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Risk Management Philosophy

Underlying the mission of CDS is a concern for the well-being of the participants, volunteers, and employees in the organization.  Protecting the health, safety, and security of the people who serve and receive services is an integral part of every program.  In keeping with this philosophy, activities must be chosen with the abilities of participants in mind and staff must be selected with care and trained to carry out their activities with a high degree of safety.

Risk Management Goals
CDS seeks to involve appropriate personnel at all levels in the proactive identification of risks and creation of practical strategies in order to make certain that CDS’s approach to risk management considers diverse perspectives and staff understand their roles and responsibilities in protecting the mission and assets of the organization. 

General Safety Principles

· CDS strives to protect the organization’s assets and reduce its exposure to loss in four categories:
1. People – Participants, employees, board members, volunteers, donors, and the general public.

2. Property – Buildings, facilities, vehicles, equipment, and materials.

3. Income – Contracts, grants, participant fees, and contributions.

4. Goodwill – Reputation, stature in the community, and the ability to raise funds and appeal to prospective volunteers.

· CDS strives at all times to operate in compliance with local, state, and federal laws and regulations.

· CDS adheres to the policies and standards of licensure, quality improvement, contracts, financial audits, and accreditation organization in matters related to the health, safety, and well-being of participants.

· Those involved in CDS bear responsibility for the health, safety, and security of participants.  This is a primary responsibility of the Board of Directors, CEO, Executive Management Team, volunteers, and program staff.

· Safety and risk management activities are multi-faceted and include:
1. Thoughtful screening, selection, and training of volunteers and employed staff.

2. Creation and enforcement of policies, standards, guidelines, and procedures as guides for planning.

3. Maintaining safe and secure facilities.
4. Establishing procedures to be followed in the event of an emergency.

5. Maintaining clear communication channels.

6. CDS purchases insurance coverage as a financing mechanism for certain risks, but recognizes that insurance is not a substitute for vigilance in planning and implementing programs.
Responsibility for Risk Management

Board of Directors
· Adopts and establishes Employee Handbook policies and standards for employees of CDS.
· Reviews operational reports to determine compliance and future priorities.
· Reviews and adopts the annual single audit.
· Reviews the organization's insurance program periodically.
· Reviews CDS financial statements.
Chief Executive Officer
· Assigns staff to design and carry out safety and risk management activities.

· Assigns staff to perform annual review of the safety and risk management activities.

· Executes contracts for the organization.
· Sets risk management goals and operating objectives.  

· Ensures compliance with agency policies and standards imposed by licensure, quality assurance/improvement, contracts, financial audit, and accreditation organization. 

· Address annual budget issues with risk management included.
· Reviews the organization's risk management plan annually.

· Keeps the board apprised of emerging threats and opportunities.
Chief Operations Officer
· Responsible for organization-wide effort to protect the vital assets of CDS and engage key stakeholders in risk management activities. 

· Coordinates meetings of the EMT to address Risk Management Committee issues.
· Develops, implements, and monitors loss prevention programs.

· Conducts contract reviews, develops indemnity agreements, hold-harmless agreements and consent forms, and coordinates the purchase of insurance.

· Monitors and evaluates the insurance program, maintaining appropriate funding levels, accurate loss forecasting, claims management, loss prevention, and cost containment programs.

· Integrates risk management throughout the organization's programs.
Quality Assurance Director
· Responsible for the oversight of organization-wide employee training.  

· Participates in meetings of the EMT to address Risk Management Committee issues.
· Conducts periodic programmatic and file reviews and monitors the proper and systematic completion of case files and data collection. 
· Maintains agency incident report files and monitors for any trends and reviews with COO and EMT.

· Integrates risk management throughout the organization's programs.
· Coordinates agency Emergency Disaster Preparedness Plan. 

· Stays abreast of changing standards/policies and trains managers accordingly.
Risk Management Committee:  COO/QAD/EMT

· Identifies and reports risks that may affect vital assets of CDS and engage key individuals in the protection of programs and services. 

· Convenes periodically to assess the agency's priority risks and corresponding risk management strategies. 

