

 

PROCEDURES 

1. If any staff members believe that they have witnessed or experienced abuse or 

harassment, regardless of severity, they will be asked to report it immediately to the 

supervisor or a designated reporting authority. 

2. A thorough and impartial investigation will be conducted promptly to determine the 

facts. 

3. All reports will be treated with confidentiality to the extent permitted by law, and the 

victim will be provided with support and assistance throughout the investigation 

process. Copyrig
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4. If the allegations are substantiated, appropriate disciplinary action will be taken, up to 

and including termination of employment. 

5. We will take steps to prevent retaliation against individuals who report abuse or 

harassment. 

6. Regular training will be provided to all staff on recognizing and preventing abuse and 

harassment. 

 

PREVENTION AND RESPONSE 

By taking the following proactive approach to preventing and responding to abuse and 

harassment at [COMPANY NAME], we remain committed to creating a safe and respectful 

environment for all individuals: 

● Providing regular training to staff on recognizing and responding to abuse and 

harassment 

● Implementing clear policies and procedures to address abuse and harassment, and 

● Offering support services to anyone who has experienced abuse or harassment. 

 

This policy and procedures will be periodically reviewed and updated accordingly, to ensure 

they remain effective, aligned with best practices, and reflecting a high level of quality and 

compliance. 

 

This policy and procedures have been approved by: 

Name  _____________________________ 

Role   _____________________________ 

Signature _____________________________ 

Date  _____________________________ 
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D. Financial Management 

 

1. Financial Management 

 

At [COMPANY NAME], we are committed to responsibly maintaining our financial system, 

and ensuring the effective allocation and utilization of resources by: 

● Developing and adhering to annual budgets that align with strategic goals 

● Producing accurate and timely financial reports, including income statements, 

balance sheets, and cash flow statements 

● Implementing strong internal controls to safeguard assets and prevent fraud 

● Adhering to generally accepted accounting principles (GAAP) and other relevant 

accounting standards 

● Undergoing regular financial audits to ensure compliance and accuracy 

● Actively seeking funding from various sources, including grants, donations, and fees 

for services, and 

● Striving to maximize the impact of resources through efficient and cost-effective 

operations. 

 

To affirm our commitment to financial transparency and accountability, we will provide 

regular financial reports to the governing body and other relevant stakeholders. 

We will always strive to achieve long-term financial sustainability through diversified revenue 

streams and sound financial planning. By prioritizing financial management at [COMPANY 

NAME], we can ensure our organization's continued ability to provide high-quality services to 

the individuals we serve. 

 

2. Financial Reporting 

 

POLICY 

At [COMPANY NAME], we are committed to following guidelines for the preparation, 

review, and dissemination of accurate and timely financial reports in order to provide 

a clear and comprehensive overview of the organization's financial performance and 

position. Copyrig
ht –
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In accordance with regulatory standards set by CARF, this policy applies to all staff 

involved in financial reporting, including accounting staff, finance managers, and 

executive leadership. 

 

ROLES AND RESPONSIBILITIES 

Finance Manager will be responsible for overseeing the accounting staff, reviewing 

financial reports, and ensuring compliance with accounting standards.  

Finance Manager will present financial reports to the CEO, COO, and the Directors 

as designated by the agreed schedule, providing up-to-date analysis and insights 

into the organization's financial performance. 

Executive leadership will be responsible for reviewing financial reports, approving 

financial plans, and making strategic decisions based on financial information. 

Accounting staff will be responsible for the day-to-day recording of financial 

transactions, preparing journal entries, and maintaining accurate records.  

 

PROCEDURES 

1. A well-organized and up-to-date chart of accounts will be maintained to accurately 

classify financial transactions. 

2. Financial transactions will be recorded promptly and accurately in the appropriate 

accounts. 

3. Bank reconciliations will be performed monthly to ensure accurate cash balances. 

4. Financial statements will be prepared monthly, including income statements, balance 

sheets, and cash flow statements. 

5. A regular schedule for producing financial reports will be established and followed by 

all accounting staff. 

6. Financial reports will be reviewed and approved by the appointed individuals before 

dissemination. 

7. Strong internal controls will be implemented to safeguard assets and ensure 

accuracy. 

8. Regular external audits will be conducted to verify the accuracy of financial records. 

9. Compliance will be ensured with all applicable accounting standards and regulatory 

requirements. 

10. Financial data will be protected from unauthorized access and data breaches. 

 

FINANCIAL REPORTING STANDARDS 

At [COMPANY NAME], we adhere to the following financial reporting standards: Copyrig
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● Generally Accepted Accounting Principles (GAAP) and other relevant accounting 

standards 

● Industry-specific standards, and 

● Regulatory provincial and federal requirements. 

 

By following the above policies and procedures at [COMPANY NAME], we can ensure the 

accuracy, reliability, and timeliness of our financial reporting. 

This policy and procedures will be periodically reviewed and updated accordingly, to ensure 

they remain effective, aligned with best practices, and reflecting a high level of quality and 

compliance. 

