
EDWIN FAIR COMMUNITY MENTAL HEALTH CENTER, INC.

WRITTEN POLICIES AND PROCEDURES

POLICY:
The Board of Directors is the designated authority for establishing policy for the Center. Written policies and procedures will be maintained for the program as a whole and for each core program component.  The policies and procedures shall be made available to all staff, volunteers, trainees and interns.

PROCEDURES:
Employees shall have available a hard copy of the Edwin Fair Center Policies and Procedures Manual   in each site.  They shall be asked to confirm in writing their receipt of the manual.  As new or revised policies and procedures are approved by the Board of Directors, each employee shall receive an emailed copy of the revised policies.  Each employee is responsible for accessing the policies and procedures on mediframe.

A copy of the Policies and Procedures for each core program component shall be kept at a central location at each site. The Program Coordinator is responsible for insuring that these policies/procedures are kept current and staff are informed of changes.

Annually, the Management Team shall ensure the EFC policies and procedures are reviewed and the Quality Improvement Committee shall recommend revisions on an as needed basis for improvement.  The Board of Directors shall review and approve the Edwin Fair Center Policies and Procedures Manual and policies and procedures for each program component, annually.  Their approval shall be documented on the face sheet of the policies and procedures.
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