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This template provides the major sections that you should include in your policy along with an explanation of what to include in each section. 

	Policy:                    
	Title of the policy

	Effective Date:
	Date the policy came into effect

	Date Last Reviewed:
	Most recent review date

	Scheduled Review Date:
	Next scheduled review date

	Supersedes:
	All previous Policies and/or Statements

	Approved by:
	Indicate who approved the policy and the date of approval (e.g., the board, the human resources committee, the executive director)


PURPOSE: TC "Probation Period" \f C \l "3" 
This section sets out what the policy intends to accomplish or the goal of the policy. For example, a health and safety policy may have a purpose of ensuring a safe and healthy workplace for all workers in compliance with the relevant health and safety legislation.

SCOPE:

The scope outlines to whom the policy applies. It may apply to all staff and workers, or differentiate based on level, location, employment status, or department. If the policy also applies to volunteers, contract workers and consultants doing work on behalf of the company be sure to identify this. The scope should also identify any exceptions to the policy. 

POLICY STATEMENT:

The statement is the actual rule or standard the policy needs to communicate.

DEFINITIONS:

Clearly define any terms used within the policy. If the terms are included in legislation that underpins the policy be sure to use the definitions from the legislation (e.g., disability, prohibited grounds, discrimination, harassment, workplace violence).
RESPONSIBILITIES:

This section outlines the responsibilities of the board, management and staff in regards to the policy as well as who is responsible for developing, maintaining, monitoring and implementing the policy.
If there are consequences for not complying with the policy (e.g., disciplinary), be sure to mention this. For example, “Failure to comply with this policy could result in disciplinary measure up to and including termination of your employment.”
REFERENCES:

Reference any other policies, documents or legislation that support the interpretation of this policy.
QUESTIONS:

Identify the person or position employees can approach if they have questions about the policy.
PROCEDURE (if applicable):

The procedure gives step-by-step instructions for how to carry out or implement the policy. It can be a separate document or may accompany a policy. To allow for exceptions, be sure to include a statement that the procedure is intended as a guide only.






© HR Council for the Nonprofit Sector
www.hrcouncil.ca


© HR Council for the Nonprofit Sector 
2
www.hrcouncil.ca