 

This policy and procedures have been approved by: 

Name  _____________________________ 

Role   _____________________________ 

Signature _____________________________ 

Date  _____________________________ 

 

3. Annual Budget 

 

POLICY 

At [COMPANY NAME], we are committed to following an established framework for 

the development, approval, and implementation of the organization's annual budget. 

The budget will provide a financial plan to support the organization's strategic goals 

and objectives. 

In accordance with regulatory standards set by CARF, this policy applies to all staff 

involved in the budget process, including department heads, finance staff, and 

executive leadership. 

 

BUDGET DEVELOPMENT PROCEDURES 

1. The budget process will align with our organization's strategic plan. 

2. Budget will reflect forecast revenue from various sources, such as grants, donations, 

fees for services, and other income. 

3. Detailed budgets will be developed for each department, including personnel costs, 

operating expenses, and capital expenditures. 

4. The budget will be reviewed and approved by the appropriate individuals, including 

the Executive Leadership and the Finance Department. Copyrig
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5. Once approved, the budget will be communicated to all staff members and 

implemented. 

6. Budget performance will be monitored periodically throughout the year, tracking 

actual expenses against budgeted amounts. 

7. If necessary, adjustments will be made to the budget to account for changes in 

revenue or expenses. 

8. A year-end review of the budget will be made to evaluate performance and identify 

lessons learned. 

 

By putting the following principles in practice at [COMPANY NAME], we can ensure that our 

financial resources are allocated effectively and efficiently to support our mission: 

● The budget is realistic, achievable, and fiscally responsible 

● Spending is prioritized based on strategic goals and organizational needs 

● The budget allows for flexibility in the budget to accommodate unforeseen 

circumstances 

● The budget is conveyed to all staff members and stakeholders, and 

● Appropriate staff members are held accountable for budget adherence. 

 

This policy and procedures will be periodically reviewed and updated accordingly, to ensure 

they remain effective, aligned with best practices, and reflecting a high level of quality and 

compliance. 

 

This policy and procedures have been approved by: 

Name  _____________________________ 

Role   _____________________________ 

Signature _____________________________ 

Date  _____________________________  
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E. Outcome Evaluation and Quality 

Assurance 
 

1. Outcome Evaluation and Quality Assurance 

 

POLICY 

At [COMPANY NAME], we are committed to providing high-quality services and 

continuously improving our performance by implementing a rigorous system of 

outcome evaluation and quality assurance.  

In accordance with regulatory standards set by CARF, this policy applies to all staff 

involved in the delivery of programs and services. 

 

OUTCOME EVALUATION PROCEDURES 

1. Key performance indicators will be determined to measure the success of our 

programs and services. 

2. Relevant data will be collected to measure progress towards KPIs, including (as 

applicable) client satisfaction surveys, progress notes, and statistical reports. 

3. The collected data will be analyzed to identify trends, strengths, and areas for 

improvement. 

4. Regular evaluation reports will be drafted to summarize the findings and 

recommendations. 

5. The findings of evaluations will be shared with the Executive Leadership, staff 

members, and stakeholders. 

 

By prioritizing the following outcome improvement initiatives at [COMPANY NAME], we 

remain committed to providing high-quality services that meet the needs of the individuals 

we serve: 

● Identifying and implementing projects to address specific areas for improvement. 

● Comparing the organization's performance to industry standards and best practices. 

● Conducting peer reviews of services to identify strengths and weaknesses. 

 

QUALITY ASSURANCE PROCEDURES Copyrig
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1. A comprehensive quality assurance plan will be developed and implemented, 

containing the outline of our commitment to quality. 

2. Regular reviews of policies, procedures, and practices will be conducted to identify 

areas for improvement. 

3. Ongoing training and development opportunities will be provided for staff to enhance 

their skills and knowledge. 

4. Client feedback will be actively incorporated to improve services. 

5. Established procedures for reporting and investigating incidents will be followed. 

6. A culture of continuous improvement will be implemented to encourage staff to 

identify and implement innovative solutions. 

 

This policy and procedures will be periodically reviewed and updated accordingly, to ensure 

they remain effective, aligned with best practices, and reflecting a high level of quality and 

compliance. 

 

This policy and procedures have been approved by: 

Name  _____________________________ 

Role   _____________________________ 

Signature _____________________________ 

Date  _____________________________ 

 

2. Continuous Quality Improvement 

 

POLICY 

At [COMPANY NAME], we are committed to achieving continuous quality 

improvement throughout the organization by identifying and addressing areas for 

improvement in order to enhance the quality of services and outcomes. 

In accordance with regulatory standards set by CARF, this policy applies to all our 

staff members within the organization. 

 

CQI PRINCIPLES 

● Prioritizing the needs and expectations of clients and other stakeholders 

● Providing strong leadership and support for CQI initiatives 

● Engaging all staff members in CQI activities 

● Identifying and improving processes to enhance efficiency and effectiveness Copyrig
ht –
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● Working as a system of interconnected processes 

● Striving for continual improvement in all aspects of the organization, and 

● Develop strong relations with third parties to improve performance. 