· Implements and monitors loss prevention programs.
Strategy:   Maintain incorporation status.
Source Documents:  Governance structure – refer to the Board Governance Policies and Procedures on the CDS intranet. Florida Department of Agriculture & Consumer Services
Articles of Incorporation

CDS was incorporated in the State of Florida on March 20, 1970.  The articles of incorporation were last reviewed January 2007 to amend the name from Corner Drug Store, Inc. to CDS Family & Behavioral Health Services, Inc. and to ensure compliance with state laws.  We have maintained our corporate status by filing a report with the state annually, as required by law.  The original articles of incorporation are stored at 3615 SW 13th Street, Gainesville, FL  32608.  An authenticated copy of the articles of incorporation is stored electronically and maintained by the Chief Executive Officer.
Objectives:

1. Not later than the due date of each year, the agency will file a corporate status report with the state.
2. The Executive Committee of the Board will review the Articles of Incorporation and the Bylaws with the current mission and purpose of the organization during their Board schedule as needed.
3. Not later than the due date, CDS will comply with the registration procedures for the Florida Solicitation of Contributions Act.
4. Not later than the due date, the agency will update the Consumer Certificate of Exemption. (CH28432) (Next update due 1/31/2024)
Bylaws

The Executive Committee of the Board reviews the bylaws periodically to determine the need for any revisions and if necessary follow the proper amendment process.  Any amendments are stored at 3615 SW 13th Street, Gainesville, FL  32608.  An authenticated copy of the bylaws and amendments is stored electronically and maintained by the Chief Executive Officer.
Objective:

1. Every member of the board shall receive a current copy of the bylaws when they join the board and whenever the bylaws are amended.
Indemnification

The indemnification provision is maintained through a “Directors and Officers” liability insurance policy.
Objective:

1. Directors and Officers insurance shall be evaluated in the month prior to its renewal date every year for adequacy.
Conflict of Interest Policy
The Board of Directors adopted a Conflict of Interest Policy in September 2015. 
Strategy:  Maintain an active Board of Directors.

Source Documents:  Board Operations – Refer to the Board Governance Policies and Procedures on the CDS intranet.
Board Policies

The CDS Board of Directors has adopted a Board Manual containing the key policies and expectations of the board. 
Objective:
1. The manual is reviewed by the Executive Committee of the board and updates are made on an as-needed basis.
Board Orientation

To ensure that the members of the Board of CDS are properly trained and prepared for their service, the organization conducts board orientation training for all new members.
Objective:
1. The CEO will orient new members to CDS and responsibilities of being on the Board.  Current Board members share their insights and coach new members in fulfilling their board duties.

Board Recruitment and Nomination

When recruiting for new members for the Board of Directors the board strives to have a diverse, inclusive, and qualified board with people who represent the communities we serve and who bring the skills, qualities, and expertise needed to lead and govern the organization in accomplishing its mission.
Board Minutes

CDS recognizes the importance of the board meeting minutes and each board member is aware of his/her responsibility for ensuring the accuracy of the minutes.  At each regularly scheduled board meeting, the minutes of the prior meeting are reviewed and adopted by the board. 
Objective:

1. The board minutes are maintained in date order in a notebook by the CEO and on the CDS intranet.

Risk Financing Strategy

To safeguard the assets and resources of CDS, the organization purchases insurance for those insurable risks of major importance to mission-critical operations and the financial health of the organization.
Objective:

1. The COO is responsible to oversee the organization's insurance program and provide periodic insurance updates to the Board.
Strategy:  Reduce risks and liabilities related to personnel issues.
Source Documents:  Human Resources – Refer to HR Policies and Procedures and Forms on the CDS intranet.
Written Employment Policies
CDS has adopted a number of critical employment policies, which are contained in the Employee Handbook. The Handbook is reviewed annually with CDS’ outside employment legal counsel.  The Handbook is distributed to all incoming staff on their first day of employment and employees are required to acknowledge review and receipt of the Handbook and an agreement to abide by the policies therein.  It is CDS practice to review the Handbook carefully prior to taking any disciplinary action against an employee to ensure that the policies have been appropriately considered.  Employees who have questions or concerns about any of the policies contained in the Handbook are encouraged to speak with their direct supervisor, the Human Resources Manager, or COO. 
Objectives:

1. Supervisors consult with the COO prior to taking disciplinary action regarding serious violations or multiple violations of work rules, staff conduct, or ethical issues.  The COO will consult with the CEO and in some cases may consult with the CDS employment attorney before proceeding with a meeting with the employee.
2. The employment attorney monitors personnel records annually for compliance with state and federal employment laws.  CDS uses the recommendations from the employment attorney’s, licensure, quality assurance/improvement, contract, accreditation, financial audit recommendations, board changes, and EMT input to update the Employee Handbook every year.
3. Annually, the employment attorney provides supervisors training on employment liability issues.
Communicating Changes in Policy

