Policies & Procedures

 ABC Head Start  

	Policy / Procedure
	102
	Title of Procedure (Recording Family Partnership Agreement in CPDE)
	Tab Section
	Admin

	Hardware
	List any applicable systems (laptop, server, desktop, etc.)
	Effective Date:
	5/1/04

	Software
	List applicable software/module (ChildPlusDE Family Services Screen)
	Updated:
	2/12/05

	Staff:
	List effected/responsible staff (Family Services Manager, Family Advocates)
	Revision
	3

	Purpose
	State the purpose of the procedure – its important to explain the intent of the procedure – this helpful to new staff and for understanding why it was created – especially those that have been in practice for several years.

	PS/Regs
	Enter all applicable standards and regulations

	Forms
	Cite each Form (name of form, revision#, and date of form)


Features to include in your template:

· Include Photographs 
· Use screenshots

· Include examples and/or list allowable responses
· Use Step-by-step instructions

Features/ideas for your P&P Manual:

· Introduction & Table of Contents

· Daily/Weekly To Do lists

· Web/Intranet Based?
· Trouble Shooting Guide

· Individualize for positions
· Have staff “Mark as Read” or “sign-off/receipt”

· Training List for each staff position

· Utilize Policy & Procedures Software to Manage the process

· Integration with Organization’s Policy & Procedures
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