 

CQI METHODS AND TOOLS 

● Applying a Plan-Do-Check-Act (PDCA) cycle process for implementing change and 

improvement 

● Conducting a root-cause analysis to identify the underlying causes of problems 

● Mapping processes to visualize, analyze, identify areas for improvement 

● Collecting and analyzing data to monitor performance and identify trends 

● Benchmarking to compare the organization's performance to best practices, and 

● Applying quality circles to empower staff to identify and solve problems. 

 

CQI IMPLEMENTATION PROCEDURES 

1. Conducting regular reviews to identify areas for improvement. 

2. Creating detailed plans to address identified issues. 

3. Implementing the improvement plans and monitor progress. 

4. Evaluating the impact of improvement initiatives and celebrating successes. 

5. Implementing measures to sustain improvements and prevent regression. 

 

By embracing CQI at [COMPANY NAME], we remain committed to providing the highest 

quality of care and support to the individuals we serve. 

This policy and procedures will be periodically reviewed and updated accordingly, to ensure 

they remain effective, aligned with best practices, and reflecting a high level of quality and 

compliance. 

 

This policy and procedures have been approved by: 

Name  _____________________________ 

Role   _____________________________ 

Signature _____________________________ 

Date  _____________________________ 
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F. Administration and Management 
 

1. Human Resources 

 

RECRUITMENT AND SELECTION 

● Clear and accurate job descriptions will be developed by HR, outlining the duties, 

responsibilities, and qualifications required for each position. 

● A standardized recruitment process will be followed, including advertising job 

vacancies, screening applications, conducting interviews, and making hiring 

decisions. 

● Thorough background checks will be conducted by HR on all potential employees, 

including criminal background checks and reference checks. 

● A comprehensive onboarding program will be developed to welcome new employees 

and ensure a smooth transition into the organization. 

 

PERFORMANCE MANAGEMENT 

● We will clearly communicate performance expectations to all employees. 

● Regular performance reviews will be conducted to assess employee performance 

and identify areas for improvement. 

● Performance improvement plans will be developed and implemented for employees 

who are not meeting expectations. 

● We will duly recognize and reward employee contributions to the organization. 

 

COMPENSATION AND BENEFITS 

● A compensation philosophy will be developed that aligns with the organization's 

goals and industry standards. 

● We will establish a fair and equitable salary structure. 

● We will administer Employee Benefits Programs, including health insurance, 

retirement plans, and paid time off. 

● We will ensure compliance with all federal, provincial, and municipal labour laws and 

regulations. 

 

EMPLOYEE RELATIONS Copyrig
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● We encourage open and honest communication between employees and 

management. 

● We will follow procedures in place for resolving workplace conflicts. 

● We will provide access to Employee Benefits Programs to help employees with 

personal and professional challenges. 

● We will look into effective strategies to boost job satisfaction. 

 

TRAINING AND DEVELOPMENT 

● We will identify training needs through regular assessments and performance 

reviews. 

● A comprehensive training plan will be developed to address identified needs, and 

evaluate the effectiveness of training programs. 

 

By following these policies and procedures at [COMPANY NAME], we can effectively 

manage our human resources, attract and retain talented employees, and create a positive 

and productive work environment. 

This policy and procedures will be periodically reviewed and updated accordingly, to ensure 

they remain effective, aligned with best practices, and reflecting a high level of quality and 

compliance. 

 

This policy and procedures have been approved by: 

Name  _____________________________ 

Role   _____________________________ 

Signature _____________________________ 

Date  _____________________________ 

 

2. Orientation and Training Requirements 

 

POLICY 

To ensure that all staff members are adequately prepared to perform their job duties 

at [COMPANY NAME], a comprehensive orientation and training program will be 

developed and implemented. 

In accordance with regulatory standards set by CARF, this policy applies to all new 

and existing employees. All new staff will undergo a comprehensive orientation 

program to familiarize them with the organization's mission, policies, and procedures. 

Ongoing training and development opportunities will be provided to enhance staff Copyrig
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skills and knowledge. 

 

PROCEDURES 

1. All new hires will complete a mandatory orientation program that covers the following 

topics: 

○ Organization's mission, vision, and values 

○ Organizational structure and reporting relationships 

○ Employee handbook and policies and procedures 

○ Emergency procedures 

○ Health and safety regulations 

○ Confidentiality and PIPEDA compliance 

○ Performance expectations and evaluation process, and 

○ Benefits and compensation. 

2. Throughout the year, ongoing orientation will be provided to keep employees 

informed of any changes in policies, procedures, and regulations. 

3. All employees will receive training specific to their job roles and responsibilities. 

4. Employees will receive training on relevant regulations, such as Personal Information 

Protection and Electronic Documents Act (PIPEDA), Canadian Centre for 

Occupational Health and Safety (CCOHS), and province-specific regulations. 

5. Employees will also be required to complete mandatory training, such as sexual 

harassment prevention, cultural diversity, and fire safety. 

6. The organization will encourage and support employees in pursuing professional 

development opportunities. 

7. We will maintain accurate records of all training completed by employees, including 

training dates, topics, and certifications. 

8. We will evaluate the effectiveness of training programs through feedback from 

participants and assessment of knowledge and skills. 