Each time a new employment policy is adopted, the information is provided to employees during staff meetings.  If there are major revisions to the Employee Handbook, the Handbook is updated and distributed to staff.  Staff members are required to sign a new acknowledgement form upon receiving the new policy/revised Handbook.
Objective:

1. Staff members shall sign a new acknowledgement form upon receiving the new policy/revised Handbook.
Use of Position/Job Descriptions

CDS uses job descriptions for both paid and volunteer positions. Both line staff and supervisory personnel develop these documents.  The COO reviews all job descriptions on an annual basis and updates are made as needed.  All employee job descriptions were redesigned in 2008 to meet CARF standards. Changes to individual job descriptions have been revised since that time based on input through the employee evaluation process and supervisors recommendations regarding change of duties.
Objective:

1. The COO will review all job descriptions on an annual basis for appropriateness. At the time of the employee’s annual evaluation, the supervisor and the employee will review job descriptions. Any recommendations for changes will be submitted to the COO. 
Employee Orientation

During orientation, agency policies and procedures are reviewed, the employee is asked to provide any additional information necessary for benefits enrollment, and the employee is encouraged to ask questions about any aspect of employment policy or operations. An on-site orientation for new employees includes an introduction to other staff and the provision of an overview of the program and services, equipment, and technological systems they will be required to use.
Objective:

1. The Human Resources Manager at CDS is responsible for conducting a minimum of 4 hours new employee orientation/benefits training session on the first day of employment.
Additional Employee Training 
Employees receive on the job training and in-service training as outlined in the staff development-training plan.

Objectives:

1. The HR Manager orientation/benefits training at a minimum includes and may be supplemented by training at the program site: OSHA requirements include training for staff in workplace safety, chemical and material hazards including Material Safety Data Sheets (MSDS), blood borne pathogens and universal precautions.
2. First aid/CPR training is required for all residential direct service employees and nonresidential CINS/FINS employees.
3. Employees are also trained to follow established emergency plans/disaster drills and utilize available safety equipment.
4. Program/Region Directors/Supervisors will be trained in the use of video camera surveillance equipment utilized in residential settings to monitor participant’s activities, record major incidents, and to safeguard participants and employees against any allegations of misconduct made against an individual or group.
5. Employees working in direct contact with participants in a residential setting will receive training in Personal Safety and Self Defense techniques.  CDS has specific written policies related to the “use of force” and sets clear expectations for employees to follow in crises.
6. CINS/FINS direct care employees will receive suicide prevention training. The Florida Network has developed statewide protocols related to suicide prevention and CDS has developed policies to address suicide risk screening, response, and prevention.
Staff Supervision

Staff will be supervised by qualified individuals in accordance with specifications on job descriptions.
Performance Appraisal Process

CDS requires a 6 month after hire probationary evaluation review and annual reviews for all employees thereafter.  Supervisors are responsible for scheduling review meetings and completing the staff evaluation form prior to the 6 months ending.  A goal-setting exercise is part of this process.
Objectives:
1. The HR Manager provides supervisory staff with a pending list once a month via email in Excel format that includes a 30-60 day notice of when staff evaluations are due.
2. Supervisors will complete staff evaluations using the probationary/regular evaluation form by job description located on the CDS intranet.
Strategy:  Ensure compliance with Florida Statutes, Rules, Program Rules, and Contract Management Requirements.
Source Documents: Programs and Services – see all program and services policies and procedures on the CDS intranet.
Participant Safety

The participant safety and protection program begins with an extensive background screening process prior to employee hire and a five-year re-screening and is further described in the HR policies and procedures. At orientation, the new employee is provided instructions on completing a drug screen and provides copies of their driver’s license and personal driver’s insurance information.  The HR Manager receives the results of the drug screen, verifies driver safety, and maintains a data file on the expiration dates. The HR Manager reports any negative findings to the employee’s supervisor and COO.  Employees are drug screened in accordance with our Drug Free Workplace policy at employment, reasonable suspicion, and if an employee has a work related injury requiring medical attention.
Objectives: 

1. The HR Manager provides supervisory staff with a pending list once a month via email in Excel format that includes, but is not limited to staff needing at 5-year DJJ background re-screening due, updated driver’s licenses, and personal driver’s insurance. Along with being noted on the Pending list, when an employee has a 5 year DJJ screening due, the employee along with their Director are contacted via email 30 days ahead of expiration, reminders are sent until the task is completed.  
All CDS residential programs maintain a medical and mental health alert system.  This system allows employees to easily, quickly, and consistently identify participants who have medical, mental health, and/or substance abuse issues or who have other risk-oriented behaviors such as being at risk for suicide/homicide, a history of physical or sexual aggression, or a run risk.

