Mental Health Policies & Procedures: A Manager’s Toolkit

Implementing Mental Health Policies & Procedures: A Checklist 

Source: Teresa Ierullo, Just the Facts!
	SETTING THE STAGE

	Criteria
	Implemented
	To be implemented 

(Action items/Timelines/Staff/Resources needed)

	Management and Board members have approved the development and implementation of Mental Health Policies & Procedures.
	
	

	The problems and challenges of not having Mental Health Policies & Procedures have been discussed with all staff, managers, volunteers, students, etc.
	
	

	The purpose of developing and implementing Mental Health Policies & Procedures has been discussed/shared with staff.
	
	

	A Mental Health Policy & Procedures Task Team has been created.
	
	

	The creation of the Mental Health Policy & Procedures Task Team has been communicated with all staff. Members of the team and purpose of the group are announced.
	
	

	A process for all staff, volunteers, students, etc. to provide feedback, information, suggestions, etc. has been created and announced.

	
	

	OBJECTIVES & SUCCESS MEASURES

	Criteria
	Implemented
	To be implemented 

(Action items/Timelines/Staff/Resources needed)

	Objectives with specific, measurable outcomes have been developed.
	
	

	A timeline for implementation and evaluation has been developed.
	
	

	The objectives, outcomes and timeline have been communicated to all staff, volunteers, students, Board members, managers, etc.
	
	

	Staff, volunteers, students, Board members, managers, etc. have been given an opportunity to reflect and provide feedback to the objectives and success measures.


	
	


	MENTAL HEALTH POLICIES & PROCEDURES

	Criteria
	Implemented
	To be implemented 

(Action items/Timelines/Staff/Resources needed)

	Policies and procedures have been written and/or adapted for the organization’s purposes.
	
	

	The policies are in alignment with the goals, objectives, mandates, etc. of the organization.
	
	

	Staff, volunteers, students, etc. have been given an opportunity to reflect and provide feedback to the policies and procedures.
	
	

	Management and Board members have been given an opportunity to reflect and provide feedback to the policies and procedures.
	
	

	Policies and procedures have been edited based on the feedback of staff, volunteers, students, Board members and management.
	
	

	Mental Health Policies & Procedures have been completed and are ready for distribution.
	
	

	IMPLEMENTING MENTAL HEALTH POLICIES & PROCEDURES

	A training/orientation process and plan has been developed to coincide with the distribution of the Policies & Procedures.
	
	

	All department/program managers have reviewed the Policies & Procedures and have been trained/oriented to the changes.
	
	

	Staff, volunteers, students, etc. have been oriented to the Policies & Procedures.
	
	

	Staff, volunteers, students, etc. have been oriented to any changes in their role as a result of the Policies & Procedures.
	
	

	Training for new skill requirements as a result of the Policies & Procedures has been scheduled.
	
	

	Staff, volunteers, students, etc. have received training for any new skill requirements as a result of the Policies & Procedures.
	
	

	Staff, volunteers, students, etc. are implementing all of the policies and procedures.
	
	


	DOCUMENTATION

	All employees have a copy of the policy or know where to access it for review. Employees should not be placed in the position of having to ask someone for the Policies & Procedures.
	
	

	Employees have signed off that they have received and reviewed the Policies & Procedures and agree to be bound by it.
	
	

	The Policies & Procedures are posted electronically on the organization’s Intranet. The number of paper copies of the document is limited to avoid out-dated material from remaining in circulation.

	
	

	MONITORING MENTAL HEALTH POLICIES & PROCEDURES 

	Criteria
	Implemented
	To be implemented 

(Action items/Timelines/Staff/Resources needed)

	Assessments of the Policies & Procedures have been scheduled at regular intervals for the first six months to one year.
	
	

	Feedback from staff, management, students, volunteers, clients, etc. has been collected.

	
	

	The outcomes (using indicators of success) have been measured.
	
	

	The outcomes/progress has been communicated to management, staff, volunteers, students, etc.
	
	

	Reflection of and modifications to the outcomes/indicators of success have been done.

	
	

	The Mental Health Policies & Procedures have been added to the orientation process for all new staff, volunteers, students, etc. in order to ensure understanding and compliance from all.


	
	

	UPDATING POLICIES & PROCEDURES

	Criteria
	Implemented
	To be implemented 

(Action items/Timelines/Staff/Resources needed)

	Updates to the Policies & Procedures have been scheduled at regular intervals (yearly) or due to any changes that affect the organization, its clients, staff and programs.
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