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POLICY A05: POLICY DEVELOPMENT  

EFFECTIVE DATE: 6/1/2022 

☐NEW 
☒REVISED   

 
PURPOSE 
To assure a consistent and sustainable approach to developing, revising, sharing and 
implementing policies by staff, partners, and sub-recipients/contractors. 
 
POLICY 
Policies are the vehicle by which Northwest Oregon Works (NOW) communicates expectations 
for the operation of the organization, the organization’s board of directors, contractors/sub-
recipients and partners.   
 
Policies developed by NOW will be clear and concise and follow a standard format: Purpose 
Policy, Procedure, Definitions, and References. All these elements may not be applicable to 
each policy.  Policies will be written in non-bureaucratic language to the greatest extent 
possible.  Policies will be developed to assure compliance with the requirements of the law and 
the expectations of NOW, while leaving flexibility regarding the specifics of implementation.   
 
Policies will only be developed when required by federal or state law and/or regulations or 
when necessary to communicate expectations critical to the effective management and 
oversight of the organization, its board, sub-recipients/contractors, and the Northwest 
workforce system.  Policies may be updated at any time to reflect changes in the law, 
regulations, state or federal guidance or the requirements of NOW.  
 
All new and the revised nature of policies will be provided to the NOW Board of Directors for 
approval.  Because board meeting agendas and packets are public documents, any member of 
the public has the opportunity to comment on policies included the agenda packet. Board 
members who have questions regarding policies included in the board agenda may request 
discussion and action on any policy listed as informational and/or in the consent agenda.  
 
Sub-recipients/contractors are expected to adopt policies reflective of those developed by 
NOW, as necessary. Affected staff, board members, sub-recipients/contractors and partners 
will implement and comply with the policy within a reasonable period time not to exceed 30 
days.  NOW will review compliance by subrecipients as part of program monitoring processes. 
 
All policies will be reviewed at least annually by the Chief Compliance Officer (CCO).  The review 
will include the consideration of new or updated Federal requirements, TEGL’s, TEN’s, state 
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policies and other applicable guidance.  Once reviewed, the CCO will add an updated revision 
date on each policy and determine if the nature of the policy changed requiring board approval.  
In addition, the CCO will use NOW’s internal policy tracking sheet to document and track the 
completion of the annual review.     
 
 
 