 

By implementing a comprehensive orientation and training program at [COMPANY NAME], 

we can ensure that all staff members are well-prepared to perform their job duties and 

contribute to the organization's success. 

This policy and procedures will be periodically reviewed and updated accordingly, to ensure 

they remain effective, aligned with best practices, and reflecting a high level of quality and 

compliance. 

 

This policy and procedures have been approved by: 

Name  _____________________________ 

Role   _____________________________ 

Signature _____________________________ Copyrig
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Date  _____________________________ 

 

3. Supervision and Evaluation 

 

POLICY 

All staff will receive regular supervision and performance evaluations to ensure they 

are meeting expectations and to identify opportunities for professional development. 

Supervisors will provide effective guidance, support, and feedback to help staff 

succeed.  

In accordance with regulatory standards set by CARF, this policy applies to all our 

supervisors and employees at [COMPANY NAME]. 

 

PROCEDURES 

1. Supervisors will ensure that employees receive adequate orientation and training. 

2. Supervisors will monitor employee performance on a regular basis, and clearly 

communicate performance expectations to employees. 

3. Coaching and mentoring will be provided to help employees develop their skills and 

knowledge. 

4. Regular performance evaluations will be conducted to assess employee performance 

and identify areas for improvement. 

5. Disciplinary action will be implemented as necessary, in accordance with 

organizational policies and procedures. 

6. We will foster positive employee relations and address employee concerns promptly, 

and ensure a safe working environment and compliance with safety regulations. 

7. Performance evaluations will follow clear and measurable performance standards for 

each position. 

8. Employees will be encouraged to also participate in self-assessment, and take 

constructive feedback to set goals for future performance. 

9. We will support supervisors in their professional development through training and 

mentoring, and regularly evaluate the effectiveness of supervisory practices. 

 

By implementing effective supervision and evaluation practices at [COMPANY NAME], we 

can enhance employee performance, improve employee satisfaction, and achieve its 

organizational goals. 

This policy and procedures will be periodically reviewed and updated accordingly, to ensure 

they remain effective, aligned with best practices, and reflecting a high level of quality and Copyrig
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compliance. 

 

This policy and procedures have been approved by: 

Name  _____________________________ 

Role   _____________________________ 

Signature _____________________________ 

Date  _____________________________ 

 

4. Termination of Involvement 

 

POLICY 

At [COMPANY NAME], in some cases we might have to terminate an individual's 

involvement with the organization as a result of misconduct, poor performance, or 

violation of organizational policies. Resignation, termination of employment, or 

discharge from services will occur in accordance with organizational policies and 

procedures. 

In accordance with regulatory standards set by CARF, this policy applies to all 

employees, volunteers, and individuals receiving services from our organization. 

 

PROCEDURES 

1. The required notice period will vary depending on the employee's position and 

employment contract. 

2. The final paycheck and any accrued benefits will be processed in accordance with 

applicable laws and regulations. 

3. Individuals may also be discharged from services for reasons such as disruptive 

behaviour or failure to comply with organizational policies. 

4. In case of a discharge, the individual will be notified of the reason and decision to 

discharge, either in person or in writing. 

5. If appropriate, the organization will assist the individual with transition planning, such 

as referrals to other services. 

6. In case of a resignation, employees are expected to submit a written resignation to 

their supervisor, indicating their last day of work. 

7. The supervisor may conduct an exit interview to gather feedback on the employee's 

experience. 

8. The employee must return all organization property, including keys, identification 

badges, and equipment. Copyrig
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9. All terminations will be documented, including the reason for termination and any 

relevant details. 

10. We will ensure that the individual's personal belongings are returned to them. 

11. All information related to the termination process will be kept confidential. 

 

By following these procedures at [COMPANY NAME], we can ensure a fair and respectful 

termination process for all individuals involved. 

This policy and procedures will be periodically reviewed and updated accordingly, to ensure 

they remain effective, aligned with best practices, and reflecting a high level of quality and 

compliance. 

 

This policy and procedures have been approved by: 

Name  _____________________________ 

Role   _____________________________ 

Signature _____________________________ 

Date  _____________________________ 

 

 

5. Conflict Resolution 

 

POLICY 

At [COMPANY NAME], we are committed to resolving conflicts in a timely and 

respectful manner.  

We will follow an established framework for addressing and resolving conflicts that 

may arise within the organization, between staff members, or between staff and 

individuals receiving services. 

In accordance with regulatory standards set by CARF, this policy applies to all our 

staff members, volunteers, and individuals receiving services from the organization. 

Employees will be encouraged to address the issue directly with the other person 

involved. If the conflict cannot be resolved directly, we will provide mediation or other 

conflict resolution services to assist in finding a resolution. 

 

We apply conflict resolution by following these key principles: 

● Treat all individuals with respect, regardless of their position or role. 

● Listen attentively to all parties involved in the conflict. 

● Try to understand the perspectives of others. Copyrig
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● Practice open and honest communication. 

● Focus on finding solutions, rather than assigning blame. 

● Treat all parties fairly and equitably. 

● Maintain confidentiality throughout the conflict resolution process. 