Incident Reporting

All CDS programs are required to maintain an incident report file to document and record all serious or severe incidents (see CDS Incident Reporting Policies and Procedures and Forms on the CDS Intranet).
Objectives:
1. All event reports are reviewed monthly during program committee meetings to identify trends and patterns that may need a systematic approach to change.
2. Residential staff is provided routine training on the medical and mental health alert system.
3. CDS administrators monitor staff’s implementation of the Incident Reporting Procedures.  When filing an incident report to DJJ Central Communication Center it should be initiated immediately and must occur within 2 hours of the incident.
4. Administrators monitor program staff’s implementation of child abuse allegations made by participants against parents/guardians, employees, or other caretakers which must be reported immediately to the State of Florida Department of Children and Families by contacting the Child Abuse Reporting Hotline at 1-800-96 ABUSE. Participants must also be given unimpeded access to self-report abuse whenever they request to do so.
Work Rules/Code of Conduct

The HR Manager orients the new employee to the Work Rules/Code of Conduct included in the Employee Handbook & NASW Code of Ethics, which include Standards of Professional Conduct.

Objective:

1. The Work Rules/Code of Conduct will be reviewed in the first quarter of Fiscal Year.
Participants Rights and Responsibility
Program staff orients new participants using the Informed Consent and Participant Agreement, which contains the participants’ Rights and Responsibilities for that program.
Interpersonal Relationships

CDS serves people vulnerable to abuse, mistreatment, and exploitation.
Objective:

1. To protect all, we limit contact between our participants and staff (employees and volunteers) to approved program services and activities.  Staff should not meet with a participant outside the parameters of our organization.
Applications

CDS uses an application form for paid and volunteer positions.  See HR policies and forms.

Interview Guide

CDS uses interview guidelines as a strategy for managing the risks associated with interviewing prospective staff and volunteers.  All personnel involved in interviewing have been trained on the principles contained in the guidelines.

Reference Checks

CDS's screening process includes checking a minimum of two employee and three personal references for finalists for paid employment as available
Criminal History Background Checks
It is the policy of CDS to conduct an extensive background screening and criminal history check for finalist for paid employment and volunteer service prior to hire and/or beginning work with the organization.  
Objective:

1. The results of these checks are reviewed against the organization's eligibility criteria to determine whether any applicants must be excluded due to the results of the background check.  Employees are re-screened every five years.
Emergency Plan Policy and Emergency Plan
To ensure the safety of our participants, CDS has established an emergency action plan.  The emergency action plan is a way for CDS to prepare and plan for various emergencies.  Disasters and emergencies include, but are not limited to, hurricanes, tornadoes, fires, floods, chemical spills, riots, shootings and hostage situations, bomb threats, nuclear accidents, and terrorist attacks.
All personnel are responsible for knowing and following the plan.  Each facility must schedule and hold emergency/disaster drills to test the plan and ensure its readiness in the event of an emergency.
Facilities Access

All visitors to CDS must check in and in the case of the residential programs sign a check in log as well.  Once checked-in, all visitors will be directed on the premises according to their needs.
In order to protect the health and safety of all persons involved in our programs, CDS makes all participants aware of their rights, responsibilities, and potential consequences for violations.
Any participant whose conduct is severe or repeatedly violates safety rules will be removed from the program.  Should a participant be removed from a program, appropriate referrals will be provided and follow-up services, if indicated.  See CDS policies related to safety and programs manuals on the Intranet.
Training and Supervision

CDS has a staff development and training plan that is used as a guide to develop individualized training plans for staff.
Objective:

1. A training plan is developed in conjunction with the employee’s annual evaluation.
Strategy: Reduce financial risks and liabilities.
Source Documents:  Financial Management –see Financial Management Policies and Procedures on the CDS intranet.
Financial Responsibilities and Objectives

It is the responsibility of the Senior Management Team (CEO, Comptroller , and DSM) to formulate financial policies and for the Board of Directors to review the operations and activities of CDS on a periodic basis.  The Board delegates this oversight responsibility to the Finance & Audit Committee, of which the Board Treasurer is the Chair.  The CEO of the organization acts as the primary fiscal agent.  The Comptroller is delegated the responsibility for implementing all financial management policies and procedures on a day-to-day basis and is a qualified professional in financial management.

