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Using your control panel…

Join audio:
• Choose “Mic & Speakers” or “Computer 

Audio” to use VoIP
• OR choose “Telephone” or “Phone Call” 

and dial-in using the information provided

Submit questions and comments via the 
Questions panel.

Note: Attendees are muted and your webcams 
are disabled (listen-only mode).

Attendee Participation

GoToWebinar Housekeeping

PC Control Panel

Mac Control Panel
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https://usdac.us/nativeland/
https://native-land.ca/
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Today’s Topics

•Four COVID time policies and plans
•ED emergency succession plan
•Organization preparedness plan
•Work-at-home policy
•Return to work plan

•Policy handbooks
•Volunteer
•Employee
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Disclaimer

Today’s presentation provides a high level review 
of useful policies/plans. It’s important to consult 
with your state nonprofit association and/or legal 
counsel.  
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The Value of Policies and Plans

§ Set and manage 
expectations

§ Minimize liability

§ Increase efficiency
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Policies and plans? Yawn…..

•We don’t have time for 
this!
•We are working at home 
now, no one is going to 
check.

•We know each other 
really well already.
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Four COVID time policies & plans

1. ED 
Emergency 
Succession 

Plan 

2. Org 
Preparedness 

Plan

3. Temporary 
Work at 

Home Policy

4. Return to 
Work Plan
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1. Executive Director emergency 
succession plan

•

What is it?
• A plan that lays out a course 

of action in case of sudden, 
unexpected absence of ED

Why is it useful?
• Response to the unexpected
• Serves as a guide map during 

planned OR unplanned 
disruptions of leadership
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Executive Director emergency 
succession plan elements

•Names acting ED

•What acting ED has the authority to do
•Board oversite role of acting ED

•Compensation adjustments

•Organizational and systems documentation

•Communication plan
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2. Organization preparedness plan
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•

What is it?
• Written document outlining how 

an organization will operate 
during an emergency

Why is it useful?
• When business is disrupted it’s a 

“go-to” resource for staff and 
board

2. Organization preparedness plan

13

Organization preparedness 
plan elements

•Staff/Board directory

•Incident response plan
•Roles and responsibilities
• IT security plan
•Crisis communication 

plan
•Temporary fiscal 

procedures
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3. Work from home policy

What is it?
• Policy that allows employees to 

work at home, on the road, or in 
a satellite location for all or part 
of their workweek

Why is it useful?
• Provides flexible work 

arrangements
• Addresses individual temporary 

needs of staff
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COVID and other related reasons 
for request 

•Fear of contracting the virus and spreading it to 
family members
•Caring for children, elders, or sick family 
members/family unit
•Compliance with social distancing mandates
•Saving time on the commute
•Being more productive without constant 
interruptions
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Temporary work at home 
policy elements

•What work-at-home 
arrangements are permitted

•Attendance expectations

• Security requirements

• Equipment and supply 
inventory and needs

•How to make requests

•Duration of policy
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4. Return to work plan
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What is it?
• A plan to support a smooth 

transition back to the office in a 
safe and transparent manner

Why is it useful?
• Provides clarity to staff about 

how the organization will keep 
them safe

Return to work plan
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•Workplace health and 
safety measures

•Recall procedures for staff

•Compensation adjustments

•Ongoing monitoring 
procedures

•Remote work options

Return to work plan elements
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Switching Gears…
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Why We Need
Policy Handbooks
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Volunteer handbook elements

What is it?
• A tool that outlines established 

policies and procedures within 
your organization, as they relate 
to your volunteers

Why is it useful?
• Sets volunteers up for success 
• Ensures clarity around 

expectations
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Volunteer handbook elements

•Welcome Letter

•Organization Mission
•List of Staff & Board

•Programs and Campaigns

•Roles and Responsibilities

•Volunteer Policies

•Operations/Work Outlines
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Volunteer handbook samples

•Find Food Bank Volunteer Handbook
•Hearing Speech and Deafness Center Handbook
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https://www.501commons.org/resources/tools-and-best-practices/volunteer-management/orientation-training-1/VolunteerOrientationManual.pdf
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Personnel policy handbook

What is it?
• A tool that outlines established 

policies and procedures within 
your organization as they relate 
to full and part-time staff

Why is it useful?
• Ensures clear and transparent 

polices and procedures are in 
place

• Can significantly minimize 
potential liabilities
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“Employee handbooks are a simple and 
straightforward manual that outlines the company's 
policies, procedures, rules, and regulations. The goal 

of an employee handbook is to create fair and 
consistent guidelines that apply equally to all 

employees in your workplace and protect
organization against common employment lawsuits.” 

– SquareUp
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Elements of an Employee 
Handbook

•Introduction

•Employment policies 
and procedures

•Conditions of 
employment

•Performance feedback

30
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Elements of an Employee 
Handbook

•Employment disputes

•Compensation
•Benefits

•Miscellaneous policies
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•TREC Employee Handbook Template
•Getting Your Policy House In Order TREC 
Webinar
•Sample Conflict of Interest Policy
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https://www.trec.org/resources/employee-handbook-for-small-organizations/
https://www.trec.org/resources/getting-your-policy-house-in-order-clarifying-the-rules-of-the-road-2/
https://www.trec.org/resources/conflict-of-interest-sample-policy/
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A final reason why policies 
are useful…..

“A colleague once shared a story about 
an employee bringing an alligator to 
work in a shopping cart. Yes, an 
alligator! The co-workers did not seem 
to mind and they participated in the 
photo-ops, petting, holding it etc. 
Shockingly, that was the last ‘bring 
your pet to work day’ because 
following the incident, the 
organization implemented a ‘no pets in 
the workplace’ policy.”
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Evaluation of this webinar

As you exit the webinar… Please fill out our brief survey!
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Using your control panel…

• RAISE YOUR HAND if you would like to 
be unmuted to speak your question

• OR continue to submit questions and 
comments via the Questions panel.

How to Participate

Questions?

Thank you for attending today’s webinar! We will stay after to answer 
your questions, but feel free to exit the webinar if you need to go.
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