 

PROCEDURES 

1. We will encourage individuals involved in the conflict to communicate directly with 

each other to resolve the issue. 

2. A neutral third party, such as a supervisor or manager, may facilitate a mediation 

session to help the parties involved reach a mutually agreeable solution. 

3. If informal resolution efforts are unsuccessful, a formal complaint will be filed. 

4. We will proceed to conduct a thorough investigation of the complaint, including 

interviewing witnesses and gathering evidence.  

5. We will consider using mediation or arbitration to resolve the conflict. 

6. If the conflict involves a violation of our policies or procedures, disciplinary action 

may be taken, as outlined in our disciplinary policies. 

7. We will provide training to staff on conflict resolution skills, including: 

○ Effective communication 

○ Active listening 

○ Problem-solving 

○ Negotiation 

○ Mediation 

 

By following this policy and procedure at [COMPANY NAME], we can effectively address 

and resolve conflicts, maintain a positive work environment, and promote harmonious 

relationships among staff and individuals receiving our services. 

This policy and procedures will be periodically reviewed and updated accordingly, to ensure 

they remain effective, aligned with best practices, and reflecting a high level of quality and 

compliance. 

 

This policy and procedures have been approved by: 

Name  _____________________________ 

Role   _____________________________ 

Signature _____________________________ 

Date  _____________________________ 
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G. Health and Safety 
 

1. Work Environment and Risk Management 

a. Work Environment 

 

POLICY 

At [COMPANY NAME], we are committed to providing a safe and healthy work 

environment for all employees by taking all necessary steps to minimize hazards, 

prevent accidents, and promote employee well-being. This includes providing regular 

safety training, conducting workplace inspections, and addressing safety concerns 

promptly. 

In accordance with regulatory standards set by CARF, this policy applies to all 

employees and volunteers of the organization. 

 

PROCEDURES 

1. Regular safety inspections will be conducted to identify and address hazards. 

2. We will ensure that there is clear signage and labeling of hazardous materials. 

3. We will provide adequate lighting and ventilation in all work areas. 

4. We will conduct regular maintenance of equipment and facilities. 

5. Personal protective equipment (PPE) will be provided for all staff as needed. 

6. We will undertake a routine assessment of workstations to identify potential risks. 

7. We will strive to provide ergonomic equipment, such as adjustable chairs and 

keyboards for all employees, where possible. 

8. Employees will be allowed to take the necessary breaks throughout the day. 

9. We will develop and implement emergency action plans, including fire drills and 

evacuation procedures. 

10. Regular training will be provided to employees on emergency procedures and the 

maintenance of emergency equipment, such as fire extinguishers and first aid kits. 

11. All accidents and incidents will be promptly investigated to identify root causes and 

prevent future occurrences. 

12. Appropriate corrective actions will be implemented to address identified hazards. Copyrig
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This policy and procedures will be periodically reviewed and updated accordingly, to ensure 

they remain effective, aligned with best practices, and reflecting a high level of quality and 

compliance. 

 

This policy and procedures have been approved by: 

Name  _____________________________ 

Role   _____________________________ 

Signature _____________________________ 

Date  _____________________________ 

 

b. Risk Management Policy and Procedures 

 

POLICY 

At [COMPANY NAME], we are committed to identifying, assessing, and mitigating 

risks to protect the safety and well-being of individuals receiving services, staff, and 

the organization itself.  

We will implement a comprehensive risk management program to identify potential 

risks, develop strategies to minimize those risks, and regularly review and update our 

risk management plan.  

In accordance with regulatory standards set by CARF, this policy applies to all 

aspects of the organization's operations. 

 

PROCEDURES 

1. We will conduct a regular identification of potential risks, including operational, 

financial, and reputational risks. 

2. We will assess the likelihood and potential impact of identified risks, and prioritize 

risks based on severity. 

3. We will implement control measures to reduce or eliminate risks, and regularly 

review and update risk mitigation strategies. 

4. We will continuously monitor risks and control measures, and review risk 

assessments to identify emerging risks. 

5. Our incident response will be prompt, and effectively communicated to stakeholders. 

 

By following these policies and procedures at [COMPANY NAME], we can significantly 

reduce the likelihood of accidents, injuries, and other adverse events in the work 

environment. Copyrig
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This policy and procedures will be periodically reviewed and updated accordingly, to ensure 

they remain effective, aligned with best practices, and reflecting a high level of quality and 

compliance. 

 

This policy and procedures have been approved by: 

Name  _____________________________ 

Role   _____________________________ 

Signature _____________________________ 

Date  _____________________________ 

 

2. Emergency Response 

POLICY  

At [COMPANY NAME], we will follow established emergency response procedures to 

ensure the safety of individuals and staff during emergencies, including evacuation 

plans, emergency contact information, and protocols for responding to various 

emergencies, such as fires and medical emergencies. Regular emergency drills will 

be conducted to ensure staff are prepared to respond effectively. 

In accordance with regulatory standards set by CARF, this policy applies to all 

employees, volunteers, and individuals receiving services from the organization. 

An emergency response team will be established, consisting of key personnel 

responsible for coordinating emergency response efforts. Staff members will receive 

regular training in emergency response procedures, including first aid, CPR, and fire 

safety. 

