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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-_]cbmp'r'ehensive
framework for us at [COMPANY NAMEI]to deliver high-quality care and gtipport services to
individuals with developmental disabilities and complex mental health challenges. This
manual outlines our operational guidelines, standards of pract[ce and regulatory
requirements.

The policies and procedures hereby apply to all staff membefsl,;.-_v_dl.uhteers, and contractors
working with us, and cover the following operational areas: %

e Direct care, therapeutic interventions, and support ser\nces
e Human resources, finance, and legal compllance

e Monitoring, evaluation, and Contlnuous |mprovement

e Identifying, assessing, and mitigating l'lSkS éhd

e Planning and response to emerge.h't:iég_“-

Our policies and procedures adhere to_:."@j’ulatory standards set by the Commission on
Accreditation of Rehabilitation Facilities(€ARF).

2. Commitment to Quality Care

At [COMPANY NAMé]' I"'We are dedicated to providing the highest quality care and support
services to mdlwduals wnth developmental disabilities and complex mental health
challenges. |

We remain qu'mittje_:d to delivering person-centred care by:
s Adhe:rj_rig"to ethical principles in all aspects of care
e Bridiitizing the safety and well-being of individuals

. 'Trea't"i'ng 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
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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 fortheir
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 effectiveneg§ ofiourinterventions, 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 t0 providing the highest quality care and support
services to individuals with developmentabdisabilities and complex mental health challenges
as mandated by the regulatory standards set by the Commission on Accreditation of
Rehabilitation Facilities (CARF).:

CARF accreditation signifies @uridedication to:

Meeting or exceeding internationally recognized standards of care
Regularly assessing and enhancing our services

Providing supportthat 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 4o 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.

=)
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4. Staff Adherence to Policies and Procedures

All our staff members are expected to:

e Thoroughly review and familiarize themselves with all the applicable pelicies and
procedures

e Adhere to all policies and procedures in their daily work with otheg staff and clients

e Participate in required training sessions and training updatesio stay informed on
policy and procedure changes

e |f unsure about any policy or procedure, seek clarifigation, from the appropriate
supervisor or department head, and

e Report any observed non-compliance with policies and procedures to the appropriate
supervisor or department head.

Non-compliance with policies and procedures‘mayiresult 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 effectivesStaff 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 suchgeurphilosophy is to
remain committed to providing compassionate, person-ceniered.care that empowers
individuals to reach their full potential.

MISSION

VISION

2. Governance

Our organization employs CE@®, COO, and Directors who are responsible for overseeing our
organizational strategic dire€tion, financial health, and operational effectiveness.

Individuals in these rolesthave diverse expertise in the field, including:
e Finance, lawpand business administration
e Healihcare law and nonprofit law, and

e Physical'and mental medical healthcare.

The GEO, COO, Directors, Program Managers, and Supervisors at [COMPANY NAME]are
tasked with:

8 | POLICIES AND PROCEDURES MANUAL

© 2025 The Write Direction Inc. All rights reserved.



[COMPANY NAME]

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:

3. Community Involvement

At [COMPANY NAME], we are committedito fostering strong relationships within the
community and actively engaging with stakeholders to promote understanding, support, and
advocacy for individuals with developmeéntal disabilities and complex mental health
challenges.

We practice the following communityinvolvement activities:

9 | POLICIES AND PROCEDURES MANUAL

© 2025 The Write Direction Inc. All rights reserved.



[COMPANY NAME]

C. Ethics and Accountability

1. Ethical Conduct

At [COMPANY NAME], we are committed to upholding the highest ethical $tandards in all
aspects of its operations. All our staff, volunteers, and contractors are expected to adhere to
the following ethical principles:

e Treating all individuals with dignity, respect, and compassion

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

Taking responsibility for their actions and degisions

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 principleswill be investigated and may result in disciplinary
action, up to and including tepmination 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 ofyour organization, a conflict of interest may arise when a superior, staff
member, @rvelunteer 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:
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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 greate a
perception of bias.

