Policies, Procedures, Standards, Baselines, Guidelines

Organizations have legal, operational and business requirements to have policies and procedures in place.

Generally speaking Officers, Management and Directors have implicit duties (duty of loyalty / duty of due care) to fulfill regardless of policy.  Generally Officers, Management and Directors of an organization need to act:

· In good faith

· With the care an ordinary prudent person in a like position would exercise under similar circumstances

· In a manner he/she reasonably believes is in the best interest of the organization

Management are the ultimate stewards of the organization. One critical role in stewardship is to develop and implement policy.  Second in importance for management is building leadership and operational skills in creating strategies, formulating policies and making decisions in a context of uncertainty, complexity, competition and change.
The requirement here is for management to show due diligence in decisions and actions relating to the normal operational functions of the organization.

The first step in developing policies is to identify issues relevant to the organizational Mission and Vision.  Mission and Vision provide the broad operational goals and ideals that provide direction to management.  Management uses the tools of Policies, Standards, Baselines and Procedures to work towards Mission and Vision.
Policies, Standards, Baselines and Procedures are key elements in ensuring that employees and others within the organization understand how to handle specific tasks, duties and responsibilities.  The Policy lays out the general requirements, the Standard specifies the tools required, The baseline designates the parameters (and measures) that will be used, and Procedures provide the step-by-step process required in routine activities.  Guidelines provide the framework upon which operational decisions are made.
Well written procedures will never take the place of supervision, but they can take some management tasks and move them down to employees to be completed in structured and (management) controlled manner.

The objectives of Policies, Standards, Baselines, Guidelines and Procedures are to:

· State and clarify goals
· Define duties, responsibilities and authority

· Formalize duties

· Establish standards

· Provide information to employees and others who interact with the organization

· Educate and communicate

Policy Chart

[image: image1]
Policy

A Policy is defined as a high-level statement of organizational beliefs, goals and objectives and the general means for their attainment for a specified subject area.  A policy is brief and set at a high level.  Once broad level policies are developed and organization must then develop Standards, Baselines, Guidelines and Procedures in support of policy.

· Policies support Mission and Vision

· Standards, Baselines, Guidelines and Procedures support Policy

Standards

Standards are mandatory activities actions, rules or regulations designed to provide policies with the support structure and specific direction they require to me meaningful and effective.

Baselines

Baselines are mandatory descriptions of how to implement/apply policy to ensure that policies are interpreted and applied in a consistent manner.

Procedures

Procedures spell out the step-by-step specifics of how the policy and supporting standards and guidelines will be actually implemented.

Guidelines

Guidelines are more general statements designed to achieve the policy’s objectives by providing a framework within which to implement controls not covered by procedures. While standards are mandatory guidelines are discretionary recommendations.
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