The financial management objectives of CDS are to:

1. Preserve and protect financial assets needed for mission critical activities.
2. Exercise appropriate care in the handling of incoming funds and disbursement of outgoing funds.

3. Strive for transparency and accountability in fiscal operations.
Budgeting Process

The Senior Management Team will be responsible for developing an annual budget in accordance with contracting agency requirements. The budget shall contain detailed projections for revenues and expenditures as well as cash flows, and is approved by the board.
Financial Statements

CDS financial statements will be prepared on an accrual basis in accordance with Generally Accepted Accounting Principles (GAAP).  Under GAAP, net assets and revenues, expenses, and gains and losses are classified based on the existence or absence of donor-imposed restrictions.  The net assets of the organization and changes shall be classified as unrestricted, temporarily restricted, or permanently restricted.  Separate funds may be established for specific purposes, such as an Endowment Fund.

Objective:
1. The Comptroller shall reconcile CDS’ accounts monthly and shall prepare monthly Financial Statements and present these statements to the Finance & Audit Committee and the Board of Directors at their next regularly scheduled meeting.

Internal Controls

CDS has adopted a number of internal control measures as part of an overall effort to safeguard financial assets.  These controls include:

· A policy requiring that all incoming checks are immediately stamped with a restrictive endorsement indicating "for deposit only"

· A detailed log of all incoming checks and cash is maintained and reconciled with deposit slips and monthly bank statements

· All cash and checks are deposited the same business day if possible, and no later than the next business day

· All checks require two signatures.  Authorized signers are the CEO, COO, and Officers of the Board of Directors and any other staff member approved by the Board
In addition, and to the extent possible, given its size and circumstances, CDS strives to segregate the following duties so that a single staff member is not required to perform two or more of the following incompatible functions:

· Authorizing the purchase of goods and services.
· Preparing a purchase order to purchase goods.
· Receiving goods or validating the performance of services.
· Approving the payment of accounts payable for goods and services received.
· Recording the liability for accounts payable.
· Preparing and signing checks to pay the respective accounts payable.
· Forwarding payments to the payee.

Audit

It is the policy of CDS to engage the services of a reputable, independent CPA firm to conduct an annual audit of the organization's financial statements.  The audit is required to be completed within six months of the end of each fiscal year.  The audit firm is selected by and reports to the organization's Finance & Audit Committee. The CEO or Board of Directors will determine the need to RFP audit and related accounting services at least every three years. A representative of the audit firm is requested to make an annual presentation to the Finance & Audit Committee and the Chair of the Finance & Audit Committee will present the audit to the full Board for adoption at their next regularly scheduled meeting.
Investment Policy

In the case where funds should become available, CDS philosophy with regard to investments is safety of principal and liquidity.  Acceptable investments shall include Certificates of Deposits and Sweep accounts.

Strategy: Reduce information technology risks and liabilities.

Source Documents: Risks and liabilities have been minimized through the implementation and enforcement of the Systems and Data Management policies, Human Resource policies, Confidentiality Policies, and Emergency Planning Policies.  Specifically: 
Safeguarding Equipment, Systems, and Data
The operational and physical security of IT resources is ensured through a comprehensive system of procurement, maintenance, inventory, and staff training.  (Refer to Policies P-1067 Hardware, P-1068 Software, P-1072 Security, P-1065 Backup, P-1066 Virus Protection, P-1007 Personnel Responsibilities in the Use of IT Resources, and P-1075 E-Mail Services)
Limiting Access to Confidential Information

CDS ensures that the confidentiality of its participants is not compromised by the use of Information Technology Resources.  (Refer to policies P-1073 IT Confidentiality Standards, and P-1072 Security.)
Objective:

1. All staff will receive Security Awareness training who are responsible for Data Management.
Wireless IT resources

Wireless IT resources are easy to move from secure locations and therefore, pose a data security risk.  These risks are to be understood by each individual user.  CDS current minimum-security requirements for use of this technology provide adequate risks protection.  (Refer to Policy P-1072 Security)
Passwords

Unique ID’s and passwords are essential to the protection of participant confidentiality, allow for user accountability, and facilitate data integrity efforts.  (Refer to Policies P-1073 IT Confidentiality Standards, P-1072 Security, and P-1007 Personnel Responsibilities in the Use of IT Resources.)