PROCEDURES

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

This policy and procedures will be updatéd 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:

POLICY

At [COMPANY NAME], we maintain a‘zero=telerance 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

This golicy 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:
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Name

Role

Signature

Date

4. Abuse & Harassment

POLICY

At [COMPANY NAME], we have a zero-tolerance policy for abuge afid harassment.
In accordance with regulatory standards set by CARF, our staffgpvolunteers, and
contractors are expected to treat all individuals with respecianddignity.

DEFINITION

We define 'abuse’ and 'harassment' as any form of behaviour that is harmful,
offensive, or threatening, which can be in the fofm/of physical, emotional,
psychological, or sexual abuse or harassment.

Examples of abuse and harassment:
o Hitting, kicking, biting, or anysether form of physical harm.

o Insulting, belittling, or threatehing, and other forms of emotional abuse or
harassment.

o lIsolating, manipulating, 0frgaslighting as forms of psychological abuse or
harassment

o Unwanted sexual advances, touching, or assault.

Any form of repeated and unweélcome behaviour that contributes to a person or persons
feeling that they are in a hastile or offensive environment.

PROCEDURES
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PREVENTION AND RESPONSE

By taking the following proactive approach to preventing and responding te@buse and
harassment at [COMPANY NAME], we remain committed to creating a safe and respectful
environment for all individuals:

e Providing regular training to staff on recognizing and responding to abuse and
harassment

e Implementing clear policies and procedures to addrgssiabuse and harassment, and

e Offering support services to anyone who has experienééd abuse or harassment.

This policy and procedures will be periodically reviewed and updated accordingly, to ensure
they remain effective, aligned with best practices, ana.reflecting a high level of quality and
compliance.

This polieyhand procedures have been approved by:
Name

Rele

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:

e Developing and adhering to annual budgets that align with strategi¢ goals

e Producing accurate and timely financial reports, including ncome statements,
balance sheets, and cash flow statements

e Implementing strong internal controls to safeguard‘assets and prevent fraud

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

e Undergoing regular financial audits to ensufe,compliance and accuracy

e Actively seeking funding from various seurees, including grants, donations, and fees
for services, and

e Striving to maximize the impact of resources through efficient and cost-effective
operations.

To affirm our commitment to fin@nctahiransparency and accountability, we will provide
regular financial reports to thé governing body and other relevant stakeholders.

2. Finaneial/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.

15 | POLICIES AND PROCEDURES MANUAL

© 2025 The Write Direction Inc. All rights reserved.



[COMPANY NAME]

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 [
Finance Manager I

Executive leadership I
Accounting staff I

PROCEDURES

"y

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

e Industry-specific standards, and

e 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, i6 ensure
they remain effective, aligned with best practices, and reflecting a high levebofguality and
compliance.

This policy and procedures have eghfapproved by:

Name

Role

Signature

Date

3. Annual Budget

POLICY

At [COMPANY NAME], we are cammitted to following an established framework for
the development, approvalyandimplementation 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 DEVEEOPMENT PROCEDURES

17 | POLICIES AND PROCEDURES MANUAL

© 2025 The Write Direction Inc. All rights reserved.



[COMPANY NAME]

By putting the following principles in practice at [COMPANY NAME], we can‘eénsure that our
financial resources are allocated effectively and efficiently to support our migsion:

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 acéémmeodate unforeseen
circumstances

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

Appropriate staff members are held accountableifor budget adherence.

This policy and procedures will be periodically,reviewed and updated accordingly, to ensure
they remain effective, aligned with best practiees, and reflecting a high level of quality and

compliance.
This policy and procedures have been approved by:
Name S =
Role o R _
Signature
Date R - B
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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 asigorous system of
outcome evaluation and quality assurance.

