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Purpose 

WellSpring Centre needs a clear process for developing, approving, implementing and 
reviewing governing documents. Policy documents should be based on a uniform template, 
and accessible to the relevant users. Policies will be stored electronically.   

Objective 

The objective of this policy is to: 
• lay down a template for all policies  
• outline the responsibilities for policies, procedures and guidelines.  

Definitions 

Policies and legally binding Codes: 
• lay down a template for all policies  
• are designed to serve WellSpring’s Principal Purpose by ensuring that day-to-day 

decisions are informed by deliberation and consultation 
• identify issues and their scope 
• lay down broad principles across WellSpring 
• are legally binding 

Procedures and non-legally binding Codes: 
• lay down a template for all policies  
• relate directly to a policy 
• provide recommended but not mandatory mechanisms to accomplish the 

implementation of a policy 

NB Guidelines are defined as day-to-day operational documents which provide additional, 
recommended guidance. They are not considered as governing documents but have been 
included in this policy for clarification.  
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Responsibilities 

Fundamental decisions of WellSpring Centre will be approved by the membership according 
to the Rules of the Association. 

Policies will be established or altered only by the Board.  
• lay down a template for all policies  
• Revisions of polices can be developed by the Director, but need to be approved by 

the Board   

Procedures will be established or altered by the Director of WellSpring without Board 
approval. 

Guidelines will be developed and reviewed by personnel/staff in WellSpring without Board 
approval. 

Policies will be reviewed by the Board on a bi-annual basis unless legislative requirements 
require more frequent revision  

The Director is responsible for ensuring the implementation of policies and procedures. 

Consultation 

WellSpring is committed to encouraging consultation and cooperation between all its people. 
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