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10 Purpose

A well organized and defined written directive €yatprovides employees with a clear
understanding of limits and expectations relatmtheir employment and performance of
their duties. Written directives are any writteatdments used to guide or affect employees
performance or conduct. Written directives inclpdéicies, procedures, rules and
regulations, general orders, special orders, memdoras, and instructional materials. To be
effective, written directives must be accessible emrrent.

20 Procedure

2.1 Inaccordance with Policy No. 150 (Authority forplementation of
Policy/Procedure) the General Manager has the &tytho issue, modify, and
approve policies and procedures. The General Managd his delegates,
have the authority to issue, modify and approveotypes of written
directives including, but not limited to, ordersemorandums, and
instructional materials.

2.1.1 Authority rules and regulations are contained witholicy and
procedure and as such are subject to approvator@ance with
Policy No. 150 (Authority for Implementation of Rol/Procedure).

2.1.2 The General Manager has delegated the authorisgte written
directives, other than policies and procedurethécAuthority
management positions: Managers, CoordinatorsSaipervisors.
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2.1.3 A copy of all written directives, except for insttional materials, will
be distributed in such a manner to allow for actalitity that the
recipient has reviewed it.

2.2  The organization and format of the policy and pdure manual is defined by
Policy Manual Section 100 (Policy Manual Informatio

2.3 The format of the written directive system othartipolicy and procedure is
as follows.

2.3.1 Written directives other than policy/procedure axdept for
instructional materials may be written and disttéabas memoranda
on agency stationery.

2.3.2 Written directives other than policy/procedure axdept for
instructional materials may be written and distrézlias email.

2.3.3 Instructional materials will be written and distrtled in the format
best suited for achieving the educational objectiVhis may include
posting a copy of the material on the Reading Board

2.3.4 Written directives other than policy and proceduri be indexed and
purged in accordance with Policy No. 3230 (Eledtrdteading
Board).

2.4  All written directives will be updated and revisasl necessary.

2.4.1 Employees will inform their supervisor of any outthor inaccurate
written directive.

2.5 Policies and procedures will be reviewed via thgrapriate process prior to
approval and implementation. Examples of appropmpaocesses include, but
are not limited to: Staff Meetings, User SubconeeitMeetings, and
Operational Policy Task Teams.

2.5.1 This review process will not restrict any managebdity to address
an urgent operational or organizational need hyimgsan immediate
written directive.
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