In accordance with regulatory standards set by CARFythis policy applies to all staff
involved in the delivery of programs and servicess

OUTCOME EVALUATION PROCEDURES

By prioritizing thefellowing outcome improvement initiatives at [COMPANY NAME], we
remain committee,io providing high-quality services that meet the needs of the individuals
we serve:

e |dentifying and implementing projects to address specific areas for improvement.
o “Comparing the organization's performance to industry standards and best practices.

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

QUALITY ASSURANCE PROCEDURES
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This policy and procedures will be periodically reviewed and updated‘aecordingly, to ensure
they remain effective, aligned with best practices, and reflectingsa high level of quality and
compliance.

This policy and procg@lires have been approved by:

Name

Role

Signatute

Date

2. Continuous Qualityslmprovement

POLICY

At [COMPANY NAME], we are committed to achieving continuous quality
improvement thfoughout the organization by identifying and addressing areas for
improvementgin order to enhance the quality of services and outcomes.

In accordancewith regulatory standards set by CARF, this policy applies to all our
staff members, within the organization.

CQl PRINCIPRES
o mPrioritizing the needs and expectations of clients and other stakeholders
e WProviding strong leadership and support for CQl initiatives
® Engaging all staff members in CQlI activities

e |dentifying and improving processes to enhance efficiency and effectiveness
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e Working as a system of interconnected processes
e Striving for continual improvement in all aspects of the organization, and

e Develop strong relations with third parties to improve performance.

CQI METHODS AND TOOLS

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

e Conducting a root-cause analysis to identify the underlying causes offproblems
e Mapping processes to visualize, analyze, identify areas for improvement

e Collecting and analyzing data to monitor performance and ideatify*tfends

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

e Applying quality circles to empower staff to identify and,solwe problems.

caQl IMPLEMENTATION PROCEDURES

By embracing CQI at [COMPANY NAME], we remain committed to providing the highest
quality of care and support to‘thetindividuals we serve.

This policy and procedures wilkbe 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 interviewsy ang making hiring
decisions.

Thorough background checks will be conducted by HRn all potential employees,
including criminal background checks and refergncechecks.

A comprehensive onboarding program willbe'developed to welcome new employees
and ensure a smooth transition into the organization.

PERFORMANCE MANAGEMENT

COMPENSATION, AND.BENEFITS

A compensation philosophy will be developed that aligns with the organization's
goals andiindustry standards.

Wedwill establish a fair and equitable salary structure.

We will administer Employee Benefits Programs, including health insurance,
fetirement plans, and paid time off.

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

EMPLOYEE RELATIONS
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o We encourage open and honest communication between employees and
management.

e We will follow procedures in place for resolving workplace conflicts. 00

e We will provide access to Employee Benefits Programs to help employees with Q
personal and professional challenges. \

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

TRAINING AND DEVELOPMENT

%

e We will identify training needs through regular assessments and per
reviews. Q
e A comprehensive training plan will be developed to address @ led needs, and
evaluate the effectiveness of training programs. *
0\

By following these policies and procedures at [COMPANY/NAM
manage our human resources, attract and retain talented e
and productive work environment.

, we can effectively
ployees, and create a positive

This policy and procedures will be periodically revie ;d updated accordingly, to ensure
they remain effective, aligned with best practices, ecting a high level of quality and
compliance.

This nd procedures have been approved by:

2. Orientati d Training Requirements

POLICY *

To ﬁ that all staff members are adequately prepared to perform their job duties
a PANY NAME], a comprehensive orientation and training program will be
oped and implemented.

accordance with regulatory standards set by CARF, this policy applies to all new
d existing employees. All new staff will undergo a comprehensive orientation

o program to familiarize them with the organization's mission, policies, and procedures.
0 Ongoing training and development opportunities will be provided to enhance staff
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skills and knowledge.
PROCEDURES

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

By implementing a comptehensive orientation and training program at [COMPANY NAME],
we can ensure thatall"staff members are well-prepared to perform their job duties and
contribute to the @rganization's success.