Backups

Critical data in the organization is backed up on a regular basis to ensure that data is not lost and can be recovered in the event of an equipment failure, intentional destruction of data, or disaster.  (Refer to P-1065 Backup)

Objectives:

1. The DSM coordinates scheduled back-ups.

Internet & E-mail System Security
In order to protect IT resources and data, CDS uses the following technologies and processes: encryption, access control procedures, network firewalls, virus detection software, data backups, and physical security.  These measures increase the security and privacy of information traveling to, from, and within our agency. Only our authorized trained personnel and agents carrying out permitted business functions are allowed access to CDS systems. (Refer to policies P-1007 Personnel Responsibilities in the Use of IT Resources, P-1008 Electronic Transmission of Protected Health Information, P-1066 Virus Protection, P-1072 Security, and P-1075 E-Mail Services) 
Objective:
1. The DSM will evaluate the efficiency and reliability of CDS’s current internet & e-mail provider and investigate alternative providers when deemed necessary.
Website Functionality and Content

By its nature, the Internet/Intranet is delivered on a public network; therefore, any information placed on the Web is considered public information. The Web’s universal access will accordingly be considered when determining the appropriateness of information posted.  Any material placed on the public network that could be potentially damaging to CDS and is reviewed by the CEO or COO prior to posting.  (Refer to policy P-1076 Websites.)
Strategy:  Reduce environmental risks and liabilities.

Source Documents:  Facility Risks See Quality Improvement Program, Safety Policies, and Procedures and Accessibility Plan in addition to the inspections forms.
Facility Design

CDS is committed to providing a safe environment for its participants and staff through the appropriate use of its premises whether owned, leased, or borrowed. The organization strives to construct or modify each property to most efficiently and effectively provide services to our participants while meeting all required codes and regulations, including ADA and amendments.
Inspections

To ensure the safety of our operations, CDS conducts internal and external inspections of its facilities on a regular basis to ensure compliance with regulations, accreditation standards, and our own principles.  It is the policy of CDS to maintain appropriate business or operational licenses and zoning as required by city/county ordinances.
Preventive Maintenance
To protect its property, personnel, and participants from harm, CDS will take steps to ensure that the organization complies with manufacturer's recommended guidelines for maintenance and repair of equipment and premises, building codes and safety regulations of all jurisdictions applicable to our facility; and maintains a Safety and Maintenance Inspection.  The COO is responsible for monitoring compliance with the facility safety & maintenance policy as outlined in the Quality Improvement Program and overseeing its review and updating on a regular basis. 
Policy Concerning Invitees
CDS is committed to providing outside users of its premises with a safe environment. This commitment includes, but is not limited to, meeting building code requirements, making timely repairs, and providing and maintaining appropriate security.

Using Others' Facilities Policy

CDS will lease space to provide its services at the best market rate available in the neighborhood near to where our service participants live and near to public transportation.
When drafting or signing a lease agreement, we will consider:
1. Maintenance and upkeep—that is responsible for general upkeep: trash pickup, repairing broken steps, and clearing debris.
2. Mutual indemnification—a contract clause that assures that each party only assumes legal responsibility for those areas or activities under its control.
3. Instructions on the use of property and facilities—detailed directions on how special features operate (e.g. alarm system, fire escape, window air conditioner) and what to do if problems occur.
4. Limits on accessible areas—if the organization is only using a part of the premises, or if certain areas are off limits (e.g. roof, basement, parking lot/garage, outbuildings).
5. Potential hazards—specific warnings about dangerous or hazardous conditions on the premises.
6. The organization will spell out its requirements and negotiate the most favorable agreement possible.  The organization will seek legal review prior to entering into a lease, whether the arrangement is for a long-term or short-term occupancy.

Strategy:  Reduce travel and transportation risks and liabilities.
Source Documents:  Transportation – Refer to Travel and Transportation section of the policies manual on the CDS intranet.
Authorized Vehicle Use Policy

Providing transportation services to participants in some programs is a mission-critical function.  However, CDS recognizes its responsibility to provide safe and efficient transportation.  The following rules apply to all drivers and vehicles and are further articulated in the CDS Vehicle Policy.
· Only people approved and authorized are permitted to drive either an agency owned vehicle or any other vehicle on CDS’s behalf.

