(ORGANIZATION NAME) Policy 

Employment Policies and Guidelines
Subsections: 

Dissemination, Amendment, Roles of Board and Management

	Area:
	Approved By:
	Most Recent Approval Date:

	· Corporate Governance Policy
	Board of Directors
	

	· Corporate Function Guideline
	CEO
	

	· Financial Function Guideline
	CFO
	

	· Clinical Function Guideline
	CMO
	


	First Approval Date: 
	
	Next Review Due: 

	Dates Reviewed:
	
	Dates Revised: NA

	Dates Handbook Updated:
	
	Dates Revisions Announced to Staff:



	Purpose:
	To delineate consistent guidelines for the creation, dissemination, and amendment of (ORGANIZATION NAME) policies.

	Mandated by:
	HRSA, TX DSHS, TX HHSC

	Applies to:
	(ORGANIZATION NAME) corporate governance

	Definitions:
	· “Corporate governance policies” are defined as policies which control the overall operations of (ORGANIZATION NAME) as a corporation.

· “Corporate function guidelines” are defined as guidelines which dictate day-to-day functions, activities, or behaviors within the organization.

· “Financial function policies” are defined as guidelines which dictate day-to-day financial functions, activities, or behaviors within the organization.

· “Clinical function policies” are defined as guidelines which dictate day-to-day clinical functions, activities, or behaviors within the organization.

· “(ORGANIZATION NAME) staff” is defined as all employees and contractors of (ORGANIZATION NAME) as well as staffing agency employees placed at (ORGANIZATION NAME).  A “(ORGANIZATION NAME) staff member” is any individual included in the previous definition.

	For more information:
	DSHS –  Contractor’s Financial Procedures Manual (7/1/06)

HHSC – Texas Administrative Code, title 1, part 15, chapter 379, subchapter c.  http://info.sos.state.tx.us/pls/pub/readtac$ext.ViewTAC?tac_view=5&ti=1&pt=15&ch=379&sch=C 


Text of Policy:

(ORGANIZATION NAME) maintains employee policies and guidelines in order to clarify the rules, regulations, and appropriate behaviors surrounding employment with the organization.  All (ORGANIZATION NAME) staff are required to be familiar with the policies and guidelines and to abide by them.  Failure to do so may lead to disciplinary actions up to and including termination.  As it is each staff member’s responsibility to familiarize her/himself with the policies and guidelines, ignorance of a policy or guideline is not an excuse for failing to abide by the policy or guideline.

Dissemination of Employee Policies & Guidelines
(ORGANIZATION NAME) policies and guidelines will be posted in an online format on a secure section of the (ORGANIZATION NAME) website.  New staff members will be given a password to access the policies and guidelines and they will be required to read each one within two working days of their start with (ORGANIZATION NAME).  The online system will record which policies have been accessed by the employee.  Accessing a policy infers that the staff ember has read and agrees with the policy.  Staff members who do not review the policies and guidelines within two working days of their start with (ORGANIZATION NAME) may face disciplinary procedures.
When policies are added or modified, existing (ORGANIZATION NAME) staff will be notified through two mechanisms:

1. Announcement of the new or modified policy at a regularly scheduled (ORGANIZATION NAME) staff meeting (and recording of such an announcement in the staff meeting minutes)

2. Announcement of the new or modified policy via an email sent to all (ORGANIZATION NAME) staff

In order to document which staff were notified a copy of the staff meeting minutes (including names of all staff present) and a copy of the email (including names of all staff to whom it was sent) will be attached to the official copy of the policy stored in the (ORGANIZATION NAME) CEO’s office.
Modified policies will be posted to the secure section of the web site and staff members will be required to review them within two working days.  Staff members who do not review the new or revised policy / guideline within two working days may face disciplinary procedures.
Subsection:  Amendment or Addition of Employee Policies & Guidelines
Employee policies are reviewed on a regular basis.  The most recent policies / guidelines supersede and rescind all previous personnel policy and guideline statements, and become the official policy statements of (ORGANIZATION NAME).  Employee policies and guidelines are reviewed every two years (24 months from the date of last review or amendment).  Policies and guidelines are reviewed by the board of directors or member of management who approved the previous version of the policy.  

Amendments or additions to corporate governance policies may be recommended at any regular meeting of the Board, the Executive Committee, or its designated committee.

After study by the Board, the Executive Committee or its designated committee, and after the CEO has had the opportunity to review and comment, the amendment or addition may be passed by a simple majority of the Board at any regular meeting, provided that all members of the Board were mailed a copy of the proposed amendment at least five working days prior to the meeting.
Amendments or additions to corporate function guidelines are made at the discretion of the CEO in consultation with the staff Senior Management team, the Board, employees and/or contractors, as necessary.
Amendments or additions to financial function guidelines are made at the discretion of the CFO, in consultation with the CEO, the Board, employees and/or contractors, as necessary.

Amendments or additions to clinical function guidelines (generally related to the Health Network) are made at the discretion of the CMO, in consultation with the CEO, the Board, employees and/or contractors, as necessary.
Subsection: Roles of Board and Management

The Board of Directors establishes policy for the overall operation of (ORGANIZATION NAME).  Likewise, the Board has the authority to employ the CEO.  The Board specifically delegates to the CEO the authority and responsibility for the administration of (ORGANIZATION NAME), allowing broad latitude for independent judgment and decision-making.  While the power to hire and fire staff is delegated to the CEO, the Board retains the authority to review employee grievances.
The Board is the source of authority concerned with setting corporate policy and direction.  All staff are under the policy authority of the Board.  It is understood that this authority rests with the Board as a group in formal session and that no single member of the board holds this authority alone.

The Chief Executive Officer (CEO) is responsible for administrating (ORGANIZATION NAME)’s corporate policies and procedures.  The CEO is ultimately responsible for staffing and employment decisions, although many activities in this area are delegated to other members of the Senior Management team.  The CEO is the official representative of (ORGANIZATION NAME) in interactions with other agencies, organizations, or government entities.

The Chief Financial Officer (CFO) is responsible for administrating (ORGANIZATION NAME)’s financial policies and procedures.  The CFO is responsible for coordinating areas such as budgeting, bill paying, payroll, employee benefits, and (ORGANIZATION NAME)’s independent audit, although many activities in these areas are delegated to other staff.
The Chief Medical Officer (CMO) is responsible for administrating (ORGANIZATION NAME)’s clinical policies and procedures.  The CMO monitors the activities of the Health Network as well as any other projects that involve a clinical aspect.  The CMO also approves any clinical statements made in written or verbal format in (ORGANIZATION NAME) publications or presentations (or by any employee or contractor representing (ORGANIZATION NAME)).
Directors supervise and coordinate various aspects of the organization such as education, development, or programmatic activities.  Directors supervise other staff members and work closely with the CEO, CFO, CMO, and Board to ensure quality in their area of the organization.

The CEO, CFO, CMO, and Directors make up the Senior Management team.