This policy and precedures will be periodically reviewed and updated accordingly, to ensure
they remain effeetive, aligned with best practices, and reflecting a high level of quality and
compliante.

This policy and procedures have been approved by:
Name
Role

Signature
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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‘helpstaff
succeed.

In accordance with regulatory standards set by CARF, this policy,applies to all our
supervisors and employees at [COMPANY NAME].

PROCEDURES

By implementing effective supervision and evaluation practices at [COMPANY NAME], we
can gAhance’ 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
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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 hayeite, terminate an individual's
involvement with the organization as a result of miséenduct, poor performance, or
violation of organizational policies.

In accordance with regulatory standards sét byyCARF, this policy applies to all
employees, volunteers, and individualS ¥eceiving services from our organization.

PROCEDURES
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By following these procedures at [COMPANY NAME], we can ensure a fair and respeetful
termination process for all individuals involved.

This policy and procedures will be periodically reviewed and updated accorgdingly, {6 ensure
they remain effective, aligned with best practices, and reflecting a high levelofiguality and
compliance.

This policy and procedures have eghfapproved by:

Name

Role

Signature

Date

5. Conflict Resolution

POLICY

At [COMPANY NAME], we arexcommitted 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 receivingservices.

In accordance With regulatory standards set by CARF, this policy applies to all our
staff members;¥olunteers, and individuals receiving services from the organization.

Employeesiwill be encouraged to address the issue directly with the other person
involved:lithe 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:
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PROCEDURES

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

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 afid 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 in€ludes 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
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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 ideptifying, 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 rigk fianagement program to identify potential
risks, develop strategies to minimizeygthose 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 opefations.

PROCEDURES

By fallowing these policies and procedures at [COMPANY NAME], we can significantly
reduce the likelihood of accidents, injuries, and other adverse events in the work
gnvironment.
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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 prot@calsifor responding to various
emergencies, such as fires and medical emeérgencies. Regular emergency drills will
be conducted to ensure staff are prepared toyrespond effectively.

In accordance with regulatory standards, setiby CARF, this policy applies to all
employees, volunteers, and individuals«eeeiving services from the organization.

An emergency response team will be established, consisting of key personnel
responsible for coordinating emefgency response efforts. Staff members will receive
regular training in emergency. response procedures, including first aid, CPR, and fire
safety.

EMERGENCY RESPONSE PROCEDURES

31 | POLICIES AND PROCEDURES MANUAL

© 2025 The Write Direction Inc. All rights reserved.



[COMPANY NAME]

INCIDENT REPORTING AND INVESTIGATION PROCEDURES

POST-INCIDENT RESPONSE PROCEDURES

\‘

By implementing these policies and proceddres at [COMPANY NAME], we can effectively
respond to emergencies and protect the safety, of all individuals.

This policy and procedures will be periodigally reviewed and updated accordingly, to ensure
they remain effective, aligned with bestgractices, 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
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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

IMPLEMENTATION MEASURES

T

Ll L

-

o

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

Date backup wilk be performed regularly to prevent loss.

Secure bagktpimethods will be used at all times, such as cloud storage or external
hard drives.

We will provide regular security awareness training to all staff, addressing topics
suchras‘phishing, malware, and social engineering.

Wewill 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.
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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 volunte@f.activities involving animals under
appropriate supervision and with necessaryfprecautions.

COMPLIANCE

At [COMPANY NAME], we comply with the Aceessible Canada Act (ACA) and other relevant
laws regarding, and will work to make different accommodations to persons with disabilities
to rely on service animals.

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

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

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

PROCEDURES FOR INCIDENT INVESTIGATION

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

SUPPORT AND INTERVENTION PROCEDURES

CONFIDENTIALITY AND REPORTING PROCEDURES
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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

41 | POLICIES AND PROCEDURES MANUAL

© 2025 The Write Direction Inc. All rights reserved.