· Agency owned vehicles are not to be driven for personal use without the permission of the CEO or his/her designee.

· While driving on behalf of CDS, personal errands should be avoided.

Driver Selection Policy
The purpose of our Driver Selection process is to screen and identify qualified drivers while restricting or eliminating unacceptable drivers.  All employees that drive an agency-owned vehicle, a rented vehicle, or a personal vehicle on behalf of CDS must be approved to drive before they are permitted to drive for CDS.
At the time of hire, the HR Manager conducts the following review of:
1. The employee driver's license for currency and validity. A driving history check will be conducted within the month of their anniversary date of hire each year thereafter.
2. Any license restrictions that might render the employee ineligible as a driver.
3. Proof of adequate personal automobile insurance. 

Driver Training
CDS strives to provide a safe environment for all of its personnel.  In light of this goal, it is necessary that all persons driving on CDS's behalf know and understand the CDS transportation policies and procedures.  Each authorized driver is expected to participate in a driver in-service training program.  During which the supervisor/designee will review the following issues:

1. Authorized use of agency owned, leased, and personal automobiles

2. Vehicle maintenance guidelines
3. Accident procedures

Objectives:

1. During this calendar year show the driver training video to all staff providing transportation, then add the video to the staff orientation training provided by HR Manager.
2. It is the policy of CDS to monitor driver performance on an ongoing basis.  Employees for whom driving is a major responsibility are subject to the following periodic monitoring:
a. Annually driver license records are re-checked by the HR Manager to determine continuing compliance with the driver eligibility criteria.
b. Supervisors will discuss and resolve performance issues and concerns as appropriate.

Vehicle Maintenance

Vehicle operators/maintenance staff is responsible for ensuring vehicles are serviced/maintained according to the manufacturer's recommended schedule.  Any safety problems should be reported by vehicle operators/maintenance staff to the Region  Director/COO immediately for follow-up.
Accident Procedures

Any accident involving a motor vehicle driven on CDS's behalf, regardless of severity, location, or fault, must be reported immediately to the law enforcement authority within the jurisdiction where the accident occurred and to the driver's supervisor at CDS.  Fleet vehicles and personal vehicles where staff transport youth contain an Emergency Kit with the following: signal and light sources all in one tool to cut seat belt, break windows, fire extinguisher, battery cables and first aid kit and procedures.
Strategy:  Reduce risks and liabilities resulting from emergency situations.
Source Documents:  CDS views emergency planning as essential to the fulfillment of our mission.  CDS emergency plans reflect input from key personnel. Components of the plan include business continuity, crisis communications, and facility evacuation. Refer to Emergency Plan Policies and Procedures and the Emergency Plan on the CDS intranet.
Emergency Planning Policy
Emergency planning activities by CDS will:

1. Assure compliance with federal, state, and local regulations.
2. Provide information, training, and safeguards for employees in order to protect staff, participants, volunteers, and visitors.
3. Undergo testing and evaluation at least once a year and be updated to reflect changes in the services provided and the facilities occupied by CDS.
4. Address varied program requirements and building configurations.
5. Establish guidelines for varied types of emergencies and varied responses from evacuation to placement in safe shelter.

6. Establishes a business continuity plan to ensure the continuation of the organization’s mission.

Objective:

1. Annually the Emergency Plan/Disaster Drills are updated by COO/designee and reviewed by EMT.  Updates can occur throughout the year based on input from staff or other regulatory reviews.  

Business Continuity Planning (BCP) Policy, Procedures and Plan
The Business Continuity Plan of CDS will:

· Help CDS fulfill its moral responsibility to protect employees, participants, volunteers, other stakeholders and the community in which we operate.
· Facilitate compliance with regulatory requirements of federal, state, local agencies, and accreditation organizations.
· Enhance CDS's ability to reduce its financial losses, regulatory fines, damage to equipment or disruption to service delivery in the event of a business interruption.
· Reduce exposure to civil or criminal liability in the event of an incident.
· Enhance CDS's image and credibility with employees, participants, funders, vendors, and the community.
Internal Distribution for BCP Policies, Procedures, and Plan
CDS will distribute policies and procedures that need to be enacted in the event of a business interruption to all senior managers and staff initially, annually, or any time a policy or procedure is added, eliminated, or changed. CDS will maintain business interruption insurance coverage.
Objective:
1. Annually the Emergency Plan, including the Business Continuity Plan, are reviewed and updated as needed.  All Emergency Plan Policies, Procedures, and Plans are accessible to all staff on site in the Emergency Plan/Disaster Drill Log Book and on the CDS intranet.

