revised 24/08/2004

revised 23/08/2004


Guidelines for the Policy and Procedures Manual

1.  This binder is a work in progess.  Whenever a section is revised, the date of the revision should be entered in the upper right-hand corner.  Changes made by hand should be dated and initialled.

2.  From time to time, we will encounter inconsistencies among the various governing documents of the Society (Earth Charter, Constitution, By-laws, Standards and Practices, Policies and Procedures) or between our documents and the changing legal framework.  When this occurs, the discrepancy should be brought to the attention of the Executive Director or Secretary so that the Board can resolve the situation.

3.  Cases will be encountered where practice does not correspond to Policy and Procedures Manual or a situation has arisen which is not covered in the Policy and Procedures Manual.  In these cases the discrepancy should be resolved by either changing practice or changing the Manual.  The Manual should not be taken as being unchangeable or as taking precedence over the judgment of the Executive Director or the Board.  The Manual is a guide to practice, not a governing document.

3.  All new members, staff members, and volunteers should be told about the existence of this binder in the CCLT office.  All Directors should be given a copy of this manual.

4.  These policies and procedures should be reviewed on an ongoing basis by the Executive Director and a committee of the Board.
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