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POLICIES AND PROCEDURES POLICY
PURPOSE
It is the purpose of this policy to prescribe the protocols for policy making for insert org name and the protocols for the development of associated procedures. 
SCOPE
This policy applies to all policies and procedures developed and amended at insert org name.
Policy Statement

Policy development will be informed by deliberation and consultation, and endorsed by the Committee of Management (CoM).  The CoM delegates to the Manager/Coordinator responsibility for creating and implementing procedures related to policies.  
Policies, which lay down broad principles, should be differentiated from procedures, which provide mechanisms appropriate to particular circumstances.
POLICY
All policies will be decided upon by the Committee of Management (CoM) and such ratification will be recorded in the minutes of the meeting at which the decision was made. A new policy or amendments to an existing policy may be presented to the CoM for approval in principle and will be tabled for ratification at the next meeting.
Policies may be proposed and/or developed by the CoM and/or the Manager/Coordinator or by persons authorised by the Manager/Coordinator to develop policies. 

Policies will be established on a range of issues as is necessary:

· to ensure the Centre/House complies with Federal, State and Local Government legislation relevant to its operations, including Childcare and training operations
· to meet the requirements of funding bodies 

· to comply with registration requirements as an occasional childcare provider
· to facilitate the efficient day to day operations of the Centre/House and

· for any other purpose that the Committee of Management or managerial staff may deem warrants a policy.
Where necessary, policies will be followed by a written procedure which will set out how the policy is to be administered and implemented. The development and implementation of the procedures which flow from a policy will be delegated to the Manager/Coordinator and do not require ratification by the CoM unless otherwise indicated by the CoM or Manager/Coordinator.
Should procedural changes challenge meaning or content of its related policy document, the policy will be reviewed and resubmitted to the CoM for approval.

It is the responsibility of the Manager/Coordinator to ensure policies and procedures are prepared as needed in accordance with this policy. The Manager/Coordinator is responsible for ensuring that all staff are informed about the Centre/House’s policies and procedures and any relevant changes to current policies and procedures.

PROCEDURES FOR THE DEVELOPMENT OF POLICIES AND PROCEDURES

Policies and procedures will be titled and numbered. Procedures will be filed behind the Policy which they implement.

Policies will have recorded on them:
· the date of development 

· the date ratified by the CoM
· the date to be reviewed
· and the Version Number. 

Procedures will likewise bear: 

· the date of development
· the date to be reviewed 

· and the Version Number
· the dates of any amendments to a procedural document are also to be recorded, which will generate a new version number.

Related documents are to be recorded/attached to policy document. Legislation relating to the policy is also to be recorded in the policy document.

Superseded policies and procedures will be archived electronically.
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