Vital Information Backup Policy
Objective:

1. Staff status availability during emergencies   
2. Emergency contact information will be created at hire and updated at least annually.  
Crisis Communications Policy

CDS is committed to taking a preemptive approach to public relations crises, using disclosure whenever possible as the preferred strategy for preventing or minimizing a crisis.  No one is authorized to speak to the news media during a crisis without clearance from the Chief Executive Officer. 
Objective:

1. The CEO or his or her designee will be responsible for developing crisis communication strategies.
2. When a crisis unfolds, the CEO's designee will gather and verify information about the crisis and with the CEO, assess the severity of the matter and determine how information is to be released, who should speak for CDS, and who is to be notified.

General Evacuation Policy

CDS will protect the health and safety of its employees, participants, volunteers, and visitors by designing a building evacuation plan, by educating staff as to their roles and responsibilities in the event of an evacuation, and by running evacuation drills in accordance to the plan.  Region Directors/Supervisors will train, practice, and document disaster drills and suggest improvements to the emergency plan.

Special Accommodations:  Persons who require special assistance during an evacuation will be made known to staff at each site.
Strategy:  Reduce risks and liabilities related to working with volunteers.
Source Documents:  Volunteer Risks and Risk Management Strategies- Refer to HR Policies and Procedures and Forms to include Volunteer Handbook.
Priority Volunteer Risks

1. Risk of injury to someone else caused by a volunteer, child abuse, or neglect being the most serious.
2. Risk of injury to the volunteer.
Addressing Risks through Recruitment, Screening, and Selection

CDS integrates risk management into its volunteer recruitment, screening, and selection process by:

· Communicating to prospective volunteers CDS requirements and expectations;

· Volunteer practicum and interns shall complete an application, interviews, sign a job description, and complete an extensive background screening to include criminal history.
· The HR Manager provides an extensive orientation for all new practicum and intern volunteers.

· A CDS employee shall be assigned to provide day-to-day supervision and in-services training for volunteers.  In addition, the volunteer may have an educational supervisor who monitors their student’s progress. 
· Volunteers not participating in a practicum or intern capacity shall be screened and placed either at the program level or through the Community Outreach/Safe Place Liaison in collaboration with the HR Manager.
Supervision of Volunteers

CDS has established clear lines of authority and supervision for volunteers.  Volunteer performance is monitored on an ongoing basis and evaluated more formally in accordance with the students’ needs.
Volunteer Dismissal

Volunteers serving CDS may be dismissed at any time when a supervisor determines that:

· The volunteer is indifferent with regard to CDS's essential rules and requirements;

· The volunteer cannot adequately perform the job for which they have been retained;

· The volunteer's continued service presents an unacceptable danger to CDS or its personnel or participants.

Senior Management in advance of taking action will review all volunteer dismissals.
Strategy:  Maintain adequate liability insurance.

Source Documents:  Insurance Program for CDS
CDS maintains a Certificate of Liability Insurance that includes General Liability, Automobile Liability, Excess/Umbrella Liability, Workers Compensation and Employer Liability, Errors and Omissions, Other Professional and Crime.  In addition, the agency provides Officers and Board of Directors Liability Insurance.
Insurance Advisors

CDS current insurance advisor is Brown & Brown.  CDS seeks an array of services from its insurance advisors.  These services include, but are not limited to:

· Advising and assisting in the purchase of adequate insurance coverage at a fair market price.
· Assisting CDS report claims and acting as advocate in negotiations with carriers.
· Providing premium and loss reports on a periodic basis.
· Providing contract review for insurance implications.
· Delivering loss-control assistance and services.
· Providing appropriate educational resources, for example, training sessions for employees, volunteers and the Board of Directors.
· Keeping the organization abreast of critical developments in the insurance industry.
The CEO or Board of Directors will determine the need to RFP insurance services at least every three years.
Objective:

1. CDS evaluates the performance of any and all insurance advisors (agents or consultants) an incumbent advisor will be invited to participate in the bidding process as long as their current performance meets the minimum requirements of the organization.