 

EMERGENCY RESPONSE PROCEDURES 

1. We will conduct regular evacuation drills to familiarize staff and clients with 

procedures. 

2. We will clearly mark emergency exits and assembly points, and designate individuals 

responsible for coordinating evacuation efforts. 

3. We will conduct regular fire safety inspections to ensure proper maintenance of fire 

extinguishers and fire alarms. 

4. We will conduct fire drills regularly, and train staff in fire safety procedures. 

5. We will follow procedures for handling hazardous material spills, including training 

staff in the proper use of personal protective equipment and cleanup procedures, and 

having emergency response kits readily available. 

6. Our emergency response procedures are also applicable when responding to natural 

disasters, such as hurricanes and floods. Copyrig
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7. We will maintain emergency supplies, including food, water, and medications on 

premises. 

8. We will follow effective communication protocols for contacting staff and clients 

during emergencies. 

 

INCIDENT REPORTING AND INVESTIGATION PROCEDURES 

1. All incidents, including accidents, injuries, and near-misses, will be reported 

promptly. 

2. A thorough investigation will be conducted to determine the root cause of the 

incident. 

3. Corrective actions will be implemented to prevent future occurrences. 

 

POST-INCIDENT RESPONSE PROCEDURES 

1. We will provide support to affected individuals. 

2. We will review emergency response procedures and identify areas for improvement. 

3. We will conduct a debriefing to learn from the incident and improve future response 

efforts. 

 

By implementing these policies and procedures at [COMPANY NAME], we can effectively 

respond to emergencies and protect the safety of all individuals. 

This policy and procedures will be periodically reviewed and updated accordingly, to ensure 

they remain effective, aligned with best practices, and reflecting a high level of quality and 

compliance. 

 

This policy and procedures have been approved by: 

Name  _____________________________ 

Role   _____________________________ 

Signature _____________________________ 

Date  _____________________________ 

 

3. Electronic Technologies 

 

POLICY 

At [COMPANY NAME], we are committed to the security, privacy, and ethical use of 

electronic technologies. All staff members are expected to use technology 

responsibly and in compliance with organizational policies and applicable laws. This Copyrig
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includes protecting sensitive information, avoiding unauthorized access, and using 

technology to enhance service delivery. 

In accordance with regulatory standards set by CARF, this policy applies to all staff, 

volunteers, and individuals receiving services from the organization. 

 

PROCEDURES 

1. Electronic devices should be used for work-related purposes only. 

2. Personal use of devices during work hours will be limited, and not made to interfere 

with job responsibilities. 

3. All staff will take steps to ensure that sensitive information is protected by using 

strong passwords and encryption. 

4. All staff will take steps to avoid sharing sensitive information over unsecured 

networks. 

5. Any suspected security breaches will be reported immediately. 

6. Email and the internet will only be used responsibly and ethically, using professional 

language and tone in all electronic communications. 

7. All staff will take care to represent the organization professionally in online 

interactions, and be mindful of copyright and intellectual property laws. 

8. Any organization-issued devices will only be used in accordance with established 

guidelines. 

9. Personal devices will not be used for work purposes without explicit permission. 

 

IMPLEMENTATION MEASURES 

1. We will train staff on how to create strong, unique passwords for all accounts, and 

change passwords periodically. 

2. Date backup will be performed regularly to prevent loss. 

3. Secure backup methods will be used at all times, such as cloud storage or external 

hard drives. 

4. We will provide regular security awareness training to all staff, addressing topics 

such as phishing, malware, and social engineering. 

5. We will follow procedures in place for responding to security incidents, and report 

security incidents promptly to the appropriate authorities. 

 

By adhering to this policy and procedures at [COMPANY NAME], we can ensure the secure 

and ethical use of electronic technologies. Copyrig
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This policy and procedures will be periodically reviewed and updated accordingly, to ensure 

they remain effective, aligned with best practices, and reflecting a high level of quality and 

compliance. 

 

This policy and procedures have been approved by: 

Name  _____________________________ 

Role   _____________________________ 

Signature _____________________________ 

Date  _____________________________ 

 

4. Pets and Service Animals 

 

POLICY 

To ensure the safety and well-being of all individuals, pets and service animals are 

not permitted on the premises of [COMPANY NAME]at this time. However, 

individuals in care may participate in volunteer activities involving animals under 

appropriate supervision and with necessary precautions. 

 

COMPLIANCE 

At [COMPANY NAME], we comply with the Accessible Canada Act (ACA) and other relevant 

laws regarding, and will work to make different accommodations to persons with disabilities 

to rely on service animals. 

By following these guidelines at [COMPANY NAME], we can ensure a safe and welcoming 

environment for all individuals, including those who rely on service animals. 

This policy and procedures will be periodically reviewed and updated accordingly, to ensure 

they remain effective, aligned with best practices, and reflecting a high level of quality and 

compliance. 

 

This policy and procedures have been approved by: 

Name  _____________________________ 

Role   _____________________________ 

Signature _____________________________ 

Date  _____________________________ 
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5. Controlled Substances 

POLICY 

At [COMPANY NAME], we strictly adhere to the federal, provincial, and local laws 

and regulations governing controlled substances. All staff members involved in the 

handling, administration, or disposal of controlled substances must be properly 

trained and certified.  

Controlled substances will be stored securely, administered accurately, and 

documented appropriately. Any diversion or misuse of controlled substances will be 

reported to the appropriate authorities. 

In accordance with regulatory standards set by CARF, this policy applies to all staff 

members who handle, administer, or prescribe controlled substances. 

A controlled substance is a drug or other substance, or immediate precursor, 

classified by the Controlled Drugs and Substances Act ( S.C. 1996, c. 19). 

 

PROCEDURES 

1. Controlled substances will be stored in a secure, locked location, inaccessible to 

unauthorized personnel. 

2. Access to the storage area will be limited to authorized individuals. 

3. Regular inventories of controlled substances will be conducted. 

4. Controlled substances will be prescribed and dispensed in accordance with 

applicable laws and regulations, written in ink or typed and signed by a licensed 

practitioner. 

5. Controlled substances will be administered by authorized personnel only. 

6. Accurate records will be maintained for each administration, including the date, time, 

dose, and individual receiving the medication. 

7. Accurate records will be maintained of inventory, prescription, administration, and 

disposal will be maintained. 

8. Controlled substances will be disposed of in accordance with the Drug Enforcement 

Agency (DEA) and RCMP regulations, with a witness present during the disposal 

process. 

9. All staff who handle controlled substances will receive training on:  

○ Safe handling and storage of controlled substances,  

○ Federal and provincial regulations governing controlled substances, 

○ Recognition of drug diversion and abuse, and  

○ Emergency procedures in case of accidental overdose or spill. 
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By following these policies and procedures at [COMPANY NAME], we can ensure the safe 

and responsible handling of controlled substances. 

This policy and procedures will be periodically reviewed and updated accordingly, to ensure 

they remain effective, aligned with best practices, and reflecting a high level of quality and 

compliance. 

 

This policy and procedures have been approved by: 

Name  _____________________________ 

Role   _____________________________ 

Signature _____________________________ 

Date  _____________________________ 

 

6. Transportation 

 

POLICY 

At [COMPANY NAME], we are committed to providing safe and efficient 

transportation of individuals receiving services, as well as guidelines for the use of 

organizational vehicles. 

In accordance with regulatory standards set by CARF, this policy applies to all staff 

members tasked with the transportation of individuals. 

 

PROCEDURES 

1. Drivers will possess a valid driver's license and meet all applicable federal and 

provincial regulations. 

2. Drivers will undergo regular background checks and drug testing, and complete 

defensive driving training. 

3. All vehicles used for transportation will be properly maintained and inspected 

regularly, including oil changes, tire rotations, etc. 

4. All vehicles will be equipped with necessary safety features, such as seat belts and 

airbags. 

5. Vehicles will be cleaned and sanitized before and after each use. 

6. All passengers must be properly secured in seat belts or appropriate restraints. 

7. Drivers will avoid distractions, such as cell phone use, while driving. 

8. Drivers must be aware of traffic laws and regulations. 

9. Any accidents, incidents, or near-misses involving transportation will be reported 

immediately. 
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10. Incident reports must be completed and filed according to organizational procedures. 

11. Only authorized drivers may operate organizational vehicles. A list of authorized 

drivers will be maintained. 

12. All organizational vehicles will be adequately insured. 

 

By following these policies and procedures at [COMPANY NAME], we can ensure the safety 

and well-being of individuals during transportation. 

This policy and procedures will be periodically reviewed and updated accordingly, to ensure 

they remain effective, aligned with best practices, and reflecting a high level of quality and 

compliance. 

 

This policy and procedures have been approved by: 

Name  _____________________________ 

Role   _____________________________ 

Signature _____________________________ 

Date  _____________________________ 

 

7. Infectious Disease Control 

 

POLICY 

At [COMPANY NAME], we are committed to preventing the spread of infectious 

diseases within the organization and protecting the health and safety of staff, 

volunteers, and individuals receiving services. 

In accordance with regulatory standards set by CARF, this policy applies to all staff, 

volunteers, and individuals receiving services from the organization. 

 

INFECTION PREVENTION AND CONTROL PROCEDURES 

1. We will instruct all staff members, volunteers, clients, and visitors to perform hand 

hygiene frequently, especially before and after providing care. 

2. We will provide antibacterial soap and water, in addition to alcohol-based hand 

sanitizer. 

3. Appropriate PPE, such as gloves, masks, gowns, and eye protection, will be worn 

when necessary, and disposed of in an appropriate manner to avoid contamination. 

4. Persons coughing and sneezing will be advised to cover the mouth and nose with a 

tissue, how to dispose of tissues properly, and to perform hand hygiene after 

coughing or sneezing. 
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5. Frequently touched surfaces will be cleaned and sanitized regularly using 

appropriate cleaning and disinfection products. 

6. We will follow an immunization policy to ensure compliance, and advise all staff 

members, volunteers, clients, and visitors to stay up-to-date on recommended 

vaccinations. 

7. Isolation and quarantine procedures will be implemented for individuals with 

infectious diseases, following guidelines from public health authorities. 

 

OUTBREAK RESPONSE PROCEDURES 

1. We will monitor for signs and symptoms of infectious diseases among staff and 

individuals receiving services. 

2. All suspected outbreaks will be reported promptly to local health authorities. 

3. Immediate containment measures will be activated to prevent the spread of the 

disease and coordinate with local health authorities to develop a response plan. 

4. We will provide accurate and timely information to staff, clients, and families about 

the outbreak. 

 

By following these policies and procedures at [COMPANY NAME], we can help to prevent 

the spread of infectious diseases and protect the health and safety of all individuals. 

This policy and procedures will be periodically reviewed and updated accordingly, to ensure 

they remain effective, aligned with best practices, and reflecting a high level of quality and 

compliance. 

 

This policy and procedures have been approved by: 

Name  _____________________________ 

Role   _____________________________ 

Signature _____________________________ 

Date  _____________________________ 

 

8. Incidents 

 

POLICY 

At [COMPANY NAME], we are committed to promptly reporting, investigating, and 

addressing incidents that may occur within the organization. 

In accordance with regulatory standards set by CARF, this policy applies to all staff, 

volunteers, and individuals receiving services from the organization. 
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PROCEDURES FOR INCIDENT REPORTING 

1. All incidents, accidents, injuries, near-misses, and security breaches, will be reported 

immediately to a supervisor or designated staff member. 

2. A standardized incident report form will be completed, providing detailed information 

about the incident, including date, time, location, and individuals involved. 

3. All relevant documentation, such as witness statements and photographs, will be 

attached to the incident report. 

 

PROCEDURES FOR INCIDENT INVESTIGATION 

1. A prompt and thorough investigation will be conducted to determine the root cause of 

the incident. 

2. All individuals involved in the incident will be interviewed, as well as any witnesses. 

3. All relevant documentation will be thoroughly reviewed, including incident reports, 

medical records, and maintenance logs. 

4. We will follow corrective actions to prevent future incidents. 

5. Incident reports might be shared internally with appropriate staff members, including 

supervisors, managers, and the safety committee. 

6. In certain cases, incidents may need to be reported to external agencies, such as law 

enforcement or regulatory authorities. 

7. Incident reports will be maintained in a secure location. 

8. Confidential information related to incidents will be protected, in compliance with our 

privacy and confidentiality policies. 

 

By following the above policies and procedures at [COMPANY NAME], we can effectively 

manage incidents, identify and address potential hazards, and promote a safe environment 

for all. 

This policy and procedures will be periodically reviewed and updated accordingly, to ensure 

they remain effective, aligned with best practices, and reflecting a high level of quality and 

compliance. 

 

This policy and procedures have been approved by: 

Name  _____________________________ 

Role   _____________________________ 

Signature _____________________________ 

Date  _____________________________ 
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9. Self Harm 

 

POLICY 

At [COMPANY NAME], we are committed to effectively identifying, responding to, 

and managing incidents of self-harm among individuals receiving services.  

Self-harm refers to any intentional act of injury to oneself, regardless of the intent to 

die. This includes actions such as cutting, burning, overdosing, or other self-injurious 

behaviours.  

We strive to provide full support and access to resources to individuals with ideations 

of self-harm, and to prevent future incidents. 

In accordance with regulatory standards set by CARF, this policy applies to all staff 

members, volunteers, and individuals receiving services from the organization. 

 

IDENTIFICATION AND RESPONSE PROCEDURES 

1. All staff members will receive training on recognizing the signs and symptoms of self-

harm. 

2. We will work on creating a safe and supportive environment where individuals feel 

comfortable discussing their feelings and concerns. 

3. If an individual is observed engaging in self-harm or expresses suicidal thoughts, 

immediate action will be taken. 

4. We will consult with mental health professionals or crisis services to assess the 

individual's risk and develop a safety plan. 

5. We will document the incident, including details about the individual's behaviour, any 

injuries, and the actions taken. 

 

SUPPORT AND INTERVENTION PROCEDURES 

1. We will provide immediate support and stabilization to individuals experiencing a 

crisis. 

2. We will follow a safety plan with the individual to identify coping strategies and 

reduce the risk of future self-harm. 

3. We will offer therapy or counseling to address underlying emotional issues and 

develop healthy coping mechanisms. 

4. If appropriate, we will work with medical professionals to manage any underlying 

mental health conditions. 

5. We will connect individuals with support groups or peer support programs. 

 

CONFIDENTIALITY AND REPORTING PROCEDURES 

© 2025 The Write Direction Inc. All rights reserved.



 

 
41 

 

 
[COMPANY NAME] 

|     POLICIES AND PROCEDURES MANUAL 

Note to Readers: 
 

Thank you for exploring this sample of our work. To keep our online showcase concise, we 
have provided only a selection from this piece. 

 
Should you be interested in viewing the complete work or explore more of our portfolio, 
please don't hesitate to reach out. We're more than happy to provide additional samples 

upon request. 
 

Thank you, 
The Write Direction Team 
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